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Introduction

» This document outlines the digitalized Job Vacancies flow in the HrAdmin.
This flow is designed to make recruitment seamless, paperless, fully online,
faster, more transparent, and less error prone.

> Previously, applicants had to either visit the Human Resources Department
in person or send their CVs via email. HR was then responsible for
confirming eligibility, which often created challenges: applicants frequently
faced difficulties in submitting their documents, while HR staff encountered
problems in collecting, organizing, and forwarding the required documents
to the relevant entity. This flow resolves these issues.
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Define Job Vacancies User Role (1)

1)

In the HrAdmin, go to HR Setup -> Employee File Type.

* HR Setup » Employee File Type

Filtering Criteria
File Category:
1Al L
Employee Files
~Cgrfificate Files
@of3) vl Experience Files .| e
=2 Training Files
" n n Show In
Category ¥ Name (EN) + Workload Files me (AR) ¥ T N Job Active
% egree & | e | 2
- acancy <
Scholarship Files 2

Employee Files Clearance e
Employee Files A form for residence and work permit ses Jaall . . . )

ik perntpope |+ HR Setup » Employee File Type » Edit File Type
Employee Files Committees ol
Employee Files Appointment Contract o=l Employee File Type
Employee Files Declaration that the Wife does not Work Jaad
Employee Files Confidentiality and Non-Disclosure Document fares . “ | Ermol il - ‘

3 N joyee Piles
Emplovee Files Approval of the Code of Professional Conduct kg File Category ) mploy
Employee Files Family Book Copy for Married Individuals e
Employee Files Passport Copy i) Name (EN): * [Non—Conviction Certificate
Employee Files Non-Conviction Certificate O <
Total Rows: 21 Name (AR): * [ Cin Sl s el i f’-‘lﬁ-‘j]

+ Add

L8

Print Hn Export

Label file types as
‘Show in Job Vacancy.’
Each successfully

labeled file will appear
on the Add Job
Vacancies screen.

Show In Job Vacancy: E

Active : E

- Back | | ] Save |
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Define Job Vacancies User Role (2)

1) In the HrAdmin, go to HR Setup -> Employee File Type.

» HR Setup » Employee File Type

Label file types as ‘Show in
Job Vacancy’ and select
the corresponding degree.

Filtering Criteria
File Category | Certificate Files | ~ |
Employee File Type
Qo) [a < @ [0 ][ =] =
Show L
Category ¢ Name (EN) & ‘ Name (AR) & Degree Job Active
= Nacanew &
D] Certificate Files High School Diploma

High School Transcript

» HR Setup » Employee File Type » Edit File Type

Each successfully labeled

file will appear in the Add

Job Vacancies screen under
the Certificates section.

aumm,ausmacq:.s]

) | Certificate Files Bachelor Degree Transcript | Emp]uyee File T_V]}E

)| Certificate Files Bachelor Degree Certificate

)| Certificate Files Master Degree Transcript File Category : # | Certificate Files = ‘

() | Certificate Files Master Degree Certificate —

()| Certificate Files PhD Degree Transcript Degree : ¥ |]‘[lgh School | = ‘

)| Certificate Files PhD Degree Certificate

() | Cerificare Files | Equivaleacy Centficate Name (EN): * [High School Transcript

. - Name (AR): * [
Total Rows: 9
|+ ad |& piw | [® Bgon Show In Job Vacancy: 2

Active :

-

Back ‘ ‘ (. ] Save ‘
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Define Job Vacancies User Role (3)

1) In the HrAdmin, go to Users Affairs -> Roles.

HR Setup Payroll Setup Employees Affairs Posting Salaries Reports

» Users Affairs »

Filtering Criteria
Name (AR): Jgdh ) ¥l [
Name (EN)- | First Name Second Name Third Name Family N2 If an entity l.aCkS a
. e . secretary or manager, HR
o may assign these roles to
Employee Type All - Active : |All| ¥ .
another responsible
PRr— person, provided they hold
Users a secretary, manager, or
e — e dean role.
Employee ID < Name < Role < University Entity Type < University En..

