Internal Applicant Guide

Internal Applicant Guide

Follow the steps in this guide to apply for a position at the CSU Chancellors Office. This
guide is intended to assist internal applicants (employees) with applying for jobs via the
recruiting self service application.

APPLYING FOR A JOB AS AN EMPLOYEE

1. NaVIgate to the mme California State University
Chancellors Office ' .

website. =

Students » | =y

Teaching & Learning »

Open your web browser e s

Administration »

and navigate to the lumpi, Parents :

H H Business, Communit . Apply Here: CSU Mentor
Chancellors Office main e e i Admission & Fee Lo
page: www.calstate.edu. Board of Trustees » | LI ==

Click on the Career thancellr»  Tha CSU s a leader in N

Camplises » high-quality, accessible, student-focused

Opportunities link. Bataee e sastem s | focuty ang | CSiLAsttnaut Tracy Caltne
Issues & Ideas » | seaff, we are the largest, the most diverse, L£5U Suner Saturday Event
Locate & Find » and one of the most affordable university CSU Concerned about
Infocenter » systems in the country. We offer unlimited Possible Budget Cuts
mmelp>  Career Opportunities» | CPPOFTUNITEs to help students achieve their €SU Alcohal Prevention
goals. We prepare graduates who go on to Programs Highlighted

make a difference in the workforce, We
engage in research and creative activities
leading to scientific, technical, artistic and CSU Leader E-Newsletter

CSU News | Campus News

PR R WA 1, * - ST

2 NaVIg-ate to the Internal m The California State University
Candidates page. WoRKING FoR eaL1FoRI

On the Career
Opportunities page, click
on the Internal Candidates | =

A TN T & Chancellor’s Office Human Resource Services
Ilnk Why Work for Us?

Career Opportunities at C5U Chancellor's Office

Benefits »

N The Chancellor's Office Human Resources Department, Recruitment Section,
Salaries and " i |
Bonuses ondles recruitments for all open positions at the Chancellar's Office. We ars
located at:

Training

. 401 Golden Shore
Work Environment Long Beach, CA 90802-4210

Orientation 02} 951-4070

Evaluations  vjew and/or Apply for a Job at the CSU Chancellor's Office

Policies »
s External Candidates - aAll Applicants {(Except Gurrent Employees of
Labor Agreements Chancellor's Office)
Payroll @ Mo e-mailed or hard copy resumes will be accepted
o Applicants who have been selected for an interview can download our
Employment Application {.pdf}) and fill it out before they come in.
o Quick Reference Guide {.pdf)
External Candidate o Instructional Video - How to Login | How to Apply

uteenslCandidase applicants who have been selected for an interview can download our

CO HR Services Employment Application {.pdf) and fill it out before they come in.
Home
* « Internal Candidates - Current Employees of the Chancellor's Office
o Please do not apply as an external candidate.
o Quick Reference Guide (.pdf)
o Instructional Yideo - How to Login | How to Apply
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3. Login to PeopleSoft

PeopleSoft.

To settrace flags, click here

4. Navigate to Recruiting
Self Service

From the main menu
select Self Service >
Recruiting Activities >
Careers.

Search:
®

i My Favorites

[ CO Folder

[ Self Serice

> Rigeshare Points and
Usage

> Personal Information

> Payroll and Cormpensation

> Benefits

- Recruiling Activities

[ Manager Self Service
> Recruiting

[ Workforce Administration
> Worklist

> Tree Manager

I Reporting Toals

i FeopleTools

- Change by Password

- My Personalizations

I~ My System Profils

[~ My Dictionary

PeopleSotr.

Welcome Sandy

Basic Job Search

Keywords: ‘

Posted: _LaS‘ Month v

Search | dvanced earch Seatch Tips

Open Job Postings

[] 08:28/2007 Dir Technical Services 685
[] 08/28/2007 MurBen & HR Prog 554
[] 08/23/2007 Freelance Graphic Designer 552
[ 08/21/2007 University Counsel 549
[ 08A6/2007 Adrmin Specialist 546
[] 08mM3/2007 Graphic Designer i
[] 08/08/2007 Academic Senate Member 538
[ 08M9/2007 Ledal Secretary 536
[] 08MmS/2007 Accountant 534
[] 0892007 Chief of Stafld 535
[ 08MmM9/2007 Sprvsng Librarian 13 bo 537
[ 08m7/2007 HR Tech Analyst 533

My Career Tools

0 Applications

0 Saved Resumes

by Profile

COWestEd Facility, TISS

Golden Share
Golden Shore
Golden Shore

COwestEd Facility, TISS

Golden Shore
Golden Shara
Golden Shore
Golden Share
Golden Shore
Golden Shore

SelectAll DeselectAll Save Jobs Apply Now
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5. Review Job Opening
Details.

