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Postings 
The current process for posting a faculty position begins with the dean obtaining approval from 
the Provost. Once approval has been granted, the designated college representative will submit 
by email the proposed job description using the college template to the Faculty Hiring Manager 
(FHM). The FHM will review, approve, and initiate the posting on PeopleAdmin. All full-time 
faculty positions will also be posted on Inside Higher Ed. 

Posting Workflow 
This is a diagram of the posting workflow in PeopleAdmin once the college template has been 
reviewed and approved, which happens outside of the system. 

 

Create a new posting from a posting template 
The current process is that the Faculty Hiring Manager posts all full-time faculty positions. 
These are the steps for posting a position. 

1. Login to People Admin – Applicant Tracking System 
2. Select the User Group “Faculty Hiring Manager” to create a posting 
3. From the blue menu bar, select Postings then Faculty Posting Templates 
4. Select the desired college’s template for Faculty or Adjunct 
5. In top-right, under orange button, select “Create Posting from this Posting Template” 
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Make changes to the template for a new posting: 
• Enter the Title you want to display on the website 
• Division should always be the Academic Affairs 
• Sub-Division should be the College name 
• Select the Department name for the posting 
• Workflow State 

o For Permanent Faculty postings choose “Under Review by Search Committee” 
o For Adjunct Faculty postings choose “Under Review by Department Head” 

• Check box to allow supporting documents to be attached 
• Click the “Create New Posting” button 
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Update the Posting Template for New Search: 

Enter the following fields ONLY: 

• Job Description 
• Position Responsibilities 
• Position Availability (use begin date for semester, like 8/16 or 1/1) 
• Required Qualifications 
• Preferred Qualifications 
• Application Instructions (update date and any other info needed) 
• Open Date (this is the date the posting will go live on the website) 
• Application Review Date (anticipated review date for all applicants, candidates may 

continue to apply but may not get reviewed if not submitted by this date) 
• Close Date (posting will no longer be available on the website; can be added later if 

search and review of applicants is ongoing) 
• Click Save & Continue button to proceed to the next page. If you don’t click either save 

button, changes will be lost. You can also move around the posting by using the left 
menu. The “Summary” page is where the posting action takes place. 

 
Pre-populated fields should not be modified without approval by Academic Affairs office: 

• About the College 
• About Winthrop University 
• Benefits (can be deleted for an adjunct) 
• Background Check 

Documents Needed to Apply:  
By default the following are marked as Required, mark others as desired either Optional or 
Required. If a required document is not attached, the application cannot be submitted. 

• Curriculum Vitae 
• Faculty – All graduate transcripts 

Search Committee. Can be added later. Be sure to mark one as Committee Chair. Deselect 
the checkbox labeled “Display search committee user group members only”. When 
searching/selecting user, then click the blue Add Member button. If this is the first time for this 
person to be a search committee member, HR will need to approve the action. The FHM may be 
able to approve it in the Admin module/Users section. The member will receive an email like 
this. 
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Guest Users. Can also be added later. You will need the email address for the non-Winthrop 
person to assist with reviewing applications. After adding the user, you will need to authorize 
them within the posting using the link under the Take Action button. The guest user will receive 
an email like this. 

Final Review. This section will be used by HR and Academic Affairs to sign off on review of 
grids and applicant’s credentials, prior to the Dean deciding who to bring to campus. 

Summary tab: review all details supplied then TAKE ACTION (orange button). 

• Approved-pending (use when future Open date supplied; not today) 
• Posted (to post immediately, open date should be today) You should add the posting to 

your Watch List for easy future access from the Home menu on any module 
• Closed (removes from web only) 
• Filled (triggers notices to all applicants and updates status on the applicant portal) 

 
History Tab: Review the HISTORY tab to see where emails are sent and when actions take 
place. When the posting is POSTED, an email is sent to the person who created the posting. If 
search committee members are selected, they will also receive an email (after the user is 
approved). 

Status of a Posting: 
The status and owner of a posting shows at the top of the posting description: 
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To make changes to an active posting: 

Access the posting, use the PENCIL icon to access update mode. Save changes. On Summary 
page, select the orange Take Action button, and select “Publish Changes to the Web”. 

