CUNY JOB POSTINGS INSTRUCTIONS

VERSION: OCTOBER 2004

Questions or Comments: PVNBH@mail.cuny.edu
Features of This Template:

· The template for PVNs is a Microsoft Word TEMPLATE.  People who are familiar with using templates in Microsoft Word will understand details of how to create and change templates, but this skill is not needed to use the template.

· There is one template for each college, pre-programmed with the college name and college web site address.  You do not need a separate template for each kind of job (faculty, support staff, etc).  You only need one template.

· When you click on the template, you will see boxes shaded in Gray.  This is where you can input information.  The template is protected so that you will not be able to change the headers, indentations, or margins.

· You do not need to know any Stellent formatting.  This has been pre-programmed into the template.  Please do not change the formatting on any entry you make.

· The template will require you to save your work to a different file name each time you use the template.  

· The template is shown on the last page.

· Fields on the form:

· Title:
Functional Title

· Location/Department: Area where the job will report

· Position Detail:

· For HEO, input the HEO title here (e.g., Higher Education Officer)

· For Civil Service, input the level here, if there is one

· For Faculty, you may input the Anticipated Start Date (e.g., Fall 2006) or leave blank.

· For any position involving a special issue, such as a required Civil Service test, temporary position, you may put the details here

· FLSA Status: Leave blank or you can recommend a status.  All Faculty positions will be “Exempt”.

· Compensation: salary range or “commensurate with experience and qualifications”.

· College Web Site: pre-programmed.  Contact us if this needs to be changed.

· Notice Number: PVN number, input by OFSR, or please input if this is a re-issued PVN.   

· Closing Date: leave blank or input a requested closing date, or “open until filled”.

· Position Description and Duties: input a description of the position.

· Qualification Requirements: minimum qualifications as provided in the bylaws or Civil Service job descriptions are required.  You may provide other qualification needs as “preferred”.

· To Apply

· First Line: provide data on what the candidate should provide (resume, cover letter).

· Address: provide address where candidate should apply.  This can be any or all of the following: mail address, email address, fax number.
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