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About the Job Requisition

In Workday, a Job Requisition is a formal request to fill a position within the organization. It initiates the hiring
process by capturing key information about the open role, enabling collaboration between HR, hiring managers,
and recruiters. Job requisitions help ensure consistency, compliance, and visibility throughout the talent
acquisition workflow, while also offering an auditable approach to headcount and hiring.

The Job Requisition process includes:
e  Position Details — such as job profile, location, worker type, time type (full/part-time), and job posting title
e Hiring Manager — the manager responsible for filling the role
e  Recruiting Information — including recruiter, recruiting start date, target hire date, and justification
e Job Description —a summary of responsibilities, qualifications, and required skills
e Compensation —salary range or compensation package (if configured)
e Job Posting Preferences — internal/external posting instructions and job site visibility
e Approvals — routing to appropriate stakeholders (e.g., finance, HRBP, department head) for validation and
budget alignment

Start Job Requisition

From the homepage:
1. Type “Start Job Requisition” in the Search Bar.
2. You may also add it to your “Shortcuts” in the Global Menu bar in the top-left corner of your screen.

ﬂ Note: If you do not see this Task in the drop-down list, you likely have an issue with Security.
Contact your helpdesk for support in getting security adjusted so you can view it.

LI

Job Details

Begin the process by selecting the Job Details. Basic Information will include which Supervisory Organization this
job is for, and if this job will “replace a worker” or “add a worker”.
SECTION 1 - Backfill an Existing Position
1. Choose “replace a worker” if you plan to re-use an existing position or backfill an existing position.
2. Choose “add a worker” if you plan to create a new position on your team.
<Jump to Section 2 for “Add a Worker” for more details.>

Job Details

Enter the recruiting and job details for the job posting to get approval and begin the hiring process.

Basic Information

What supervisory organization is this job for? *

iil

. PA - Region 1 - Western - —
Homes (Asia Berry (19876)) —

This job will *

() replace a worker

) add a worker
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3. The next screen shows a series of options in the left-hand gray menu. The rest of the process walks you
through these steps. You only need to complete and/or review the fields with the “*” asterisk. Most
information has been pre-populated. Click “Next” to advance through each one.

Start

Job Details

Job

Job Posting Title * 4
Skills PA - Region 2 - Delaware\Chester - Homes - Direct Support Professional 21 Carrigan DSP3
Qualifications Justification
Organizations Job Profile *

Direct Support Professional
Attachments

Additional Job Profiles
Compensation

Job Description Summary

Assign Roles

Summary Job Description

Additional Job Description

u Job Families for Job Profiles

Worker Sub-Type *

Regular

Time Type *

Full time

Primary Location *

21 Carrigan Avenue

Primary Job Posting Location *

CHESTER DELAWARE RESIDENTIAL - Spring City

Additional Locations
Additional Job Posting Locations

Scheduled Weekly Hours

35

Work Shift

— ﬂ Note: Follow the Job Posting Title naming convention, as listed here in the screenshot.

— If using an existing position, all other information will be auto-populated.

If creating a new position, choose the information that best describes the position you need on your
team, including the right Job Profile, Worker Sub-Type, Time Type, and Primary Locations.

Job Descriptions have NOT yet been added to Workday. No need to fill this out.
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4. In the Compensation section, be sure to select “Hourly” or “Salary” and then the Compensation amount.
Lompensaton Fackage

Attachments

Last Modified: July 1, 2025

@ General Compensation Package added

= ]

Assign Roles

Summary

® 11.0_H added

Salary

Hourly

Compensation Grade
@ 11.0_H added

Compensation Grade Profile

Assignment Details X V4
@ 0.00 USD Hourly added

Plan Name

@ Hourly Plan added

Effective Date

@ 05/26/2025 added

5. Inthe Assign Roles section, be sure to choose the role “Primary Recruiter” option and then in the
“Assigned To” field choose Jaclyn Greenberg or Lauren Caltabiano. Either person is ok to choose.

