THE UNIVERSITY of EDINBURGH

People and Money system

We know this format may not be accessible for all. To request this guide in a
different format please email hrhelpline@ed.ac.uk.

Hiring Guide- How to request a new position or position change

Hiring Manager / Line Manager / School/Dept. Admin / Business
Support Team

Estimated time to complete: 12 minutes

Assumed Knowledge

You have read the Guide to Job Classifications and Position Management.

New positions should only be requested when one doesn’t currently exist within the
structure of a specific department with the appropriate Job level.

The position change function can be used to make changes for the following
reasons, please note there could be one or a combination of changes (e.g. increase
FTE and add a new grade):

¢ Increase/Decrease the FTE of a position
e To add a new grade within a grade band on a position
¢ Change the position hiring status or close a position

To make any other changes, such as changing the position name please raise a
service request using the category Enquiry>System Related.

Important - Changes made as a result of position change requests will affect
all current incumbents of that position.

School/Department Administrators (SDA’s) will be able to view all positions (both
filled and vacant within the structure) and the FTE against these in the position detail
page. Line Managers can view limited position details for their direct reports via the
My Team app.

If a position is created for which the job requisition is subsequently rejected, the new
position needs to be made inactive by resubmitting a request for a position change
with the reason ‘change position hiring status’.

Changes to a Job Level should be requested by completing the Job level Change
Form.
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Search Positions

5.

From the Home page, select My Client Groups LR T , Show More

then select Position Details from the workforce structures section

Enter the Position Name into the search field then click the search icon
Select the show filters link to view further search options

Filter the results to also show Inactive positions and the relevant
Department.

Click the position name to view more information held on that position

For detailed guidance see the next section

Request a New Position

This is a simple overview of the process.

1.

5.

From the Home page:

e clickon My Team if you are a Hiring Manager or Line Manager,
or

e click on My Client Groups My Client Groups if you are Business Support or

School/Department Administration.
Click Show More under Quick Actions and select Request a New Position

;!'.:j Request a New Position

Select the Budget Details checkbox and click Continue.

Complete the 4 sections:

e When and Why

e Position Details

e Budget Details

e Comments & Attachments

Click Submit.

For detailed guidance, see the next section.

Request a Position Change

1.

From the Home page:
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6.

e click on My Team BEMEM if you are a Hiring Manager or Line Manager,
or

. . My Client Groups | .
e click on My Client Groups My Client Group if you are Business Support or
School/Department Administration

Click Show More under Quick Actions and select Request a Position

5!'.._'[‘ Request a Position Change

Change

Search for the Position for which requires the request for change.

Select the Budget Details checkbox and click Continue.
Complete the 4 sections:

e When and Why
e Position Details
¢ Budget Details

e Comments and Attachments
Click Submit.

For detailed guidance, see the next section.

In Detail...

Search Positions
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1. From the Home page, select My Client Groups, Show More then select

Position Details from the workforce structures section.

2. Enter the Position Name into the search field then click the search icon
THE UNIVERSITY
of EDINBURGH

Position Details

Try searching o get results

It's best to use generic job names where possible and search for
‘administrator’ rather than ‘senior administrator’ or ‘Administration manager’ to
ensure you are presented with all options

3. Select the show filters link to view further search options
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'HE UNIVERSITY
of EDINBURGH

Position Details

==]

@ Try searching 1o get results

4. Filter the results to also show Inactive positions and the relevant Department

Sondy N

Rest O Parect Position nCumbents

Resesrch Amociate (C)) (MCAD - Braeo

Parest Poamon Ineambanty

Parent Position Incambanty

5. You can also establish the position number by going to My Client Groups ->
Person Management ->Searching the person currently in post ->selecting the
ellipsis next to position will give you the position name and number.
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Proaramme Coordina...

6. If no positions are returned, you will need to request a new position

7. Click the position name of any results to view more information held on that
position.

THE UNIVERSITY
of EDINBURGH

Position Details

Positions + o
researcher xQ Hide Filters Effective As-of Date  On or after 12/11/2020 = Status  Active X »
aved Search SortBy Name-AtoZ
Active Positions As-of T fave Researcher (A1) (ACAD - Researcher)

03115
Filters Reset | ¥ Parent Position Incumbents
Expand All  Collapse Al

Effective As-of Date *

12/11/200 - dd/mmsfy | OK
Status Clear
Active
Inactive

~ Posilion Name **

~ Position Code **

For details of the naming convention for positions see Appendix 3.

a) Check that those names listed as current incumbents of the position
are in an equivalent role to the type of position you wish to
recruit/appoint to
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PM1016

< Researcher (A1) (ACAD - Researcher)