To close a posting: 

Access the posting, on Summary page, select the orange Take Action button, and select “Close 
Posting”. This will remove the posting from the website. You can also modify the posting and 
add a “Close Date” for it to close automatically. Once an employee is hired, the posting should 
be marked as “filled”. Doing this will change the status on the applicant portal for all applicants 
so they will see “Not Selected” instead of “In Progress”. They will also receive an automated 
email that the posting was filled. 
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Processing Candidates/Applications 
Workflow 

 

Reviewing the Full-Time Faculty Applications 
This process is for the Search Chair 

1. Go to the posting (Applicant Tracking System/Postings/Faculty).  
2. Go to the Applicants tab. All applicants will show on the default search list view. Click 

the person’s name to review their submitted details, including the application and any 
required supplemental documents. The Search Committee Chair should be the only one 
to Take Action for each applicant and process the movement and comments for each 
application. 
• Initial candidates will be in the “Review by Search Committee” status and may be 

moved to one of these initial workflow states: 

 
• Virtual Interview workflow state. This status is to be used while reaching out to 

candidates to determine if they should be brought to campus for an interview with the 
Dean. If you DO speak with an applicant, one of the dispositions stating “Interviewed” 
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must be selected. 

 
3. Final Validation  

• Once you have chosen the candidates for the on-campus interviews, choose 
Foward to Dean – Final Validation 

• This triggers the Review by Dean workflow state 
o  An Automated email is sent to the Faculty Hiring Manger to coordinate HR 

Review checking search grids and Faculty Affairs (FA) checking credentials 
(see section on Final Review) 

o The Dean reviews applicants, emails the Provost for approval on the on-
campus interviews 

o After approval by HR and FA, an email is sent to the deans approving the 
on-campus interviews 

o Dean schedules candidate to campus 
• After on campus interviews, take action on each applicant to move to either 

o Interviewed, Recommend for Hire 
o Interviewed, Not Hired 

*Note: All available Final Dispositions for candidates: 

• Does not meet minimum 
• Not selected 
• Not referred 
• Not interviewed 
• Virtual interview/not hired 
• On campus interview/not hired 
• Hired 
• Or remain in the “Under Review by Search Committee” until hiring is determined 

then move to appropriate final disposition. 
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Reviewing the Adjunct Faculty Applications 

 
1. Go to the posting.  
2. Go to the Applicants tab. All applicants will show in the default search list.  
3. Click the person’s name to review the submitted details including the application 

and any required supplemental documents.  
4. The Department Head should Take Action initially for each applicant and move them 

to the next step. For adjunct postings, applicants may remain in the “Under Review 
by Department” state for the academic year. 

• Initial candidates will be in the “Under Review by Department Head” status 
and may be moved to one of these final dispositions: 

o Adjunct Recommend for Hire 
o Adjunct Not Selected 

5. After identifying a candidate as recommended for hire, an automated email will be 
sent to the Department Head for the next step, to initiate the Hiring Proposal in 
People Admin (see section on Hiring Proposals for more information).  

6. An automated email will also be sent to the department admin (in the Student Hiring 
Coordinate group for your department) to initiate the ePAF and obtain all required 
paperwork for submission to Human Resources, as is currently done. 

 
 



12 
 

Hiring Proposals 
Workflow 

 

Full-Time Faculty 
• The Hiring Proposal is initiated by the Dean’s Office after receiving acceptance of the 

unofficial offer. 
o Go to the Posting (Applicant Tracking System-Postings-Faculty) 
o Go to the Applicants tab 
o Select the applicant with the Workflow State of “Interviewed, Recommend for Hire” 
o In the upper right corner select the link labeled “Start Faculty ATS Hiring Proposal” 
o Complete the fields with all available and required information. Continue through 

the screens saving as you go. At the Summary screen, Take Action to Move to 
“Generate Offer Letter”. 

• The office of Academic Affairs will Generate the Offer Letter and attach it to the Hiring 
Proposal then Take Action and send the hiring proposal back to the Dean’s Office in the 
“Signed Letter” status. 

• The Dean’s Office will send the letter to the candidate, once the signed copy is returned, 
they will attach it to the hiring proposal (See section on Uploading Signed Appointment 
Letter) and then Take Action and move the hiring proposal to “Background Check”. 

• HR will work with the candidate to get the background check submitted and the Student 
Loan Default form completed. 

• Once the employee passes the background check, the hiring proposal will be moved by HR 
to “Faculty Final Approval”. At this stage, the Faculty Hiring Manager will enter any 
remaining information, including the PAF#, and once the PAF has been approved, will then 
Take Action and move it to “Final Approval”. 

