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1. Create Job Opening – Enter Primary Job Information 
a. Select Job Opening Type - Continuous Job Opening 

b. Select/Enter Business Unit – SBCMP 

c. Add Job Posting Title – e.g., SX Temporary Reassignment Opportunities 

d. Click on Continue 
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2. Create Job Opening – Enter Job Opening Information 
a. Select Openings to Fill – e.g., Unlimited Number of Job Openings 

b. Select Employee Classification – e.g., Staff Career 

c. Select/Enter Department – e.g., FACM-Facilities Management 

d. Select Status Reason – Temporary Assignment 
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3. Create Job Opening – Add Hiring Team 
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4. Create Job Opening – Add Posting Information 
a. Click on Add Job Posting 

b. Select Description Type – Temp Asgmt Posting Details 

c. Select Visibility – Internal Only 

d. Select Template – Temporary Reassignment(s) Posting Details 

e. Add Position Information, Minimum Requirements, Special Conditions of 

Employment, etc. 

f. Click on OK 

g. Click on Save and Submit 
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Preview of Job Posting 
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