POSITION NUMBER MANAGEMENT GUIDE

One of your first decisions when starting a new recruitment is to decide which position number you plan
to use. This guide will help you determine whether you should follow a process to (1) use an active
existing position number, (2) use an inactive existing position number, or (3) create a new position
number.

You should also have an annual process to review and inactivate any vacant full-time faculty, staff, post-
doc, and 12-month grad positions you don’t plan to fill and no longer want to plan/budget for.

Your HR Rep/Business Manager will have access to the UV_POSITION_INCUMBENTS_BY_DEP query in
PeopleSoft. It will list all positions within a department and provides the information needed to make
this determination.

They will also have access to the UV_POSITION_VACANT query in PeopleSoft to help identify positions
to inactivate each year.

Effective use of this guide will make the new Axiom multi-year salary tool significantly easier to use.

1. Using an active existing position number
a. Ifyou are required to use PeopleAdmin for your recruitment (see “Position Creation &
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Position Creation & Reactivation

Employee Process How to Indicate New Position | How to Indicate Position Who Will Create or Reactivate
Type No. Needed Reactivation Needed Position
Full-time _ _ HR Faculty Services
faculty PeopleAdmin Actiontype= Actiontype= o Facultyservices@uvm.edu
it t/ wai Recruitment/Waiver-New Recruitment/Waiver-Existing
Classified recruitment/ waiver Position Position HR Class & Comp
staff hrs@uvm.edu
Graduate
students
Leave position # blank, note in [ Note in comments that :
Pre/Post-doc o . Payroll Services
fellows ePAR comments that new position position needs to be Payroll@uvm.edu
should be created reactivated '
Post-doc
associates
Part-time In PeopleAdmin, Action type =
faculty PeopleAdmin and/or  Recruitment/Waiver-

ePAR per Guide to
Salaried NTT Faculty

on Payroll



mailto:Facultyservices@uvm.edu
mailto:hrs@uvm.edu
mailto:Payroll@uvm.edu
http://www.uvm.edu/~facrsrcs/?Page=Recruitment/Non-Tenure-Track-Faculty_Appointments.html&SM=submenu3.html
http://www.uvm.edu/~facrsrcs/?Page=Recruitment/Non-Tenure-Track-Faculty_Appointments.html&SM=submenu3.html
http://www.uvm.edu/~facrsrcs/?Page=Recruitment/Non-Tenure-Track-Faculty_Appointments.html&SM=submenu3.html
http://www.uvm.edu/~facrsrcs/?Page=Recruitment/Non-Tenure-Track-Faculty_Appointments.html&SM=submenu3.html
mailto:Facultyservices@uvm.edu
mailto:Facultyservices@uvm.edu

_,__n !'\M:.‘._Lﬂ'_n_“nﬂ:“':n— . e —
. Y e .-

—.—E—L—I— —

R

2 o




Maintain Position Continuity

Associate Dean - NU

T A . . P

[t v — R T Sy —
ey - T | A 0|

- e T S e ————— n"".;
;i ‘4 nm“\m Assistant Prafessor TT- 118 L0

.............................




