
                                               

  

Position Request and Job Requisition / Posting 

Summary:  
This job aid outlines the process for requesting a position through SharePoint, allowing the assigned 

recruiter to create a requisition and post the position on Workday. It also details the expected 

notifications that will be generated throughout this process. 

Steps to Complete:   

Step 1: Log on to the Talent Acquisition SharePoint page and navigate to the Position Request form on 

the homepage, or use this link: New form 

• Refer to the additional resources at the bottom for clarity on which job changes need to 

go through the Position Control (PCC) request process versus which can be initiated by 

manager through the “Job Change” task in Workday. 

Step 2: Complete the PCC Form 

Proceed through each field and complete the relevant information for the position you wish to request. 
Leaders will be required to add justification for the requested role and potential solutions for the role 
not being filled.  
 

Step 3: Ensure Job Description is Up to Date 

Leader will ensure the Job Description is up to date or has been created with Total Rewards. If there is a 
not a current / up-to-date JD, leader will connect with Total Rewards team. 
 

Step 4: Position Goes Through PCC 

The PCC members (COO, CFO and VP of HR) are notified of each request upon submission and reminded 
daily until they have responded to the request (approve/deny/present in person). If denied/present in 
person the talent leader will notify the requesting leader. 

• PCC meets every other Monday to discuss any open requests. If invited, the leader will 
meet with PCC and have 10 minutes to share their request justification in person, 
focusing on operational needs, financial incentives/overhead burden and the people 
impact of the request. PCC will debrief after leaders present in person and the talent 
leader will follow-up with any additional information needed or approval for the request   

 

Step 5: Connect with Recruiter in an Intake Session 

https://maryfreebed.sharepoint.com/sites/CS-TA/_layouts/15/listform.aspx?PageType=8&ListId=%7BA7FEBE09-5D2C-4AF2-BE78-E81B8AC1A323%7D&RootFolder=&Source=https%3A%2F%2Fmaryfreebed.sharepoint.com%2Fsites%2FCS-TA%2FLists%2FPosition%2520Request%2FAllItems.aspx&ContentTypeId=0x0100EFF2F4485E355545A6FC1AE6903E5D6D


Upon approval of a position, the designated recruiter will be notified by the Talent Leader and then will 

contact the leader of the role to confirm the details. If this is the first time the recruiter is handling this 

role, or if this is leader’s initial time working with them, they will arrange a virtual or in-person intake 

session to review the specifics at a greater level. 

• During this meeting, the recruiter may discuss potential key contacts or individuals that 
the new hire should meet once the position has been filled. Alternatively, the recruiter 
may defer this discussion until closer to the offer stage. Please be prepared to provide a 
list of contacts for the new hire to connect with post-hire. These contacts will be notified 
when they are selected as a helpful contact through formal notifications. 

 

Step 6: Recruiter Creates the Requisition  

This step is led by the recruiter, but it is important for leaders to remain informed. Based on the 

information gathered from the approved position request and the intake session, the recruiter will 

initiate the formal job requisition to fill the position. The leader will receive notifications for awareness, 

indicating that the process has been completed on your behalf. 

 

 

 

 

Step 7: Recruiter Posts the Requisition 

This step is also led by the recruiter. While the requisition has been created, the role has not yet been 

posted. Following the provided instructions, the recruiter will proceed with posting the role on the 



external careers site, internal jobs hub, or both. Once the role is posted, you will receive a notification 

outlining the next steps and actions you can take to help streamline the process: 

 

 

Step 8: View the Recruiting Hub to See Status of your Requisition(s) 

Navigate to add apps and add “Recruiting.” 

 

 



 
 
Any roles that have been filled but the hire has not started yet will still show as an open requisition until 
the hire date. 

 
Additional Resources:  
Policy for positing roles: Recruiting Qualified Candidates v.4 

Job Change reasons and appropriate action: 
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