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Request to Fill Vacancy 

Work Study 
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Log into Interview Exchange by going to your “My Apps” page and clicking the 
link on the Interview Exchange tile. This provides single sign-on. 
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Click on Forms Module. Please note Request to fill vacancies are only in the 
Forms Module. 

Click on the link to Start New Form link in upper right corner. 

Next, select your department. 

For Category, select Recruitment. 

For Template, select Request to Fill-Employment Student. 

For Title/Name type the job title in this text box, or choose a 

Job template from a prior posting by clicking on the box titled 

“Use Job Template Library”. 
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How to Choose the Job Template 

If you clicked on “Use Job Template Library” then previous job posting from 
your department will appear. 

Click on the Job Title to choose one of the templates. Then at the bottom of 
the template click on “Use this Job Template”. 
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Click on Create New Form. The Request to Fill Vacancy Form will open. 

Request to Fill Vacancy 

The Request to Fill Vacancy Form Consist of Three Parts. 

1. Click on Employment (Student) 
2. Click on the Job Title of the template to make edits, changes or updates. 
3. Upload job description. 

As you complete each section a check mark will appear in the box. 

Use the Discussion area to communicate important additional information 
about the job. 
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To update Task Routing click the Task Routing link and then click on the pencil 
icon to add Approvers. 

Under Show Add/Edit Routing enter approvers email then click Save Routing. 

***Only update Task Routing for the Employment (Student) section. You do 

not need to enter task routing in the Post Job or Recommendation sections. 
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Part 1: Request to Fill Vacancy position information. 

Title of Position- FSU Undergraduate Federal Work Study Employment, then title of 
position. 

Enter who should have access to review applicants in the comment section. 

Note, all fields marked with an asterisk must be completed before clicking on the Save & 

Submit button. 
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Part 2: Job Details-edit the job template to reflect job description. 

A brief job description is required for student positions. Please 

add specific duties and responsibilities in order of importance. 

For Work Study positions add the following paragraph before the list 

of duties: 

The Office of (insert office name) is seeking a federal aid recipient 

for student employment. This position will be funded by federal work 

study dollars; only students that receive financial aid awards can be 

considered for this position. If you have questions about your award 

or are not certain that you are receiving financial aid, log into your MyFalcon 

account and check your award amount for Federal Work Study. 

If you do not see a Work Study award amount, then you are not eligible 

to apply. If you have any questions regarding your award, please contact 

the Financial Aid office at extension 3156 or finaid@fitchburgstate.edu 

Please see below the specific duties and responsibilities for the position. 

mailto:finaid@fitchburgstate.edu
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Job Details-edit requirement, add additional information and applicant instructions. 

1. Add requirements; example (ability to lift 50 lbs., flexible work schedule, typing and 

keyboard skills). 
2. Add shift information, hourly rate, and any other pertinent information about the 

position. 
3. The following information is required in the Application instructions section: 

Interested candidates should submit a cover letter. 

Please note a resume is required and cover letter is optional unless the hiring manager 
specifies it is required. 

When you are done editing the job description and requirements scroll down and click the 
Save Job Details, then click Close. 
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Next, Upload your original job description and any supporting documents. Then click Send 

for Next Action. This will trigger the approval process for the Request to Fill Vacancy. 

If you have multiple positions that are both Work Study and university funded, they must be 
posted separately. 

To check on approval status click the Task Routing button in the top right corner of form. 
When the Request to Fill Vacancy has received all the required approvals, it will route to HR 

to post the position. After the job is posted, candidates are selected for interviews, and the 
interview process occurs. 
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Application Review 

Hiring managers and committee members log into the jobsite and review applications. 
After reviewing candidates and the interviewing process occurs, the hiring manager will 
then update candidate statuses by moving applicants to the correct folders. You must 
select the candidate’s name by clicking the “select” box, then click the drop down in the 
“Move Selected” field to choose the folder you wish to move the candidate to. You can 
select more than one applicant at a time to move them. 



12 

Recommendation to Hire 

Click on the Complete Task link and add the candidate details. 

**If you have multiple positions to fill, prior to clicking the Complete Task link you will 
need to Clone the form. You must clone the original Recommendation to Hire form. 

To clone the form, click on the Actions link in the right corner. Click Clone Workflow link. A 
new Recommendation section will appear. These will be the forms to use for additional 
hires. 
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After clicking on Complete Task in the Recommendation section of the Request to Fill 
Vacancy, you will be redirected to the ATS (Applicant Tracking System) module to select the 
candidate you would like to recommend to be hired by clicking on their name. 

On the applicant’s profile page, under Applicant Details, click the Recommendation to Hire 
[Forms] link. 
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Click on the link Please click here to complete this form for [ candidates name]. 

The candidate’s name and contact information will now appear on the Recommendation. 

Before clicking on Send for Next Action you must click the “Employment (Student)” link and 

enter Appointment Information. 

After you click on Send for Next Action, the form will then route for approvals. Once all 
approvals are received, the hiring manager/administrative assistant can initiate the 
onboarding. For instructions on the onboarding process please see the Hiring New 
Students in Interview Exchange-Job Aid for Managers. 

Once all positions are filled and the final Recommendation to Hire form is approved HR 

will close the search. 
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