Welcome Sandy

Basic Job Search

My Career Tools

. Keywords: ‘ 0 Applications
You may now review all Posted: 0 Saved Resumss

Job Openings that are
currently accepting
applications and apply for
those that are of interest.

Iy Profile
gearch | advanced Search Search Tips

Open Job Postings

l;

08i29/2007 Dir Technical Services 555 COWestEd Facility, TISS
H H 08/28/2007 Mor Ben & HR Prog 654 Golden Shore
Review the list of Job
08r2372007 Freelance Graphic Designer 552 Galden Share

Titles. If a Job Title is of

Oarz1/z2007

University Counse 549 Golden Shore

a
O
a
O
interest, click the Job Title [ 081612007 Acin Specialis! e 545 0 WestEd Fasiliy, TISE
hyperlink to Open the Job [] 08092007 Graphic Designer 411
- - [] D809r2007  Academic Senate Member 538 Golden Shore
Descrlptlon page' [] 08i09/2007 Ledgal Secretary 536 Golden Shore
[] D8f9/2007 Accountant 534 Golden Shore
[ 08092007  Chief of Staff 535 Galden Share
[] 08i09/2007 Spreeng Librarian 12 Mo 537 Golden Shaore
[] 08@7/2007 HR Tech Analyst 533 Galden Share

SelectAll DeselectAll  Save Jobs ARply oy

The Job Description page
provides a Job Summary.
This summary provides an

Job Description

; Job Title: Admin Specialist
overview of the Job Job 546
Opening_ TO Obtain a” Locailon:- COWn.aled Facility, TISS
FullPart Time: Full-Time

details on the job opening,
click the

Wiew Full Vacaney Anhouncemernt
hyperlink to open a full
Vacancy Announcement
in PDF format as shown.

Regular Temporary: Regular

Job Summary

The California State University, Office of the Chancellor, is seeking a Planning Analyst to provide
adrinistrative and technical support o the Chief of Facilities Planning, provide general office
coordination, and supervise and train the unit;s adrinistrative support staff.

How To Apply

To apply please submit your resume and cover letter anline.

Equal Employment Opportunity

The university is an Equal Opporunity Employer and does not discriminate against persons on the
hasls of age, dizability, dizahled veteran or Vietham-era veteran status, gender, marital status,
i | orientation

“iew Full Yacancy Announcement

Sawe Job Apply Now

Return 1o Previous Page

Review the detailed job
vacancy announcement
and, if you meet the
qualifications, please
proceed to step #6 “Apply || *
for a Job Opening”. .

R

--dob Opportunities

HUMAN-RESOURCE- ‘“ERVICE"‘T[

BUD GET-ANALYSTY
(A dandndstrator IDY
Budget Office|
Revquisition #0005461

Avgust-20,2007]

Position:q]
The- Califomia Stabe: University, Office’ of the: Chancellor, is
seeking 2 Budget Analyst to-perform a-v ariety of duties to-prepare

- and- analytic positicn

ports,
papers and policy stadies |

Duties ||

Under the general- disectinn of the- Associate: Budget: Directos,

Budget Director,” and- Assistard: Vice: Chancellos, the: Budget

Analyst vill sssist i idetifiing the totd sipendiowe
ces throughout the

fund accounting, and financial repotting;  assist- campus- budget

HHices i applying andt policies-to-campus
eperations, Gommuticate. st callsbarate. wilh Budget- Office,
catupus, Chansellor Offics, state govermment: mansgement: anc
staff as-well- as- other higher echucation: canstituency- grovps- am
systemuwide: Business and: Finance matters; consult om
implementation of CSU- policies: and programs;: pasticipate om
committees, support: and/or carry oulpresentations-to- CSU- and:
other constifueney groups

T
Requiremenis:|
This position requires: the ecuivalsat tor o Bachelor's- degres i

budget, prosess, develnp. dations for g
resources to- meet expenditure: requirements; formulate and
analyze allocation models: designed for the  ecuitable

business public or similar
area of study, three to four yeaw of app].\:able pubht
adminictration work experience in busine
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6. Apply for a Job

Opening.

You may apply for a job
opening at any time by
clicking the checkbox
beside a Job Opening and

clicking the Apply Now
button.

