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PURPOSE

Purpose

This document explains the key activities involved in approving a job opening or position
request in OMB. It provides an overview of the sub-processes involved, as well as step-by-step
procedural guidance to perform the activity.
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ACTIVITY 1: APPROVE A JOB OPENING IN OMB

Step Action

1. Navigate to: Human Resources (HCM) > Approvals
2. Select the job opening to review.
Note: Select the Load More button to view additional approvals, as applicable.
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3. Select the Approve or Deny button.
Note: For additional details, select the View Job Opening link.
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Step Action

4. After selecting the View Job Opening link, the Department details and Position

Number details are available.
Select the Approvals link.

< Pending Approvals Manage Job Opening
Manage Job Opening
Save M Recruiing Home | @ Search Job Openings | G9Add Note | @#Print Jot iz
Job Opening ID 72015 Status 005 Pending Approva
Job Posting Title DTPW GENERAL SUPERINTENDENT Business Unit TP (Transpartation & Public Works)
Job Code 008473 (Dt iperintendent) Department TROBE10000 (MOVER OPERATIONS & MAINTENANCE)
Position Number 00010557 (DTFY GENERAL SUPERINTENDENT)
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Job Datails | Approvals
Opening Information (2
“Tamplate 10 M12Q] e one page
Job Opening Type ~Slandard Reguisitian
Created By 78532 Giukiana Womack
Created
Available Openings
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Position Number 00010557
DTPW GENERAL SUPERINTENDENT
€ Pending Approvals Manage Job Opening
Manage Job Opening
Save #Recruiting Homa | @ Saarch Job Openings | G2Add Nota | @Print Job Opaning nalize
Job Opening ID 70015 Status 006 Pending Approval
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Job Code 00B473 (Cipw General Supsrintendnt) Depariment TF08010000 [MOVER OFERATIONS & MAINTENANCE)
Position Number 00010557 (DTPW GENERAL SUPERINTENDENT)
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ACTIVITY 2: APPROVE A NEW POSITION REQUEST IN OMB

Step Action

1. Navigate to: Human Resources (HCM) > Approvals
2. Select the position to review.
Note: Select the Load More button to view additional approvals, as applicable.

Pending Approvals
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3. Select the Approve or Deny button.
Note: For additional details, select the View Position Details link.
O — Create Position # Q ™
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Step

Action

4.

Note: A new tab will pop-up to display this page, if a pop-up blocker in place
the page will not load. The Position Request cannot be approved or denied

from the Position Details page.

Position Numbar 00030005
Heacount Statss Open
Current Hesd Caunt 0 of0

Effective Date 0172022
EMteciive Soquance 0
Resson NEW New Postion
Appeaval Status In Aggroval Process
Pasition Information
Position Status Approved
Statun Active
Action Date 06232022
Key Pasition No
Budgeted Position Yas
Senios Management o
Job Information
Busingss Unit HR
Job Code 004253
RegularTamparary Regular
Risgular Shift Not Applisable.
Tithe Midpd Ietetigence Anshyst Sup

Rag Region USA
Depariment. POLAISE100
Lacaion PONIGS00E
Reports To 000B142
Sopervisar Lol 12
Salary Pian Information
Pay Pan
Solary Admin Pen K

Human Resources.

Mg IetsSigance Anslyst Sup

Unhed States.
'ROBBERY - LAW ENF
PO-Midwast Statlon

POLICE LIEUTENANT  View Curent Incursbents

‘Supanisar Classes

Max Hoad Count 1
Status Dato 06232022

Joh Sharing Permitied Mo
NonMayoral Mo

Manager Lovel
A8 Oither Posisons.

FuliPar Time Full Trme
union Code K
Short Title Mépdnansu

Description Mo J6b Specication Avatable

Company MDC
Dot Line
Securlty Cloarance

Grade 134
Step.

GSAF - OPE) Lacal 100

Miami Dade Courey

Select the Attachments to view applicable attachments.
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Step Action

6. Note: The attachment will display as pop-up in a new window.

Memorandum “9

160 Hermandez-Vidailet, Chief HR Compensason & Job Analysis.
Offcs of Compensation & Job Analysis
Human Resources

Roquest for Classification Acton

Asaresut of the fol
Action Type: Recl = Vacant (Existing C
Effective:
Vacant: 1 position(s)
Current Position Information New Position Informatign
DoL 032.04.041.004312 oL 032.04.041.004263
Potcn Racorta Somcain | Class (DFO oetgercs Aratt Scservace
Stys  CLASSIFED Status
Note:

__For official use only.

P — Create Position
Posaion Number 10330005
Tik e ligance Anays Sup | doprovs | Do pusnonc

oG

PDO4TA0100

ouazs3

P0G

00008142

= Atachment Details
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