No roles found with this criteria
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Define Job Vacancies User Role (4)

» Users Affairs » Roles » Add User Role

User Role Information

Username - * ‘ Feras Hamndan Husein Al Hawari

Role * ‘Jcb Vacancy Admin | ¥ |

Entity Type: * ‘Department - |
Entity: * ‘Project HRM Development
Active: D

B  Save ‘ ‘ @  Cancel

If an entity does not
have a manager, HR
may assign the role
to another
responsible person.
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Accessing the Job Vacancies Screen — comodenintmesy
to Manage Announcements by HR (1)

HR Setup Payroll Setup Employees Affairs Posting Salaries Reports Users Affairs
‘ Telephones ‘ ‘ GJU Association Miscellaneous Deductions ‘ ‘ Deductions ‘ ‘ Allowances
‘ Workloads ‘l‘ Job Vacancies

» Posting » Job Vacancies

Filtering Criteria
Employee Type: ‘ ggtp;];ication Start [ ]
Employment Term: ‘ ﬁ]ication End [ ]
ate:
HR Job Title: [All Degree: .Degrees v
Work Place- All | |
; ; .| Certificates -
Job Description: [ ] Required Certificates: I a | ‘
Status: Status M Required Documents: Documents L)
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Manage Job Vacancy Announcement e iess
Details (HR) (2)

Job Vacancy Information

Job Vacancy Title: * [‘_}buu- L'}nﬁ!uu_u-ﬁgc.oqmm

Employment Entity [Center |_,‘

Type: 4

Employment Entity: * [Informaticn Systems and Technology Center \_"‘

S

Employment Type: Adminstrative | ¥ |

HR Job Title: * Research and Teaching Assistant IL ‘

01/08/2025 ]

»

dadbgll il gducag by -

B dlax Al ety Caprlis aanad @
30/09/2025 ] .Next Generation Firewall, Web Application Firewall slucls 8yla) ®
Lagdatg Aakyilg At ooy (Loaill Cilugglanll duliw slac) @

el 30l AN Aokl (o @

Jgdaily dlaizeall pal Bliia Jo-g oo

laall a8 $Lal IS o dodsd! Bage e Ll o
dpagladll Jaall (g g - (pa duaall ddjaalt pglat @

FPEL ] PP IR [P COr X (BN PR Liwte

Date: *

[
Application Start [
*

Application End Date:

lob Description (AR): *

- dadb gl Sildgficag Silizly

o SRl dlas daladl slaely capliy passal.

» slacly B)ls] Next Generation Firewall, Web Application Firewall.
o Lgiylatg dalatMlg detdl el (Laill Cilalaall Ll slac).

o Ayl gy 35 dall Cauds.

o dylailly dlaizall po Slia Jo-s ddss.

o sylaall Ladl pU3l U3 0 Aol Bage (e sl

o dpaglail! Jaall (9 ygaa> JO5 (0 dudll ddyaal! pglat

e 30 aSH aamd gl na mllinade A5 AN o alios S Ll

a )

Job Description (EN): *

e p—  —
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Manage Job Vacancy Announcement oo
Details (HR) (3)

Specific Conditions

Note: Your changes will not be saved until you click the check mark under edit column.