• HR will approve the hiring proposal (assuming the ePAF has already been approved). The 
employee will be seated in the position in People Admin and assigned the Onboarding 
checklist for new faculty members to complete the following actions: 

o WIN account request form 
o W-4 Federal 
o W-4 State (SC) 
o New Hire form 
o Direct Deposit setup instructions 
o Parking permit request instructions 
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• Faculty Hiring Manager/Search Committee: should ensure that all applicants have been 
assigned a final disposition. 

• Faculty Hiring Manager should move the posting to Filled (assuming it was already marked 
as closed). Marking the posting as Filled will enable the system to email the applicants not 
selected and update their application status in the Applicant Portal. 

Adjunct Faculty 
• The Hiring Proposal is initiated by the Department Head (Chair) after receiving acceptance 

of the unofficial offer. 
o Go to the Posting (Applicant Tracking System-Postings-Faculty) 
o Go to the Applicants tab 
o Select the applicant with the Workflow State of “Recommend for Hire” 
o In the upper right corner select the link labeled “Start Faculty ATS Hiring Proposal” 
o Complete the fields with all available and required information. Continue through 

the screens saving as you go. At the Summary screen, Take Action to Move to 
“Dean’s Officer/Contract”. 

• The Dean’s Office will receive an email requesting the contract/terms document to be 
generate and attached to the Hiring Proposal. They will then Take Action and send the hiring 
proposal Department Admin (person in the role of Student Hiring Coordinator) in the 
“Signed Letter” status. 

• The Dean’s Office will send the letter to the candidate, once the signed copy is returned, 
they will attach it to the hiring proposal and then Take Action and move the hiring proposal 
to “Background Check”. 

• HR will work with the candidate to get the background check submitted and the Student 
Loan Default form completed. 

• Once the employee passes the background check, the hiring proposal will be moved by HR 
to “Faculty Final Approval”. At this stage, the Faculty Hiring Manager will enter any 
remaining information, including the PAF#, and once the PAF has been approved, will then 
Take Action and move the candidate to “Final Approval”. 

• HR will approve the hiring proposal (assuming the ePAF has already been approved). The 
employee will be seated in the position in People Admin and assigned the Onboarding 
checklist for new faculty members to complete the following actions: 

o WIN account request form 
o W-4 Federal 
o W-4 State (SC) 
o New Hire form 
o Direct Deposit setup instructions 
o Parking permit request instructions 

• Dean's Office: should ensure that all applicants have been assigned a final disposition. 
• Dean’s Office should move the posting to Filled (assuming it was already marked as closed). 

Marking the posting as Filled will enable the system to email the applicants not selected 
and update their application status in the Applicant Portal. 
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Forms 
Hiring Proposal Form 
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Faculty Application 
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Voluntary Self-Identification of Disability Form 
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Voluntary Self-Identification of Protected Veteran Status form 
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Email Templates 
Email: Search Committee Member Assigned 

Subject: You have been assigned as a Search Committee Member for a Faculty 
Posting 

 

Hello, 

You have been assigned as a search committee member for a faculty posting. 
Following is a brief outline of the position. 

Job Title: Assistant Professor, Athletic Training (2026) 
Job Description:  

The Department of Physical Education, Sport, and Human Performance (PESH) at 
Winthrop University is seeking an innovative and involved tenure-track assistant 
professor to serve as Coordinator of Clinical Education and teach in an established 
Master of Science in Athletic Training program. The program is accredited by the 
Commission on Accreditation of Athletic Training Education (CAATE). The individual 
will collaborate with other faculty to ensure that graduate students and 
undergraduate students interested in pursuing athletic training receive high quality 
didactic education and exceptional clinical experiences. We seek a candidate who will 
be an exemplary leader, teacher, scholar, and active participant in the college, on 
campus, with community partners, and in professional organizations. 

 
Direct Link: http://winthrop.peopleadmin.com/hr/postings/21017  

To access the posting: 

• Click the "Direct Link" above (it should take you directly to the posting, but if it 
doesn't, follow the steps outlined below) 

• Login, if prompted 

• Once logged in, ensure your User Group (top right corner) is "Search 
Committee Member" 

• On the "Applicant Tracking System" module, use the <...> in the top left corner 
if needed to access the location 

• On the blue bar across the page, select POSTINGS then FACULTY 

• Click on the link of the posting to see details. The "Active Applicants" column 
will show the number of candidates that are awaiting action. 

