
ONLINE EMPLOYMENT SYSTEM NEWS 
Recruiting and Hiring Newsletter March 2015 

“The single biggest problem in communication is the illusion that it has taken place.” ~George Bernard Shaw 

 

Recruiting/Compliance Office Team 
Communicating with your recruiter is an important step in the recruitment process.  Recruitment and 
hiring at NDSU is an involved process developed to ensure fair consideration of applicants and ensure 
the right person is selected for the position.  Your recruiter serves as a resource and advisor to assist 
with the recruitment process, as well as to ensure that proper procedures and policies are followed.  
When communicating with your recruiter, please be sure to provide the position title, department, and 
the opening number for your search.  
 

Meet Your Team 

 

 

 

 

Lois Christianson 

Equity, Diversity and Global Outreach 

Extension, Coaches, and  

Administrators searches 

Angela Bachman 

Provost Office 

Faculty searches 

Jill Spacek 

Human Resources and Payroll 

1000 and 3000 band staff searches 

Shelly Lura 

Human Resources and Payroll  

4000-7000 band non-exempt staff 

searches 

System Administrator 

Audra Hart 

Equity, Diversity and Global Outreach 

Recruitment assistance/support for 

Extension, Coaches, and  

Administrators searches 

Jena Swartz 

Human Resources and Payroll 

Recruitment assistance /support for 

staff searches (1000, 3000-7000 band) 

For additional information on the Recruiting/Compliance Office Team, including a list of job bands sup-
ported by each member, please see the complete contact list located at:  http://www.ndsu.edu/
fileadmin/vpfa/forms/HR-RecruitingOfficeContacts.pdf 

For general questions or concerns, please email us at:  ndsu.jobs@ndsu.edu 

http://www.ndsu.edu/fileadmin/vpfa/forms/HR-RecruitingOfficeContacts.pdf
http://www.ndsu.edu/fileadmin/vpfa/forms/HR-RecruitingOfficeContacts.pdf
http://www.ndsu.edu/fileadmin/vpfa/forms/HR-RecruitingOfficeContacts.pdf


“Create from a Previous Posting” or 
“Create from Template” - Which do I use? 

In the online system, you have the option to either create a posting 

from a previous posting, or from a template.  The “create from   

template” is the most commonly used option when creating a post-

ing.  The template used should correspond with the job band for 

the position you are recruiting for. The “create from a previous 

posting” option should be used only when there is a need to dupli-

cate a previously listed posting which is less than a year old.  In 

other words, if you had a Custodian opening that was previously 

posted and now have the need to create a new request to hire an 

additional Custodian, you may be able to use the “create from a 

previous posting” option.  The “create from a previous posting” op-

tion should not be used when creating a posting with a different title 

or in a different job band as all templates have posting specific in-

formation based on the job bands assigned to them. 

A new feature has been added so that department users can re-

move previously attached documents when the “Create from a Pre-

vious Posting” option is being used.  At the bottom of the initial 

posting request screen (Settings tab) there will be check boxes 

next to previously assigned documents.  To remove a document, 

uncheck the box next to the item prior to saving and moving on to 

the next screen. 

.  

 
Need Access to 

the System?  
Please have your Dean/
Director send an email re-
questing  
access 
to:  ndsu.jobs@ndsu.edu  
The email should include 
the    following information: 

 Full Name including mid-

dle initial 

 Campus phone number 

 Empl ID number 

 Department Number(s) 

that  you will need access to 

 User group(s) required 

(i.e.  Level 1, Level 2, Appli-
cant Reviewer, Level 3, etc.) 
 

Forgot your 

username or 

password?   
Contact your recruiter di-

rectly or email 

ndsu.jobs@ndsu.edu 

 

 

 

 

 

 

 

PeopleAdmin is equipped 

with a Spell Check feature.  

The ’check spelling’ option 

is located at the top of each 

section of a   posting as well 

as the hiring       proposal. 

