Jobs@CU

Search Waiver Process
for Faculty and Exempt Professionals
1. Unit/School creates Job Description for Exempt Professional positions and submits to HR.Exempt-Request@UCDenver.edu  for approval.  Email will be sent if position is approved.  Faculty job descriptions are approved by the Dean or their designee.
1. Unit/School creates or updates position data in HRMS (see below).  Adds ‘REC’ row and gets action(s) approved.  Position approval is within unit/school for Faculty and PRA positions; HR approves Exempt Professional positions. Data uploads overnight to Jobs at CU. Position approval is within unit/school for Faculty and PRA positions; HR approves Exempt Professional positions. 

To add recruitment row in HRMS:

Organizational Development

Maintain Positions/Budgets

Add/update position info

Add position #

Insert REC (recruitment) row

(If the position is occupied when you initiate the recruitment, go to the specific information panel and uncheck the Update Incumbent box to ensure the current employee’s job data is not affected.) 

2. The job posting will be available in JobsatCU the next day.  Unit/School completes job ad in www.jobsatcu.com/hr , (‘Open until Filled’ box must be checked), attaches job description in ‘Documents’ tab, and provides waiver reason and justification in ‘Notes/History’ Section.  Submits to HR for Approval.

3. Preliminary ‘Waiver’ approval by HR.  If waiver is not approved Unit/School will discuss with HR Director. 

4. If waiver is approved, Unit/School forwards Quicklink to applicant.  This link is located at the bottom of the job posting tab.  The applicant must complete an application, apply for position in Jobs at Cu, and attach required documents (Resume/CV).

5. Application material reviewed by HR and if approved the position will be ‘Designated as Filled’.  This is the final approval of the waiver request.  An email will be sent to unit/school.
6. Contact HR if proposed salary is outside range listed on job description.

7. Applicant completes Background Consent Form and faxes to 303-315-2725.  Include supervisor’s name and email address on form.
8. Appointment must be approved by Chancellor prior to effective date.  Unit/school prepares Personnel Matters Report and forwards the report and offer letter and forwards to Personnel.Matters@ucdenver.edu  Appointment entered into HRMS.
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