Specific Conditions

Display . - -
Order & Condition (EN) < Edit Delete
; o5 Jis Y Saiiny Ao (83 Jize T 351 in Computer Science or a related field, with a . 6
L=
2 Gl gl Jioes § JB1 Je B e year in the field of cybersecurity. s 6
3 disloeag 415 Belyd dyplacil A3l Bslzh including reading, writing, and speaking. & 6
f Sl Y me § dauEie diyma Network Switc Ie:gallal s|n networking fields, including Network e 6
5 Ot a1 s (3 A A Balg s, fessional certification in the field of cybersecurity. ra 6
. o S ; . Knowledge of server operating systems, including Windows -

PEN Y PRI . # o
6 palgiht L ad & 4320 Windows Server, Linux Server and Linux.
7 Slasly Sldaall 335 Glat Laad ddle Ollga Ll 055 Ol Must have strong skills in documenting processes and changes. & 6
] el A5y add J= & el e Biaily Aigyeli Flexibility and adaptability in changing work environments. s 6
9 Jituwe Ky plgall JlSlg il poglat e Baall Ability to self-develop and complete tasks independently. I 6

-~ &)l 795 Jaall e By0ah Ability to work effectively as part of a a

team.

Total Rows: 10
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Details (HR) (4)

-~ General Conditions

Note: Your changes will not be saved until you click the check mark under edit column.

Must be a Jordanian national.

ale (35) o el a3 ¥ Age must not exceed 35 years.

The applicant must not be committed to
service with any government entity.

Total Rows: 3
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Details (HR) (5)

- Select Required Certificates

Note: You must select all certificates that are required from the job applicant to provid

Note that your modifications will not be permanently saved until you click the Save bu

Degree:
Required Certificates:
Selected Degrees: High School, Bachelor.
Selected Certificates: High School Transcript, High Sc i High School Transcript
Select Required Documents i High School Diploma
Note that your modifications will not be permanent i Bachelor Degree Certificate
i Bachelor Degree Transcript -
_Required Documents: T ——
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Manage Job Vacancy Announcement
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Select Required Documents

Required Documents:

Married Individuals.

Job Vacancy File

Selected Documents: Certified Civil Status ID, Certifie

(Valid file size: 15 MB; Valid file type is pdf)

Note that your modifications will not be permanently saved until you click the Save button.

+ Choose 2 Upload

cate, Passport Copy, Family Book Copy for

[ Documents ‘ = |
= J
| [ Certified Civil Status ID o=
1 @ Certified Copy of the Birth Certificate
@ Non-Conviction Certificate
@ Passport Copy
@ Family Book Copy for Married Individuals «
@ Cancel

Upload Files
Uploaded Files:

File T}ipe: | Select One

- |

Job Vacancy File e 0 O
Job Description Card @l o O

(Valid file size: 15 MB: Valid file type 1s pdf)

+ Choose

J TUpload @ Cancel

y 15
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Manage ]Ob Vacancy AnnOuncement German Jordanian University
Details (HR) (7)

Notes
Once you approve the job vacancy, it will become available for
Bureau Notes. applicants to apply. Please ensure all details are saved before
approving, as this action cannot be undone. Are you sure you want to
proceed?
Return to Bureau to update uploaded file.
Cancel
Manager Notes:
Ready To Publsh After the announcement is
HR Note approved, appllcants can view
and apply for it, as long as the
application start date is valid.
+ Back B Save ? Retum || @ Cancel Job Vacancy
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Manage Job Vacancy Announcement = e tnes
Details (HR) (8)

Notes
Once you return the job vacancy, it will be available for the manager
to make modifications. Please ensure all details are saved before
Bureau Notes® returning it, as this action cannot be undone. Are you sure you want
to proceed?
Return to Bureau to update uploade Cancel
Manager Notes:

Return to Manager to edit detaily
After the announcement is

HR Note: returned, it will go back to

the manager for edits.
+ Back B  Save © Approve Cancel Job Vacancy,

17 Digital Transformation Office Team 1/9/2025
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Manage Job Vacancy Announcement = e e,
Details (HR) (9)

L

v I

Notes
Once the job vacancy is canceled, it will no longer be available for
applicants to apply, and you will not be able to edit or change its
Bureau Notes- status again. Please make sure all details are saved before cancelling,
as this action cannot be undone. Are you sure you want to proceed?
Return to Bureau to update uploaded fi
Manager Notes:
Cancel based on Manager Reques After a JOb vaca}ncy E
canceled, applicants
HR Note: will no longer be able
to view or apply for it.
+ Back B  Save © Approve 2 Retumn €@ Cancel Job Vacancy
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Review and Evaluate Job Applications (1)

| & search J

Note: The Show to Employment Entity option will not be enabled until at least one application has been applied for the job vacancy.