03115

Incumbents

Vacant FTE Total FTE
0 2

Show Past and Future Incumbents

Budget Details

Grades
Valid Grades
ARC
Grade Code Sat Name
ARC University of Edmh.lrc.;h SET

if Yes, continue, if no, select a different position from your search results or
Request a New Position

b) Check that the grades held against the position contain the one you
wish to recruit/appoint to Yes

Researcher (A1) (ACAD - Researcher)

03115

Budget Details

Grades

Valid Grades

ARC

Grade Code Set Name
ARC University of Edinburgh SET

ntry Grade

Entry Grade
ARC

Additional Info

Legislative Info

if Yes, continue, if no, select a different position from your search results or
Request a New Position

c) Check the Vacant FTE on the post is enough to cover your recruitment
activity
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< Researcher (A1) (ACAD - Researcher)

03115

Incumbents

Vacant FTE Total FTE
0 2

1FTE

1FTE

Show Past and Future Incumbents

Budget Details

Grades
Valid Grades
ARC
Grade Code Sat Name
ARC University of Edinburgh SET

If Yes, continue with your recruitment activity, noting the position number
to recruit to. If no, see the steps below.

8. lIf there is insufficient FTE to recruit/appoint your new hire, use the Action
button to Request a Position Change

< Researcher (A1) (ACAD - Researcher)

03115 Request a Position Change

Creale Frofile

Create Requisition

Details
Incumbents
Vacant FTE Total FTE
0 2
1FTE
1FTE

Show Past and Future Incumbents

Budget Details

Grades

Additional Info

Then continue from Step 5 of the Request a Position Change instructions.

Request a new Position

PM1016 Page 8 of 22 March 2023



1. From the Home page:

e click on My Team if you are a Hiring Manager or Line Manager, or
e click on My Client Groups if you are Business Support or
School/Department Administration

2. In Quick Actions, click the Show More link (you may need to scroll).

3. From Workforce Structures select Request a New Position and the
Request a New Position page opens.

4. Select the Budget Details checkbox and click Continue.

X THE UNIVERSITY
of EDINBURGH

Request a New Position

What info do you want to manage?

Budget Details

5. In the form that opens, there are 4 sections to complete before it can be
submitted:

When and Why

Position Details

Budget Details
Comments & Attachments

6. Enter or update section 1 When and Why ensuring the mandatory fields are
not blank and click Continue.

a. If required, click on the calendar icon to change the date of When does
the new position start.

b. Select the What’s the reason for this request? (See Appendix 1 for an
explanation of the Request a New Position reasons.)
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- THE UNIVERSITY
- of EDINBURGH

Request a New Position

Mhen and Why
o When and 'N)”)’
“When does the new position start? “What's the reason for this request?
2/10/2020 o te New Requirement é

[ o ]

7. Enter or update section 2 Position Details, ensuring that the fields are
populated accordingly and click Continue:

Request a New Position

e Position Details

Parent Position Grade
\ | \ |

“Business Unit

Standard Working Hours
[university of Edinburgh | ‘

35 | Weekly |

“N
ame Working Hours

35 || Weekly

Department Hiring Status

Service Excellence Programme
‘ g [ Approved

Job Probation Period

Grade Ladder Overlap Allowed

\ | Do © ves

e Parent Position - This will populate but must be cleared
e Business Unit — select relevant Business Unit, e.g. University of Edinburgh

e Name —this must be the same name as the Job you select, we suggest
selecting job first, copying this and then pasting into the Name field

e Department — select relevant department

e Job - select relevant job by typing in the name, e.g. ‘Admin’ and the relevant
options will appear in the dropdown list. Select the appropriate Job Instance
with the appropriate Job level.

e Grade Ladder— must be selected
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e Grade — these will pull in automatically from the selected Job but this can be
amended and new grades added

e Standard Working Hours — this will automatically default to 35 Weekly but
can be amended if required

e Working Hours — this will default to 35 Weekly but both values must be
removed so the fields are blank

e Hiring Status — will default to ‘Approved’ do not change this
e Probation Period — select the number and frequency

e Overlap Allowed — this must always be set to Yes

8. Enter or update section 3 Budget Details ensuring the mandatory fields are
not blank and click Continue.

/. DEVS (TRAINING) - Copy from GOLD 11th Nov 8pm

HE UNIVERSITY
of EDINBURGH

Request a New Position

@ When and why
() Position Details

© Budget Details

Is the position budgeted? FTE
Yes - 4 °
Cost Center Type

o v Shared

a. Cost Center is blank
b. FTE is set to the FTE required for the position being recruited to
c. Type is setto ‘Shared’

9. In section 4 Comments and Attachments:

e Use the comments box to provide any supporting information

e Upload supporting documents to the Attachments section. To upload
supporting documents, click on the down arrow next to Drag files here or
click to add attachment, and select Add File. Navigate to the location
where the document is stored, select it and the document name appears in
the Attachments section.
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Request a New Position

(® Budget Details | 2 ean |

© Comments and Attachments

Comments

Request for additional resource owing to department expanding and increased funding 0

Attachments

T K 10 add attachment
Add File o

Add Link

10.Before the form is submitted, you can review a section by clicking on the Edit
button in the section heading to make any required modifications.

