EXTERNAL ADVERTISEMENTS

Is there an associated cost for the advertisement?

Yes

No

Create requisition, even if paying with your Procard, in

eBUCS for approval Punchout — Employment

Advertisement

* Attach a word document of your proposed
advertisement. Be sure to include the “how to apply
w/ link” to eJobs or position.

Will the posting reflect exactly what is posted in eJOBs?

Yes

Once requisition is approved, use the approved

advertisement from eBUCS for your external posting

* NOTE - your requisition will not be approved until
the posting has been approved and posted in eJOBS.

You may post/share the free
advertisement once the posting has
been approved and is posted in

eJobs.
e Be sure to include the “how to

You may post the approved advertisement to the
approved location(s)

apply w/ link” to eJobs or the
position.

For questions or concerns on post external job advertisements, please contact Human Resources at:

423-439-4457 / hr@etsu.edu / contact your HR Business Partner

No

Email the posting
language to your HR
Business Partner for
approval.
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