	Information Technology Staffing Management System – ITSMS

Hiring Manager  - Job Request Entry - Checklist

	All Hiring Managers – Please follow this checklist when entering or revising a job request on ITSMS.  This will help ensure that the request is posted and processed in the most timely and efficient manner possible.

	

	Enter position name (e.g. project manager, technical writer, developer, …) in the Job Name and select from listed projects for your agency to specify Project Name.

	
	Enter candidate Submittal Cutoff Date, Position Start Date, and Position End Date.  Make sure the Submittal Cutoff Date allows time for request approval plus  at least 72 business hours (3 days) for suppliers to respond to the request after it has been approved and released.  The Start Date should follow the Submittal Cutoff Date by several days to allow adequate time to review resumes, schedule interviews, conduct interviews and hire candidates.

	
	Enter Bill Rate and Rate Type.  An hourly bill rate will most likely be entered as a rate range (e.g. $50-$75) with the Rate Type set to ‘hourly’.  The rate types are hourly, daily, fixed fee, or salary.

	
	Enter the job Location including street address, city and building (if applicable).

	
	Enter Contract Type.  Type may be entered as ‘contract’ ,  ‘permanent’ or  ‘contract to permanent’.

	
	Enter the Max Number of Candidate Submittals per Supplier.   The number entered must be greater than zero.  Two candidates / supplier is a suggested guideline.

	
	Enter the Max Number of Resumes to be Reviewed for this job request.  

	
	Enter hiring Department.

	
	Enter Number of Workers Needed.   This field denotes the number of open positions to be filled for this job request.

	
	Enter Scheduled Hours per Week (e.g. 40 for full work week).

	
	Enter detailed Job Description including specific  job responsibilities and roles, working characteristics,  deliverables,  and required tasks to be performed.

	
	Enter Required Skills listing specific technologies, products, vendors, methodologies…  Suppliers will be instructed to submit only candidates that have experience with all the listed required skills with no exceptions.  Enter Minimum Years of Experience needed for Required Skills.  

	
	Indicate Travel Required.  If travel is required, describe the nature of the travel (e.g. local travel, metro Atlanta).

	
	Indicate Overtime Required.

	
	Select all Background Checks Required.  If any background checks are required then SSN verification should also be specified.  

	
	Select all agency reimbursable expenses that apply.

	
	Enter any other information relevant to the position(s) or candidate placement in Other Comments.

	
	Click on the Save Draft button at the bottom of the page to save data entered and continue editing at a later time.  Click on the Submit for Approval button at the bottom of the page to save data entered and submit completed job request to the designated job request approver.
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