11.Finally, click the Submit button in the black banner to forward the request for
approval and the Home page reopens. Note - In the event of rejection, review
comments from HR Systems and re-submit a fresh transaction. It is not
possible to re-draft a previous submission.

Request a Position Change
1. From the Home page:

e click on My Team if you are a Hiring Manager or Line Manager, or
e click on My Client Groups if you are Business Support or
School/Department Administration.
2. In Quick Actions, click the Show More link (you may need to scroll).

3. From Workforce Structures select Request a Position Change.
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4. Click into the Search field, enter the Position and click the search icon.
(Warning: If you click on the search icon without entering any characters, an
error message is displayed. Click OK to dismiss the message.)

€T THE UNIVERSITY
of EDINBURGH

{ Request a Position Change

@ Try searching 1o get results

Note: To perform a more specific search, click on the Show Filters link
and choose the applicable options (see Search Positions).

5. Click on the Position in the list of results.
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DEVE (TRAINING) - Copy from GOLD 11th Nov 8pm

AT THE UNIVERSITY
Nt of EDINBURGH

Request a Position Change

Positions
Show Filters Effective As-of Date  On or after 21/01/2021  Status  Active
SortBy MName-AtoZ
Lecturer
POS009
Parent Position Incumbents

Lecturer (A1) (ACAD - Researcher)
01773

Parent Position Incumbents

Lecturer (C1) (ACAD - Lectureships)
02303

Parent Position ncumbents

Lecturer (C1) (ACAD - Lectureships)
02321

Parent Position ncumbents
Lecturer (C1T) (ACAD _ Lectureshipg

6. Select the Budget Details checkbox and click Continue.

I'HE UNIVERSITY
of EDINBURGH

Position Change

varlt 1O manage

7. In the form that opens, there are 4 sections to complete before it can be
submitted:

When and Why

Position Details

Budget Details
Comments & Attachments

8. Enter or update section 1 When and Why ensuring the mandatory fields are
not blank and click Continue.

a. If required, click on the calendar icon to change the date of When does
the position change start.
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b. Select the What'’s the reason for this request? (See Appendix 2 for
an explanation of the Request a Position Change reasons.)

THE UNIVERSITY
AV of EDINBURGH

Request a Position
Res

*When does the position change start? ‘What's the reason for this request?

31272021 o Increase FTE

9. Enter or update section 2 Position Details ensuring that the fields are
populated accordingly, and click Continue:

Request a Position Change

Administrator (B1) (PAO - Academic Support) (02833)

e Position Details

Status Entry Grade

Active v UEO4 v
*Department Standard Working Hours

Medical Education v 35 Weekly v
“Job Hiring Status

Administrator (BT) (PAO - Academic Support) v Approved v
Grade

ECAd v X

ECAS v x

UE04 v x

UE05 v

Add Another Grade

3) Budget Details

a. Status — this should be kept as active unless there are no current or
future incumbents of the position

b. Department — this should not be changed
Job - this should not be changed

d. Grade — Review the grades listed against the position. If the grade you

require is not listed add this. You should not remove any grades as
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this will impact everyone on that grade within the position. Use the

grade range provided in the naming convention)

e. Entry Grade — remove the default and leave this field blank

f. Standard Working Hours — this should not be changed unless
required

g. Working Hours — this fields must be left blank

h. Hiring Status — this should only be changed from Approved to Frozen
if you have created a new position but the job requisition has been

rejected and the position needs to be deactivated

10.Enter or update section 3 Budget Details if required, e.g. if the FTE on the
Position needs to be increased:

DEVS (TRAINING) - Copy from GOLD H1th Nov &pm

THE UNIVERSITY
/> of EDINBURGH

Request a Position Change
Lecturer (POS009)

(*) When and Why
e Natailc ,
(@) Position Details
© Budget Details

Is the position budgeted?

When increasing FTE, continue to increase the total FTE to the required
amount i.e. an FTE increase of 1 to an existing FTE of 5 would require and
FTE of 6 to be entered into the FTE field.

11.In section 4 Impacted Assignments check that the changes you are making
do not impact any current assignments then select Continue. It’s important
to review that no grades have been changed for existing staff as per Step
2 Position Details (d) above.
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/' DEVG (TRAINING) - Copy from GOLD 1ith Nov 8pm

THE UNIVERSITY
of EDINBURGH

Request a Position Change

Administrator (B1) (PAO - Academic Support) (02833)

(1) When and Why

(2) Position Details

(3
&)

Budget Details

o Impacted Assignments

Your attribute changes don't impact any assignments.