Assign Roles

Role *

Guide Me

X Primary Recruiter

Assigned To *

Director of Talent Acquisition
X and Onboarding - Jaclyn
Greenberg (22481)

6. Once you go through all left-hand menu categories, this is a great place to review all information on the

Summary Screen. Give all fields one final check, then click “Submit”

7. Some roles, mostly in Residential Direct Care, are required to add “Additional Data”. These are custom

fields, which means there are no drop-down options. Therefore, you will need to follow the on-screen
instructions to be sure to enter the right Value and Format.
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Edit Additional Data

Job Requisition: JR100232 PA - Region 2 - Delaware\Chester - Homes - Direct Support Professional 21 Carrigan DSP3 (-

Custom Object  Work Schedule

Instructions

Please enter work schedule in the EXACT following format:
WEEK 1: DAY, Start Time (a/p) — End Time (a/p) = TOTAL HOURS FOR WEEK 1
WEEK 2: DAY, Start Time (a/p) — End Time (a/p) = TOTAL HOURS FOR WEEK 2

Work Schedule

Work Schedule *

Last Modified: July 1, 2025

Edit Additional Data

Job Requisition: JR100232 PA - Region 2 - Delaware\Chester - Homes - Direct Support Professional 21 Carrigan DSP3 (-9

Custom Object ~ Skill Level Requirement

Instructions
This role has a KenCrest-specific skill level requirement. Please input one of the following options:
- Base

- Mid
- Advanced

Skill Level Requirement

Skill Level Required *

8. Once information is reviewed, click the “Submit” button.
9. The next 2 steps include Routing for Approval:

a. Routing to Hiring Manager’s Supervisor for Approval
b. Routing to HR Manager for Approval

10. The final step for the Hiring Manager is to make final review of Compensation, Assign Recruiter, and

review Cost Allocation (if any).

11. Once all fields and additional steps are complete, the Hiring Manager clicks the “Submit” button and then

the Job Requisition goes to Recruiting to post the job.

SECTION 2: Start Job Requisition while creating a New Position.

1. Choose “add a worker” if you plan to create a new position on your team and then the default “No, create

a new position for this job” is set for you.
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Job Details

Enter the recruiting and job details for the job posting to get approval and begin the hiring process.
Basic Information

What supervisory organization is this job for? *

PA - Region 1 - Western - =
‘ X Homes (Asia Berry (19876)) D)

This job will *

(O replace a worker

() add aworker

2. Complete the following fields on the screen:
What location is this job based in? *

Suggested foryou 1013 E. Mt Pleasant Avenue 1113 S. Governors Ave 202 Rolling Green Avenue 80 Ferry Bivd 960a Harvest Drive
Add additional locations

|

Are you hiring a new employee or contingent worker? *

(O Employee

{

(O contingent Worker

What is the time type for this job? *
O Fulltime

~

(O Parttime

3. Onthe next screen, choose the Company, Cost Center, and Recruiting Information

J

iii

I X KCS KenCrest Services (++)

Select a cost center *

X 99156 Recruitment ()

Recruiting Information

When would you like this worker to start? *

© Assoonas possible

O selectDate | ww/pp/yvyy £

What recruiting instruction do you have for this job?

select one v
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4. Finally, give a reason why you are creating this job:

Why are you creating this job? *

X Recruiting > Growth

Search

< Create Job Requisition >
Recruiting

o Recruiting > Growth
«::‘w Recruiting > New Location
() Recruiting > Post Internally Only

() Recruiting > Replacement for
~~’ Promotion

{:7} Recruiting > Replacement for Transfer
(7) Recruiting > Resignation

(7) Recruiting > Termination

— Note: Job Posting Title = Position Title. Refer to the screenshot on Page 2 in this Job Aid for an
example of a Position Title Naming Convention.

Choose the Job Profile that best describes the position you are creating. Once selected, other fields
will populate.

5. Once Complete with the “New Position” steps, continue through the process, completing all other steps.
Refer to Steps 4-11 in SECTION 1 listed above.
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