TEACHERS COLLEGE
COLUMBIA UNIVERSITY

Adding Job Specific Questions to Application Form

In the requisition,
navigate to Posting
Section. This section
will enable you to post
your job to the TC
Careers site.

STEP 1: o

Position info Notes

Test Test

Posting

Requisition Number:

Date Requisition opened:
Date filled:

Working Title:*

Full or Part Time:
Employee Classification:

Position Type:*

Employee Classification Sub Group:

Initial Term Appointment End Date:*

Documents

\ REQUISITION INFORMATION

Leave blank to automatically create a reference number

Mar 22, 2020 ()

This title will be displayed on the TC Web Directory.
Part-Time 4
90: College Work Study
Student ¥
Q=

No Employee Classification Sub Group selected

You must select a subgroup if Employee Class is "Instructional Staff/Fee-Based Instructors”

Aug 31,2049 (5]

View applications

STEP 2:

Click on the button
that says “Add Posting
Channels”.

o

Doing so will allow you
to post your job to the
TC Careers site.

Position info Notes

Test Test

Posting

Notes:

Documents

Add posting channels & Show advanced options

Source \

Opening date Closing date

View applications
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STEP 3:

Select the appropriate Linkedin
H HERC
categories for your —

posting, the opening
date and closing date
(if applicable), and
ensure all required
fields are filled out

properly.

STEP 4:

Once you have
finalized the contents
of your posting (Ex:
Title, Summary, Job
Category), scroll to the
bottom of the page
and click on “Select”
next to Application
Form.

Opening date: *

Closing date:

Working Title: *

Summary: *

Design template:

Text to appear in Job Ad: *

Include video:

Application form: *

Hidden job (A blin

Select ®

Apr 15,2020 at' 9 3: 004  AM3$ Eastern Standard Time

Standard Time

at| 118):{ 554

College Work Study - Test Test

Work Study position ~working in the office of Human Resources.

Awarded federal work-study for the term in which a work-study position is being

raunhe

Default 4

B /7 YS E-E-EEfomas- A.BH.PLPER
Preferred Qualifications:

Experience with Wellness and event planning is a plus.

Ability to work independently with attention to detail.

Good organizational skills amidst pressures of a busy front office.
Able to prioritize and work with a flow of changing demands.
Handle confidential information responsibly.

Microsoft Office computer skills.

Knowledge of Teachers College operations and community a plus.

Save Cancel

B 7 VYs EE fomats- A -l - & & R

Preferred Qualifications:

Excellent interpersonal and communication skills; customer service oriented.
Experience with Wellness and event planning is a plus.

Ability to work independently with attention to detail.

Good organizational skills amidst pressures of a busy front office.

Able to prioritize and work with a flow of changing demands.

Handle confidential information responsibly.

Microsoft Office computer skills.

Knowledge of Teachers College operations and community a plus.

23326
Yes@No @

Preview  Customize for job

'qUisition does not appear on the TC Career Portal. )

save  Cancel

L ® Arts

Excellent interpersonal and communication skills; customer service oriented.

3 Apply job template

Locations:
=United States
Select all
New York
New Orleans

Search categories: *
=Ungrouped
Select all
Academic Advising/Support
Administrative/Professional

Business/Accounting/Finance
Communications/Public
Relations/Marketing
Development/Alumni Affairs
Development/External Affairs
Education/Instructional
Engineering/Computer
Science

Executive/Director/Management
Externship
Facilities/Skilled Trades
Health Profession

Human Resources

s
Business/Accounting/Finance
Communications/Public

Relations/Marketing
Development/Alumni Affairs
Development/External Affairs
Education/Instructional
Engineering/Computer

Science

Executive/Director/Management
Externship
FacilitiessSkilled Trades
Health Profession

B Human Resources
Infarmation

Systems/Technology
Library
Office/Clerical
Public Safety
Publishing/Press
Other
Research

Position types: *

Select all
1 College Work Study

Faculty
FT Instructor
FT Lecturer
Interim
PT Instructional
Staff

STEP 5:

From the drop-down
menu, select the
appropriate
Application Form for
the job you are
posting.

Include video:

Application form: *

Yes ® No @

[Standard Application form 3 Preview

Question Library

Hidden job (A blind requisition does not appear on

Career Portal. )

0

Systems/Technology
Library
Office/Clerical
Public Safety
Publishing/Press
Other
Research

Position types: *
Select all
College Work Study
Facul
FT Instructor
FT Lecturer
Interim
PT Instructional
Staff.
I Student
Temporary
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STEP 6:

Once you have
selected the
appropriate
Application Form for
your posting, you may
also add additional
guestions to the
application form
through the question
library.

To do so, click on the
question library
button.

nmvrmauvine

Systems/Technology
Include video: Yes®No @ I Library
Office/Clerical
Public Safety
Publishing/Press
Other
Research

Application form: * | Standard Appication form | preview  Question Library

J Hidden job (A blind requisition does not appear on the TC Career Portal. )
Position types: *
_ Select all
College Work Study
J Faculty
FT Instructor
FT Lecturer
Interim
I PT Instructional
I Staff
¥ Student
Temporary

STEP 7:

When you click on
“Question Library”, you
will be brought to this
screen where you can
choose to add
additional questions to
your application form.

Upon clicking “Add”
you will see the
guestion you selected
move to the “Selected
Questions” section.

Once you have
selected your
questions, click save.

Question Library

CWS - Are you currently a full-time employee at Teacher's College? © Add

CWS - Have you been awarded federal work-study for the term in

© Add
which a work-study position is being sought?

CWS - Have you been awarded federal work-study for the term in

© Add
which a work-study position is being sought?

CWS - Are you taking at least 6 credits (or equivalent, which includes
full-time equivalent offerings - HBSK 6480, CCPJ 6480, CCPX 6480, or O Add
any 8900 course)?

CWS - Are you a student matriculated in a TC degree program? © Add

Selected Questions

CWS - Have you been awarded federal work-study for the term in
which a work-study position is being sought?

li] Delete

Cancel Save
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STEP 8:

Once you have saved
your posting, you will
be re-directed to the
posting tab.

Here you will now see
your job posting is live
on the TC Careers site.

) Test Test

Position info Notes Posting Documents

Add posting channels < Show advanced options

Source Opening date

TCCareers [} w Apr 15, 2020, 9:00am

Notes:

Closing date
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