TEMPLE COLLEGE

PeopleAdmm

Diane Hodde
Randolph Baca, Ed.D.

August 15, 2017
Academic Center, Room 3413/3415



How do | access the system?

For users of the system, the web address is:

Temple College




What Types of Situations
Initiate the New Hire Process?

1. An Employee Quitting
2. A Retirement

3. A New Position

4. Other Reasons



Questions Human Resources
Most Often Receives......




QUESTIONS???

Do you know how and where to
change your “Current Group” status?



ANSWER
You must switch to Department Chair/Supervisor to be
able to view individual screens

Switch to the appropriate Group:
Click the drop down link, then click on “Department” or “Division Director”.
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QUESTIONS???

How do I add supplemental
questions?



ANSWER

Part 1 of 4: You can add questions from the list
or you can add your own but be sure the
questions are accurate.
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Add a question
Posion ~ Required  Category Question
’ == - Education Do you have a Master's Degree in the discipline you are applying or a Master's Degree  active
and 18 Semester hours in the discipline you are applying?
" F Experience 19. Do you have knowledge of FERPA? a0



ANSWER

Part 2 of 4: You can add from the list or but be
sure the questions are accurate.

Available Supplemental Questions

Category: apy
Add Category
Education
=1 Experience
7 Education

! Education
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Experience

[" Experience
1 Education

Other
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v Keyword:
Question
Do you have an Associate's Degree in the discipline you are applying?
Do you have 2 years or more of customer service experience in an educational environmen®
De you have a Bachelor's degree in the discipline you are applying?

Do you have a Doctorial Degrés in the discipline you are applying or a Doctorial Degree and
18 Semester hours in the discipline you are applying?

Have you worked in an office environment answering telephones and greeting visitors?

Have you worked in an office environment in which you opened and routed mail and
distributed various types of correspondence within the office?

Have you worked with the software program Microsoft Word?
Have you worked with the software program Excell

Have you used a copy machine or printer?

Do you have experience using Datatel {EHucian) Systems?

Do you have at least two (2) years of full-time work experience that is directly related to the
duties described in the job description?

Do you have 3 to 5 years of full-time work experience directly related to the duties
described in the job description?

Do you have 6-10 years of full-time work experience that is directly related to the duties
kisted in the job description?

Do you have a High School Diploma or GEL®

How did you hear about this employment opportunity?
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ANSWER

Part 3 of 4: You can add from the list but be sure

the questions are accurate.
Example below, #2 has the question with a #19.
This can be confusing to applicants.

Spontidon
Included Supplemental Questions
Position Required  Category Question Status
1— & Education Do you have a Master's Degree in the discipline you are applying or a Master's Degree  active
and 18 Semester hours in the discipline you are applying?
2 o Experience 19. Do you have knowledge of FERPA?

active



ANSWER

Part 4 of 4: You can add from the list but be sure
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Available Supplemental Questions

Category: PN | <evword: [

Add
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Categorny

Education

Egperience

Experience
Education

Experience

Question

Please describe your exgperience working in custaomer service.

Have you worked with Ellucian (formerly Datatel) Colleague software?

Hawve you worlked at a comrwnunity college or university?

1. Do you have an Associate Degree with at least 4 years of education experience?
20. Describe your kivowledge of FERPAZ

18. Describe your experience with a school database system such as datatel, ellusion, banner, or
people soft?

17. Do you have experience with a school database system such as datatel, ellusion, banner, or
people soft?

9. Are you fammiliar with ADA, or Sectiaon 5042

2. Do you have a Bachelor’s Degree with at least 2 years of education experience?

3.Do you have at least 6 months of coordinating or planning for students with 504 accommodations?
<. Describe your experience coordinating or planning for stisdents whith 504 accommmuodations?

5. Do you have experience presenting infarmation to groups written and verbal?

6. Describe your exgperience presenting information to groups written and verbal?

7. Do you have e>xperience working with adaptive technology such as adobe reader or IPad text
CcCOorTversions?

2. Describe your experience working with adaptive technoleogy such as adobe reader, IPad Text
COoOMVersionss
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QUESTIONS?7??