Job Vacancies

(Lofl) ||1||<1|E|r>||n|

Job Vacancy Title & Employment Entity & Status & Applications ¢
Approved by the
(] e gl [ s Cany sclse Information Systems and Technology Center Human Resources o
Department

. Canceled by Human
@ German Year Internship Coordinator Head of Bureau German Language Center Resources
Department
Approved by the
School of Applied Humanities and Social Sciences Human Resources
Department
Approved by the
@ aolisa i rdaa Payroll Section Human Resources
Department
Canceled by Human
(] SR PRLIENIE N Information Systems and Technology Center Resources
Department
Approved by the
Human Resources
IDepartment

|

— pslell s Al sl A AL Jand als e
- EEAP |

|t

It-a

It-a

The Deanship of Innovation. Technology Transfer and
Entrepreneurship

(ST 550 juriga) (pu p5p Cimaacliue

{ # Review J { Show Applications to Employment Entity H B Export

Total Rows: 6

=
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B
Review and Evaluate Job Applications (2]

» Posting *» Job Vacancies » View Applications

Job Vacancy Information
Job Vacancy Title: Ut g Tty o lase Application Start Date: 01/08/2025
HR Job Title: RA Application End Date: 24/09/2025
Employment Entity: Information Systems and Technology Center Job Vacancy Description: View
Emploment T —
. ; [an
Employment Type: Adminstrative - - -~
@ Full Name |_| High School Degree |_| Master Degree |_\ Retired Civil
Show Applications to Employment Entity: No || Nationality || High School Major || Master Major || Retired Military
|:\ National ID |:| School Name |:| Master Instifution Name |:\ Not Retired
Filtering Criteria [ Passport ID [] School Address [ | Master Institution Address [ Religion
|| Date of Birth || High School Number of Study Years |_| Master Number of Study Years || Mother Name
National ID:- [ |:\ Age on Creation Date |:| High School Graduation Year |:| Master Graduation Year |:\ Social Security No.
[_] Place of Birth [ ] High School GPA [ Master GPA [ D Card Number
Submission Status: ‘ All | - ‘ [] Gender [ ] High School Maximum GPA Limit || Master Maximum GPA Limit || ID Card Issue Place
|:\ Marital Status |:| Bachelor Degree |:| Master Rating |:\ ID Card Issue Date
Comp]iance Status: ‘ All | - ‘ @ Mobile No. |:| Bachelor Major |:| Master Thesis Title @ Most Recent Experience Job Title
[## Phone No. || Bachelor Institution Name || Phd Degree || Most Recent Experience Type
. @ Email |:| Bachelor Institution Address |:| Phd Major @ Most Recent Experience Institution
* Columns to Show in Results: |:\ Address |:| Bachelor Number of Study Years |:| Phd Institution Name |:\ Most Recent Experience Start Date
|:‘ Family Book Number |:| Bachelor Graduation Year |:| Phd Institution Address |:‘ Years of Experience
|:\ Family Book Issue Place |:| Bachelor GPA |:| Phd Number of Study Years |:\ Training Courses
|:\ Famuily Book Issue Date |:| Bachelor Maximum GPA Limit |:| Phd Graduation Year |:\ Publications
|:\ Committed to Service |:| Bachelor Rating |:| Phd GPA |:\ Languages
[_] Commitment Entity Name [__] Phd Maximum GPA Limit [_] References
|:\ Husband/Wife Name |:| Phd Rating |:\ Creation Date
|:\ Husband/Wife Nationality |:| Phd Thesis Title |:\ Submussion Date
@ Submission Status
= Compliance Status

