
*List only the Working Title from the PCN. 
(HR will add the "Temporary," "Part-time," 
etc.).

Should be the same as Job Function (shown above).

COM-T Talent Requisition Formatting Tips

* Select UAHS -
Tucson.
* The street address
needs to be added but
must be done after the
entire form is filled.
Then, return to this
section, click the edit
box and enter the
department address,
otherwise an error
message will display.

Below are ththe most common formatting errors that occur in Talent requisitions.
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*For Rate of Pay, include a $ dollar sign.
*List rate of pay, or range (must start at the minimum and
can go up to, but not over the mid-point), or DOE.  (Do not
use a combination.)
*Examples:

For Hourly Positions: $22.20, OR $22.20 - $28.05, OR DOE  
For Salaried Positions: $46,176, OR $46,176 - $58,344, OR DOE

Add department website.

*Include account number(s) and
funding percentages.
*Add any important Funding or HR
notes.
*For Non-Competitive postings, enter
the candidate's name and email
address.  Then, add the Request for
Wavier of Recruitment form to the
Attachment section below.

*Approximately 15 rows (without
expanding the box) or 1,400
characters can be used to list Position
Highlights.
*Do not enter benefits language as
HR will add.

*Enter First and Last Name, add a
space, then enter a "|" vertical bar
(Shift+key above Enter), add a
space, then add email address and/or
phone number.

*If the position is temporary, be sure to
include the Expected End Date.

*Refer to HR Pre-Employment
Screening Policy HR-401 for
guidelines.
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If a Non-Competitive posting, please review the 
Non-Competitive policy found at https://
policy.arizona.edu/human-resources/noncompetitive-
selection, and contact UAHS-HR for approval prior 
to submitting the posting.

For all Non-Competitive postings, select "No".

*Write each Preferred Qualification
on a separate line.
*Enter the codes exactly as they
appear for each line.
*The codes for the first and last
lines are different.
*Place a period at the end of each
preferred qualification.
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*After copying and
pasting duties into
the Description
section, they need
to be formatted
using only the
bullet points from
the section's tool
box bar.
*Place a period at
the end of each
duty/responsibility.
*HR recommends
to not list "Other
duties as assigned."

*Copy and paste the UCAP Education
and Experience Minimums.
*Remove words such as "up to,"
"generally," and "may be".
*Use bullet points from the section's
tool box bar.
*Place a period at the end of each
qualification.
*Any additional Minimum
Qualifications must be quantifiable.
Contact COM-HR or UAHS-HR for
guidance.  Any other qualifications
should be listed in the Preferred
Qualifications section.

*KSAs (Knowledge,
Skills and Abilities)
should be added to
the Description
Section after the
Duties and
Responsibilities.

*Key words are required.
*Separate words with a
comma.
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*A minimum of 2 Reviewers must be added.
This may include the Hiring Manager + 1
Reviewer.

*For Non-Competitive postings, attach a completed
Request for Waiver of Recruitment form.

High:     Executive Level (Executive Leadership only) 
Medium:   Non-Competitive 
Low:           All Others

*Recommend to leave the Target Hire Date
blank unless there is a future date that needs to
be communicated (i.e. grant start date).

IMPORTANT:  

Please carefully review all Talent Requisition content for accuracy (spelling, 
grammar, punctuation, details, etc.) prior to submitting. These postings 
represent your department and the College of Medicine.
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Under the Applicant Review section, you must select templates to have automated emails sent to 
applicants for In Review / Closed / Hired.

For example, to select the In Review (Type: Review) email:

•Click the drop down arrow on the far right.
•Click the "Status Change Emails" on the far left under "In Review (Type: Review)".
•Select the "+" sign next to "In Review Status Email-English (US)", click "Save," this will change
the status from "0" to "1".
•An easy way to remember which sections are required is they are the first and bottom two.

RCJS Rev.06162021

Offer Approvals -  As a time saving tip, add Offer Letter 
Approvers in this section (at minimum College and 
UAHS-HR approvers.)  This process will eliminate the 
need to add approvers at the time of Offer Letter 
creation.

More information, including guides and videos, can be found at hr.arizona.edu/supervisors/recruitment.
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