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1 How to Create a Job Opening 

Before creating a Job Opening: 

• Verify that the PIN is vacant or going to be vacant. 

• Verify that the attributes to the PIN are correct (Reports To, Department, Location). You 

can verify from your manager dashboard and looking at the direct reports or your 

Organizational Chart in Connect. 

• If a change to the Position must be made, complete a Position Change Request Form and 

change only what needs to be corrected (e.g. Department, location, Reports to) and 

submit. 

• After you receive notification that the corrections have been made then you can create the 

Job Opening. 

There are two (2) ways to Create A Job Opening: 

1. Recruiting page > Recruiting Quick Links tile 

2. Manager Self Service page > Manager Dashboard tile 

 

1. To create a Job Opening through the Recruiting page: 

 

Once logged into CONNECT, click “Recruiting” from the page menu.  

 

 

Click the “Recruiting Quick Links” tile.  
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2 How to Create a Job Opening 

Click “Create Job Opening” from the left panel.  

 

Then Skip to #3. Or… 

2. To Create a Job Opening through the Manager Self Service page: 

 

Once logged into CONNECT, click “Manager Self Service” from the page menu.  
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3 How to Create a Job Opening 

Click the “Manager Dashboard” tile.  

 

Click “Create Job Opening” from the “My Open Jobs” pagelet.  

  

  

 

 

3. On the “Primary 

Job Opening 

Information” screen, 

enter the “Position 

Number” and hit the 

tab key to exit that 

area. 
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4 How to Create a Job Opening 

 

 

   

 

 

 

4. After hitting the tab key on 

your keyboard, all of the required 

information will auto-populate 

based on the attributes of the 

PIN. 

Note that you will only be allowed 

to enter PIN’s that are designated 

to your location(s). 

Click the “Continue” button. 

5. You should now be on 

the “Job Opening Details” 

Tab.  Check to make sure 

that the information on 

this screen is correct 

before continuing the 

process.  
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5 How to Create a Job Opening 

 

 

 

 

 

 

 

6. Click on the 

“Hiring Team 

Assignments” tab. 

7. Click “Add Recruiter 

Team”. 

 

8. Select the check box to 

indicate AOC Recruitment 

Team. Click the OK button. 
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9. Select the check box to 

indicate which recruiter is 

your Primary Recruiter.  

10. Click “Add Hiring 

Manager”. 

11. Start typing Hiring 

Manager(s) name and it will 

start to auto search for the 

name. Select the appropriate 

name and check the Primary 

box.  

 

12. Select the appropriate 

name and check the Primary 

box. 

 

13. Click “Add Interviewer” to add 

members to your interview panel. 

The box will open, and this is where 

you type your name or another 

Interviewees name. Connect will 

automatically search for the name. 
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7 How to Create a Job Opening 

        
 

 

 
 

 

 

 
 

You have successfully created a Job Opening and it has been routed for further approval, if 

required. Upon the Administrative Official/Hiring Manager’s approval, the Job Opening will be 

routed in Connect to Talent Acquisition. The designated Talent Acquisition Partner will approve 

the Pending Job Opening, and publish the Job Opening.  

14. Once all the information has 

been entered hit the Save and 

Submit button to successfully 

create the Job Opening for the 

vacancy you wish to recruit for.  

16. The approved Job Opening will 

now show on your Manager 

Dashboard under “My Open Jobs”. 

15. The Job Opening ID number will 

change from the word NEW to a 

four-digit number. 