Please contact Human Resources or Academic Affairs if you have any questions. 

  

Thank you, 

http://winthrop.peopleadmin.com/hr/postings/21017
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Human Resources/Academic Affairs 
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Email: Guest User 
Subject: Your Guest User Account has been created 

Hello,  

 
You have been selected to be a member of the candidate review process for the 
“Posting Job Title”  position. Please use the following log in information to review the 
applicant material.  
 
User Name: gu53445 
 
Password: 3Hn3D8 
 
 
Thank you,  
 
Human Resources 
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Email: Faculty Applicant – Recommend for Hire – Notify Deans 
Site Trigger: When the Candidate process enters the state Review by Dean - Final Validations, 
then email group Faculty Hiring Manager with email template Faculty Applicant - Review 
Grids/Select On Campus Interview. 
Automated email is sent when a candidate is moved from Virtual Interview (by SC) to Final 
Validations (FHM). 

 
The Search Committee chair may add a comment via the History tab, if needed. 
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Email: Notify Search Committee to Schedule the On-Campus Interview for 
Faculty Applicant 
Site Trigger: When the Candidate process enters the state OnCampus Interview, then email 
group Faculty Hiring Manager with email template Faculty Applicant - Notify Search Committee 
to Schedule Visit. 
This automated email is sent when an applicant moves in the workflow from “Final Validations – 
Review by Dean” (FHM) to “On Campus Interview” (SC). 
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Email: Faculty Applicant Recommended for Hire – Notify Dean’s Office 
Site Trigger: When the Candidate process enters the state Interviewed, Recommend for Hire, 
then email group Deans Office with email template Faculty Applicant - Recommend For Hire - 
Notify Deans Office. 
This automated email is sent to the “Deans Office” when a candidate is moved in the 
Application Workflow from “On Campus Interview” to “Interviewed – Recommend for Hire” 
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Email: Adjunct Faculty – Applicant Recommend for Hire – Notify Department 
Site Trigger: When the Candidate process enters the state Adjunct Recommend for hire, then 
email group Department Head with email template Adjunct Faculty Applicant - Recommend 
For Hire - Notify Department. 
This automated email is sent while processing Adjunct Faculty applications, if recommended 
for Hire. It will send an email to the “Department Head/Chair”. This person is the one who will 
initiate the Hiring Proposal in ATS. After moving to the next step, an email will be sent to the 
department admin (Student Hiring Coordinator role) to initiate all hiring requirements. 
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Email: Adjunct Faculty – Notify Department to initiate Hiring Requirements 
Site Trigger: When the Hiring Proposal enters the state Adjunct final Approval, then email group 
Student Hiring Coordinator with email template Faculty Adjunct HP - Initiate PAF - Notify 
Department. 
This automated email is sent when the Hiring Proposal moves from the “Review by Department 
Head” workflow state to the “Adjunct Final Approval” state. The Hiring Proposal will remain in 
this state until the ePAF has been approved by HR. The Faculty Hiring Manager will then move it 
to Final Approval and the candidate will then see the status of “Hired” on the applicant portal. 
At this point, the department should determine if the posting should be closed and marked as 
Filled. Other applicants will not see their status of “not selected” until the posting is marked as 
Filled. At which point, an automated email will also be sent to all applicants that were not 
selected. 
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Final Review 
This step is for HR and Faculty Affairs to review applicant credentials. 

1. Log in with user group "HR Review" or "Faculty Affairs." 
2. Go to the Applicants tab. 
3. Choose the Saved Search named "Faculty Grid." 
4. Click on individual names to review credentials as needed. 
5. Once credentials have been reviewed, navigate to the Posting. 
6. In the "Final Review" section at the bottom, enter your notes and the date to confirm the 

review is complete. 
 

 

 Uploading Signed Appointment Letter 
1. Go to applicant 
2. Choose View Hiring Proposal in the menu on the right 

 

3. From the ATS Hiring Proposal Menu, select the pencil (edit) icon 

  

4. From the edit menu, choose Hiring Proposal Documents 
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5. In the Hiring Proposal Documents Menu, choose Faculty Offer Letter - Signed 

 

6. Then upload a scanned copy of the appointment letter. 
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