Remember to check your 

spelling before submitting 

an item for further review 

mailto:ndsu.jobs@ndsu.edu
mailto:ndsu.jobs@ndsu.edu


Upcoming   
Training 

 
April 22, 9:00 AM Memorial 

Union Rose Room—

Searching for Excellence-

Training for Administrative 

Staff who Provide Support for 

Search Committees (Training 

is offered three times 

throughout the year.) 

April 23, 8:30 AM Quentin 

Burdick 132—Online Em-

ployment   System 

(PeopleAdmin) Training 

(Training is offered three 

times throughout the year.) 

April 24, 9:00 AM Memorial 

Union Rose Room— 

Searching for Excellence—

Training for Members of 

Search  Committees 

(Training is offered two times 

throughout the year.) 

To register for training, please 

contact us at ndsu.hr@ndsu.edu 

or 701-231-8961.  Be sure to 

include the name and date of the 

training along with your name 

and contact information.    

 

Search Training is also 

available online and can be 

accessed by logging in at:  

https://

community.ndus.edu/login/

index.php 

For a list of additional train-

ings see: 

http://www.ndsu.edu/hr/

training/ 

 

Changing Applicant Status 
Below are some  guidelines on when it is appropriate for the Applicant 

Reviewer to update statuses for applicants.  

All Positions: 

 Update to ‘Request for Interview’ prior to scheduling any inter-

views 

 Update to ‘Phone Interview’, ‘Interviewed’, and ‘Recommended for 

Hire’ 

 

Staff Positions (1000, 3000-7000 bands): 

 Your recruiter will updates the system and send ‘not selected’ 

emails to candidates who are no longer being considered.  Please 

do not update applicants to a ‘not selected’ status for these 

positions. 

0000 and 2000 band positions: 

 Applicant reviewer may update statuses to a ‘not selected’ status,. 

(Note: email notifications will not be sent until after the position has 

been designated as filled. If you wish to have the email notifica-

tions sent immediately, please contact your recruiter.) 

All information entered into the online system becomes a part of the 

search file and is therefore considered part of the open record.  Do not 

use ‘Ranked Lower in Applicant pool’ option as a rationale for 

non-selection. 

mailto:ndsu.hr@ndsu.edu
https://community.ndus.edu/login/index.php
https://community.ndus.edu/login/index.php
https://community.ndus.edu/login/index.php
http://www.ndsu.edu/hr/training/
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Preliminary (Contingent) Offer 

What is a preliminary offer and when does it happen?   

A preliminary, or contingent offer, is a verbal offer presented to a candidate after all interviews and ref-

erence checks have been conducted and you have received approval from your recruiter to move for-

ward, and prior to starting the Request to Offer online. This is not only a time to determine if your can-

didate is still interested in the position, but also to discuss/negotiate salary as well as a tentative start 

date. Be sure to let the candidate know that the offer is contingent upon a successful background 

check (if applicable) as well as internal approvals.  Note:  As you determine the starting salary, remem-

ber there is no longer an option for a probationary increase.  Also, if the total proposed starting salary 

is renegotiated after all approvals have been granted, additional approvals must be obtained prior to 

extending an official offer to a candidate. 

Background Check Process 

 

Once you have identified the candidate you would like to select and make a pre-offer to, please contact 

your recruiter to notify them that you have made a selection and provide them with the candidate’s 

email address where the background check e-invitation should be sent.  The candidate will receive an 

email notification to complete the requested information for the background check. The background 

check and the request to offer (hiring proposal) may be done simultaneously to avoid any delays. 

Recruitment and Hiring Resources 

 

Resources for the online employment system, including a user’s guide, can be found by logging into the 

system at:  https://jobs.ndsu/edu/hr 

 

Additional Recruitment and Hiring Resources: 

 

Manager’s Toolbox– Recruiting and Hiring Resources  

Administrative/Office Toolbox—Recruiting and Hiring Resources 

0000-7000 Position Workflow  Processes 

Recruiting/Compliance Office Contact List 

 

Hiring Resources—Office of the Provost 

Funding Source Changes 

There are times when a funding source, or percentage of funding, changes from the time a posting has 

been approved to the time an hiring proposal is being submitted for approval.  PeopleAdmin will carry 

over funding information from the posting to “Funding Source 1” under the hiring proposal and is hard-

coded so that no changes can be made to that source.  There are two options available to accommo-

date for changes to funding information.   