Comments and Attachments

12.In section 5 Comments and Attachments:

a. Use the comments box to provide further details.

b. Use the Attachments section to upload supporting documents. To upload
supporting documents, click on the down arrow next to Drag files here or
click to add attachment, and select Add File. Navigate to the location
where the document is stored, select it and the document name appears in

the Attachments section.

Request a Position Change

Administrator (B1) (PAO - Academic Support) (02833)

® Budget Details

Cj Impacted Assignments

s

© Comments and Attachments

Comments

Attachments

f Drag files here or click to a

d attachment_w
Add File

Add Link

13. Before the form is submitted, you can review a section by clicking on the Edit
button in the section heading to make any required modifications.
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14.Finally, click the Submit button in the black banner to forward the request for
approval and the Home page reopens. Note - In the event of rejection, review
comments from HR Systems and re-submit a fresh transaction. It is not
possible to re-draft a previous submission.

Appendix

Appendix 1 — Request a New Position reasons

New Position Request

Description

New Requirement

To create a new position to meet new business
requirements

New Funding To create a position with a new funding source or due to
growth
TUPE To create a position within a new legal employer

Restructure/Reorganisation

To create a position to sit in a restructured department

Newly Established Business Unit

To create a position within a newly created business unit
created due to expansion

Appendix 2 — Request a Position Change reasons

Change Position Request

When to use

Change Position Hiring Status

Only use if job requisition rejected to inactivate position.
A position can only be made inactive if there are no
incumbents in the position and there are no future hires
associated to it.

Grade Change

To add a new grade within a grade band on a position

Increase FTE

Increase headcount

Decrease FTE

Decrease headcount

PM1016
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Close down position When a position is no longer needed.

Appendix 3 — Position Naming Convention

Every job follows a strict Job naming convention, the image below shows an
example. The position name will mirror that of the job naming convention. Please
refer to the Guide to Job Classifications and Position Management for further

details.

Job Name Grade Band Job Level Instance Family Short Codi Function

e,

Director

~

1 POA Estates and Facilities

Each part of the naming convention has its own purpose:

Job Name

The generic job. All existing staff have been mapped into one of
approximately 350 jobs.

Grade Band

For planning purposes, we have created a fictitious grade band. Some
jobs at the University range over seven or eight grades which makes it
difficult to use if you are planning using salary mid-points. We have
split the jobs so that they don’t span over more than three salary
grades. See below for a full list of Grade Bands.

Job Level
Instance

This is used for the Delegated Authority Schedule (DAS). If a job
has more than one approval limit there will be more than one
instance of a job level, for example D1, D2, D3. Each job level
says how much someone can approve as per the DAS. Where
there is more than one instance of a job level care should be
taken to select the correct position. This should not be confused
with the job level, see further details below under Job Level
Management.

Family short
code

This is the abbreviated title for Job Family. This short code saves some
space in the job title, for example POA for Professional, Administration
and Operational, ACAD for Academic. (See the Job Family table below
for the full list).

Job Function

The role or service you provide, for example Estates and Facilities,
Researcher, Student Services, Finance.
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Job Family

Code Family Short Code

001 Academic ACAD

002 Clinical CLIN

003 Professional, Administration and PAO
Operational

004 Technical TECH

005 Veterinary Clinical VET

Grade Bands

Grade Grade
Band

AC3A
AC3B
ACN2
ACN3
ACN4
ACT3
ACT4
AM2
AM3A
AM3B
AMN2
AMNS3
AMN4
AMT3
AMT4
ARC
ECA2
ECA3
ECA4
ECAS
ECAG6
ECA7
ECAS8
ECA9
ECAT
FAS5
FAS6
FAS7
NONE

SO0l oIo0o00wmE > > > 0000 0n0oonoooonoo
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OTHS DX
RCB3 CX
RCB4 CX
RCB5 CX
RCB6 BX
RCB7 BX
RCB8
SDS1
TRO1

UEO1
UEO2
UEO3
UEO4
UEO5
UEO6
UEO7
UEOS8
UEQ9

UE10
UESN
UEGN
UE7N
XM1

XM2B
XM3A
XM3B
XM4B
XM5B
XM6B
XM7B
MCA

MC1

AFC6
ECAOQ5
XM5A
MC2

AFC7
ECAO6
XM4A
AC2

MC3

ECAOQ7
ECAO8
XM2A
AC4

UUUOOOOOOOOOOOOZDWOOOOUUOOWUUOOOUJUJJ>>>O>§
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AM4
ECAQ9
ECA10
RCB2

0 0|00

X

PM1016 Page 22 of 22 March 2023