—p

Welcome Sandy

Basic Job Search

My Career Tools

Keywords: | 0 Applicatiohs
Posted: Last Month v 0 Saved Resumes

My Profile
Search | Advanced Search Search Tips

Open Job Postings

b3

[] 08/29/2007 Dit Technical Services 545 CO WestEd Facility, TISS
[ 08282007  Mor Ben & HR Prog 554 Golden Shore

[] 08/23/2007 Freelance Graphic Designer 552 Golden Shore

[] 08212007  University Counsel 549 Golden Shore

[] 08M@i2007  Adrin Specialist 546 CO WestEd Facility, TISS
[ 08/092007 Graphic Desianer 511

[] 08/09/2007 Academic Senate Marmber 538 Golden Shore

[] 08/09/2007 Lecal Secretary 536 Golden Shore

[] 08/092007 Accountant 534 Golden Shore

[ 08/092007 Chief of Staff 535 Golden Shore

[] 08/09/2007 Sprvsng Librarian 13 ko 537 Golden Shore

[] 08/07i2007 HR Tech Analyst 533 Gaolden Shore

SelectAll DeselectAll  Save Johs Anply Mow | 4

FIRST TIME
APPLICANTS ONLY
(Applicants who have
applied previously
proceed to step #9)

First Time Applicants
must submit a new
resume. Choose “Upload
a new resume” and click
the Continue button.

Use the Browse button to
open an explorer window
and select your resume
file. (Note: The file must
be in an Adobe ‘PDF’ or
MS Word ‘DOC’ format).
Once you have selected
the resume file, click the
Upload button to submit
your resume.

Apply Now

Choose Resume

You must either select an existing resume already on file ar subrit & new resume for consideration with
this application. Please note that all resumes must be submitted in either an Adobe " PDF" format or MS
wWord ".DOC" farmat. Ifyou wish to include a cover lefter or additional infarmation, please include itin the

same file as your resume.
Resume Options
How would you like to proceed?

& Upload a new resume

M Return to Previous Paie

|C:1USErWEi Resumes‘-DEID[H Browse... ]
Upload

Cancel
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8. Name your resume. Apply Now
Enter Resume Text
. . This page allows you to pravide a name far the resume you have submitted. This is
In the Resume T|t|e f|e|d helpful should you provide difierert versions of your resurne per application. Please
. . . ! provide a meaningful name for the resume you have just submitted inthe Resume Title
enter a descrlpt'on Of thls field. This title may be useful in the future should you apply for additional positions.
resume. The title should
be descriptive. e
Resume Title: |Demonstration Resume
File Name: iy stachment
Gl Clwss Eeturn to Previous Page
9. Select a resume already ;PP'V ”"F:" -
H H nter Resume Text
on fl Ie Or SmeIt a neW This page allows you to provide a name for the resume you have submitted. This is
one helpful should you pravide different versions of your resume per application. Please
. provide & meaningful narme for the resume you have just submitted in the Resume Title
field. This title may be useful in the future should you apply for additional positions.
If you have previously
- . - Resume Text
applied for a job, you will _ :
have a resume already on Resume Title: |Sandys First Resume|
file. You may select to File Name:  yiouw Attachment
use an existing resume
. . . . Continue Close ;
with this application or Reunio Frevious Fade
you may submit a new
resume.
10. Complete and Submit Apply Now

your Application.

Enter the following fields:

a. Desired Start Date

b. Are you willing to
relocate?

c. Areyou willing to
travel?

d. If yes, how often?

e. Regular/Temporar

y
f. Full-Part Time.

When you have entered
all required fields, click
the Submit button to

submit your application.

Complete Application

You are applying for:

Admin Specialist Remove
Sandys First Resume
Sandy Cheeks

11632 Palawan Street
Cypress, CA Q0630

Save Submit Close Application

Careers Home

Preferences

Desired Start Date: 091852007 Eﬂ
Are you willing to relocate? Oves @ No
Are you willing to travel? Cives @ No
If yes, how often? -
Regular Temporary: Either w
Full Part-Time: Either L
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11. My Applications
confirmation.

After submitting your
Online Application, you
are taken to the My
Applications page and
receive a confirmation.

Careers Home  Job Search My Saved Jobs My Saved Searches

My Applications

™ vou have successiully applied forthisthese jobis).

My Applications

Display applications from: |

v| Refresh

My Career Tools

Admin Specialist

546 Applied

090572007 8:42AM
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