
NSU Careers QuickGuide: Requesting Temporary and Adjunct Positions 

 

Purpose: To request a Temporary or Adjunct position to be posted. 
 
Note: Temporary position requests must be approved by your Strategic Business Partner. 
 
This process is intended for requesting Temporary and Adjunct positions ONLY.  If you need to request a posting for 
a regular position, please contact your Compensation Consultant for assistance. 
 

Step Description Page 

From the NSU Careers 
dashboard, access the 
main menu using the 
“hamburger” icon (3 
lines in the upper left-
hand corner of the 
page). 

 

 
 

From the main menu 
under the “Jobs” 
section, select New 
Job. 

 

 
 

Select a job template 
will display. 
 
 
 

 
 
 
 
 
 
 
 
 

 
 



Scroll to the bottom of 
the screen and select 
Next. 
 
Note: Entry is not 
needed on this form. 
 

 

 
 
 

The JOB DETAILS 
screen will display 
allowing the user to 
enter all necessary 
details about the 
temporary/adjunct 
position to be posted.  
 
 

  
 

 
 
 



Scroll to the 
ADVERTISING DETAILS 
section and enter the 
necessary information.  
Please copy the 
“Primary Purpose” 
from the Posting 
Details section into the 
“Advertising Summary” 
section. 
 
Click on the Generate 
Description tab to 
display the position 
description. 
 
Note: All fields notated 
with an “*” are 
required fields 

 

To add notes, click on 
the Notes tab at the 
top of the page and 
select Note from the 
drop-down menu.   
 
 
 
 
 
 
 

 

 

A box will appear for 
you to type in any 
additional information.  
When finished, click on 
the Submit button. 
 

 



To add a document, 
click on the 
Documents tab at the 
top of the page and 
select Document from 
a file from the drop-
down menu. A box will 
appear for you to 
upload your file.  If you 
wish to upload  
additional files, select 
Save and add another, 
otherwise, select Save 
and close. 

Select Position info at 
the top of the page 
then scroll down to 
USERS & APPROVALS 
to finish submitting 
your request. 



USERS & APPROVALS 

Department Admin: 
Enter the HR Contact 
name. 

Initiator:* Enter the 
Hiring Manager name 

Approval process:* 
Select Post & Fill 
Approval Process 

PRC/HR Compensation 
Staff: Enter the name of 
the Strategic Business 
Partner assigned to your 
center. 

HR Posting Partner: 
Leave as Timeka 
Franklin. 

Hiring Manager:* Enter 
the name of the hiring 
manager (same as 
Initiator above). 

Use the buttons at the 
bottom of the page to 
Save a draft or Submit. 

Submit and exit 
returns the user to the 
Manage jobs page. 
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