What is the “Department Hiring
Statement”?



ANSWER

A brief statement of the candidate’s educational
level, name of the college(s) attended, (if
applicable), work experience, and the reason for

recommending this hire.

EXAMPLE:
TO: (Division Director or AVP)
FROM: (Departmental Chair/Supervisor)
DATE: Date
RE: Departmental Justification for Hire

(Name of Hire) has a (Type of Degree(s)) degree in (Major/Minor) from (Name of School).
(Name of Hire) was the (Title of Position) for (Name of Business) for (Number of Years).

| recommend (Name of Hire) of (Department) to the position of (Name of Position).

**[t will be good to expand on the experience. This will give the Board a better idea of why the person
is considered other than just recommending them.




QUESTIONS???

Why does the position take so
long to post?



ANSWER

Various factors that can occur:

« Sometimes the approval process can take longer than
anticipated depending on work schedules, meetings,
etc.

« Waiting on information for the position; changes in the
job description, salary approval, etc.

* Human Resources office has many interruptions due to
the fact that many employees or applicants walk-in
without an appointment. Human Resources keeps an
open door policy so excuse the delays that may occur.



QUESTIONS???

Do you know where the
Reference Check Form is located?



ANSWER

* The Reference Check Form is located within the
Temple College Portal or contact Human Resources
to send the information to you via email.

¢ The form must be completed when the reference
check 1s performed.

* You may add a question(s) as needed but each
question(s) added must be asked of all candidates.



PAST vs PRESENT PROCESSES




PAST PROCESSES......
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PRESENT PROCESS

The initial step is accomplished by emailing your request to fill
the vacancy to the appropriate Vice President.

The Vice President will take your request to Executive Cabinet
for approval for full-time positions (Part-time Faculty positions
need approval only by the Vice President of Educational
Services). The Executive Cabinet meets each Wednesday
morning.

The Vice President will respond back to you with either an
approval to begin the process or may ask for more
information.



PRESENT PROCESS

The approval is then forwarded to Human
Resources (HR) by the Department
Chair/Supervisor.

HR will respond by emailing a “Packet” of information
which includes:

* A Worksheet in which information must be compiled prior to
entering the data into PeopleAdmin.

* HR will perform and send the Job Description and add an
Addendum if applicable (PDF only / Addendum).

* An Instruction Manual to PeopleAdmin.



PEOPLEADMIN INTERFACE CONTENT (PIC)
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Replica (Clone) Position

To replicate a position:

« Approval email will need to be submitted to
Human Resources.

* Human Resources will process the replicated
position and make adjustments if applicable.
Submitted to the Department for review.

« Approval process

* Posting Process



EMAIL NOTIFICATIONS

* When an applicant applies to a position, the Department
Chair/Supervisor; Division Director; Search Committee
Chair/Members will receive an email notification.

* If an applicant applies and the email notification is received
BUT the applicant does not appear in the position, this means
the applicant did not meet the minimum requirements and you
will not see the applicant’s information.

* The system does not differentiate between full or part-time
positions. Those that are on a committee for a full-time
position within the department will be able to view applicants
applying to a part-time position within that department.



Redundancy

«  We are taking steps to reduce redundancies within
the software but some cannot be removed.

Example:

The hire must be approved by the department. This
initiates the hiring proposal stage separating the
selected candidate from all other candidates. It is a
separate process within the system.

Reason for Selection of Candidate and Department Hiring
Statement, they are two separate processes. One is kept
in the system and the other is viewed by the Board.



Feedback / Suggestions

Flow Sheet vs. Instruction Manual

We are working on a condensed version of
the instruction manual.

What other suggestions would you like to
make?




Questions???



Please do not hesitate to contact
Diane Hodde
or
Randy Baca
for any questions or setting up a
one-on-one learning session!
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