 

1.  Select the “Add Funding Source 2 Entry” on the Funding Source tab to add the correct funding in-

formation and add a note in the “Funding Source Comments” to disregard Funding Source 1. 

2.  Add a note to disregard Funding Source 1 under the “Funding Source Comments” section and in-

clude the appropriate funding source information in the comments box. 

https://jobs.ndsu.edu/hr
http://www.ndsu.edu/hr/mgrtoolbox/recruitment/
http://www.ndsu.edu/hr/admintoolbox/recruiting_and_hiring_resources/
http://www.ndsu.edu/fileadmin/hr/pa/Workflow.pdf
http://www.ndsu.edu/fileadmin/vpfa/forms/HR-RecruitingOfficeContacts.pdf
http://www.ndsu.edu/provost/forms_and_resources/


Commonly Used Terminology 
Applicant Reviewer – Individual user on the online employment system who has been granted access to 

update and manage applicant statuses as well as create the request to offer/hiring proposal. 

Broadbanding – An approach to compensation that focuses on performance and market, uses a few, wide 

salary bands to deliver pay, and emphasizes management pay decisions with expert human resource advice. 

Department user with access – Individuals assigned to have access to a position posting or hiring proposal.  

Exempt Employee – Those employees in a salaried position who serve in positions who meet the Fair Labor 

Standards Act (FLSA) salary and duties test are exempt from the overtime pay and compensatory time off. 

Generally positions that are in job bands 0000 and 1000 and some positions in the 3000 job band.  

 

Guest User – Individual(s) who has been granted/assigned access to a specific position opening for the sole 

purpose of reviewing applicant materials, members of a search committee. 

 

Nonexempt Employee – Those employees serving in positions covered by the Fair Labor Standards Act 

(FLSA) who are eligible for overtime pay or compensatory time off at time and one-half their "regular rate" of 

pay for each hour they work over 40 hours per week. Generally positions that are in job bands 4000-7000 

and some positions in the 3000 band. 

Non-Broadbanded Employee – Academic Staff:  Faculty (instructors, assistant, associate or full pro-

fessors), lecturers, and graduate assistants.  Other Non-Banded:  Staff excluded from broadbanding by 

Board rule:  president, executive deans, vice presidents and officers of the institution or those holding posi-

tions the institution president has excluded by designation, including coaches, extension and experiment sta-

tion professionals, and others in 2000 job categories not included in Academic Staff. 

Profile (application) – Application type used for positions in the 0000, 1000-3000 bands.  This application 

type collects:  applicant’s name, address, telephone number and email, and three professional references. 

Staff Application – Application type used for positions in the 4000-7000 band.  This application type collects:  

applicant’s name, address, telephone number and email, three professional references, educational infor-

mation, and employment history. 

Staff Employee – A person in a position covered by the North Dakota University System Broadband-

ing System. 

Template – Used in the online employment system to designate the position type.  Templates are designed 

based on job bands. 

Interchangeable Terms 

 

Online Employment System (OES) = PeopleAdmin (PA) 

Posting = Request to Recruit 

Hiring Proposal = Request to Offer 

Recruiting/Compliance Office—Comprised of the three offices who manage the recruitment process (human 

Resources and Payroll; Equity, Diversity and Global Outreach; Office of the Provost) 

North Dakota State University does not discriminate on the basis of age, color, disability, gender expression/identity, genetic 

information, marital status, national origin, public assistance status, race, religion, sex, sexual orientation, or status as a U.S. veteran. 

Direct inquiries to the Vice President for Equity, Diversity and Global Outreach, 205 Old Main, (701)231-7708.  


