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Posting Type:

Select

External Competitive - open to all students

Internal Competitive - competitive posting for students in your department

External Non-competitive - for a designated student who is NOT a current student employee
Internal Non-competitive - for a designated student who is a current student employee

If you select either External Non-competitive or Internal Non-competitive, please provide the student's name, UNM ID, and justification for the hire
(classes taken, grades, specific skills, etc) and enter this information in the Comments section in Step #29. The student's resume and/or application
must reflect the information provided in the justification. If you are using classes taken and grades as a justification, you must require the student
attach a copy of their transcript to the application. Departments must verify that all the required information is attached to the application
before submitting the hire. Hiring requests will be returned if applicant documents are incomplete.
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For External Non-Competitive

ns
External non-competitive hires create an exteral job posting that can be sent to the exteral applicant

« Once the requisition receives final approval, you will receive an email notification
« To locate the link to the posting, from navigation bar. hover over Recruit and click Manage Requisition in order to display your list of requisitions.
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« Cut and paste the link into an email and send to the identified candidate.
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Internal Non-Competitive Requisitions

Internal non-competitive hires create an external job posting that are only visible through the UNMJobs Career Center to the current UNM employee identified in the
comments section (Step #29) of the requisition

« Once the requisition receives final approval, you will receive an email notification.
« Provide the requisition number and title (ex. req123)
« The applicant should be directed to the interal Career Center in UNMJobs which is located at MyUNM.edu.

Please provide the following instructions to the Internal Candidate:
* Log in to UNMJobs using your UNM NetID and password. The Career Center is located under the UNMJobs tab.

Home Performance  UNMJobs.

Career Center

« Search for the requisition number in the Keyword and ReqlD field.

Explore Open Jobs  Appications
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« To apply, select the Apply Now icon and follow the application instructions.
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Action: Send Offer to Candidate Profile
Email Title: Offer Letter Submitted to Candidate Profile
Subject Line: Offer Letter Submitted to Applicant Profile

o Exematpppicant
Cc:  Requisition Owner(s)

Hiring Manager
Message:

[UNM Logo |
Dear PROFILE.USER NAME.FIRST PROFILE.USER NAME.LAST,

Your offer letter for JOB.TITLE (JOB.REQUISITION.ID) has been sent to your UNMJobs applicant profile. To accept the offer, please go to lUNMJobs to sign your offer letter
electronically. Additional instructions, if any, are included.

Additional Instructions: OFFER SEND INSTRUCTIONS

Should you have any questions regarding your offer, please contact the hiring department.

Sincerely,

The University of New Mexico
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Action:

Email Title: Offer Letter Submitted to Candidate Profile
Subject Line: Offer Letter Submitted to Applicant Profile
To:

Ce:  Hiring Manager

Requisition Owner(s)

Message:

[UNM Logo |

Dear PROFILE.USER NAME.FIRST PROFILE.USER NAME.LAST,

To view your offer letter for JOB.TITLE (JOB.REQUISITION.ID) go to the Career Center. Additional instructions, if any, will be listed below.
Additional Instructions: OFFER SEND.INSTRUCTIONS

Should you have any questions regarding your offer, please contact the hiring department.

Sincerely,

The University of New Mexico