21
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Review and Evaluate Job Applications (3)

@ Family Book Issue Date E Bachelor Maximum GPA Limit @ Phd Graduation Year
@ Committed to Service E Bachelor Rating, E Phd GPA
¥ Commitment Entity Name [#] Phd Maximum GPA Limit
¥ Husband/Wife Name [ Phd Rating
[ Husband/Wife Nationality [#] Phd Thesis Title
el Search ‘

Note: You cannot modify the compliance status if the option to show applications to the employment entjy
Job Vacancy Applications

[1 of ].] [E] <4 @ - L]
Most Recent Most Recent
Full Name & . Experience Job Experience Nation
Application Title ¢ Institution
Sara Ahmad Odeh .
I:l Abu Sa'aleck View Programmer U
I:l Rawan Ghassan i - German Jordanian
Mahmoud Turab SC ogfammer Uni

{ NN

| ¥ Markas Compliant || # Mark as Non Compliant Hu Export

¥ publications

E Languages

@ References

E Creation Date

E Submission Date
E Submission Status

Compliance Status

Applications are
displayed according to
the search criteria,
allowing HR to review
and extract relevant

information.

Total Rows: 2

oo s em

) 22

Digital Transformation Office Team

1/9/2025

[y



awiayVl auiledVl dgolall ﬂ

German Jordanian University

Change Applications Compliance
Status (1)

Note: You cannot modify the compliance status if the option fo show applications to the employment entity 1s enabled.
Job Vacancy Applications
Qof) |1a <« [@ [0 | = (2¥]
Most Recent Most Recent
Full Name & Experience Joh Experience Nationality # National ID & Passport ID < Date of H
L] Application Title & Institution ¢ [ 1| ]|
[ ] | J | | N
B [Saseio poganner |20
piE=t——a Programmer German Jordanian Selre]ct trtg Ep‘pllcitlon, ‘
C—— t en.c1c’ N\‘ar as y
| . | Compliant’ or ‘Mark as
1 = Mark as N lLiant B8 1t .
_® Markas Compliant a5 Non Compliant || ® _Expo Non-Compliant.’
Total Rows: 2
|« Bak || & Prmt |
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Status (2)
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» Posting * Job Vacancies » Job Vacancy Applications » Summary
o The data was updated successfully x
Job Vacancy Information
Job Vacancy Title: Lt 5 sy ol Application Start Date: 01/08/2025
HR Job Title: RA Application End Date: 24/09/2025
Employment Entity: Information Systems and Technology Center Job Vacancy Description: View
Employment Term: Temporary General Conditions: View
Employment Type: Admunstrative Specific Conditions: View
Show Applications to Employment Entity: No Job Description Card: @
‘ Summary ‘
Full Name National ID Passport ID Previous Status & Current Status & Result &
Total Rows: 1
e sy W
» 24 Digital Transformation Office Team 1/9/2025
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Show Applications to Employment Entity
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Show Applications to Employment Entity

el

Note: The Show to Employment Entity option will not be enabled until at lea

Job

(1 Of].} (S ] <

Job Vacancy Title & Em)|

s el [ ey Sany selsa Information Systems)

Once you make the job vacancy ready to show in to employment
entity , It will become available for manager to select candidates.
Please ensure all details are saved before approving, as this action

cannot be undone. Are you sure you want to proceed?

Cancel

German Year Internship Coordinator

Head of Bureau German Language Center

Resources 1
Department

pslells Amalill Caloa YV LI ALY Ja mals s
Al

School of Applied Humanities and Social Sciences

Approved by the /

aclise L ralaa

Payroll Section

Human Reso

The Deanship of I

Information Systems and Techno®

After clicking “Show
Application to Employment
Entity”, Managers, Deans,
Chairs, and Section Heads

O Uty o g
4

‘ | # Review | | €@ Show Applications to Employment Entity iII‘/
Total Rows: 6

Ak

,7can view the applications. \ \
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