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Overview

» Introduction.
» Responsible Person in Entities.

» Accessing the Job Vacancies Screen to Add an announcement by a

Secretary.
» Adding a Job Vacancy announcement by Secretary.
> Accessing the Job Vacancies screen by Dean/Manager.

» Managing the Job Vacancies by Dean/Manager.
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Introduction

» This document outlines the digitalized Job Vacancies flow introduced in the
MyGJU university portal [1,2]. 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. The new flow resolves all these issues.
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Responsible Person in Entities

Secretary Job Vacancy * Verify that job vacancy announcements meet all requirements before publishing.
User * Ensure that all announcement details are complete and ready for managerial
review.

* Editannouncementsin case of errors or missing information.
* Upload all related files to the corresponding announcement.

Dean / Manager Job Vacancy * Manage job vacancy announcements.
Admin * Approve announcements and forward them to the HR Department.
* Returnannouncements to the Secretary in case of errors or missing information.

HR Department HR Admin * Manage job vacancy announcements.
* Upload Job Description card.
* Approve announcements and open them for applicants.
* (Cancel announcements and hide them from applicants.
* Return announcements to employment entity in case of errors.
* Update compliance status for applications.
* Display applications to the relevant employment entity.

Chair / Head of Section Chair/Manager View all job vacancies and applications for related entity.

President President View all job vacancies and applications.
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Accessing the Job Vacancies Screen  cemjodman ey

to Add an Announcement By Secretary (1)
N\

My Affairs CoordinatiDQ My Tasks )

Vacations ‘ ‘ Leaves Fingerprint ‘ ‘ Supplies Job Vacancies

» My Tasks * Job Vacancies

Filtering Criteria

Employment Type: |_A|| - | Application Start Date: [ ]

Employment Term: |.AII v | Application End Date: [ ]
HR Job Title: Al ‘ v | Degree: Degrees ¥

Employment Entity: |_A|| ‘ - | Required Certificates: |Certiﬁcates ‘ = |
Job Description: [ ]

Required Documents: | L ‘ M |
Status: | S ‘ - |

Columns to Show in Results
L lan

|
|

| Employment Entity Type L Required Certificates | |Job Vacancy File

| Employment Term L Required Documents |

| Job Description Card
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to Add an Announcement By Secretary (2)

Columns to Show in Results

P
|:| Employment Entity Type \:\ Required Certificates |:| Job Vacancy File
|:| Employment Term ‘:‘ Required Documents |:| Job Description Card
|:| Employment Type \:\ lob Description |:| Created By
|:| HR Job Title ‘:‘ Specific Conditions |:| Creation Date
|:| Application Start Date \:\ General Conditions |:| Last Modification Date
|:| Application End Date |:| Last Modified By
| A Search

Note: The application count column will not be visible until the Show to Employment Entity has been enabled by the HR department.
Note: You can not return the job vacancy to the HR department until the Show to Employment Entity has been enabled by the HR department.

Job Vacancies
(10f 1) . || < »> | »1 | |Ow
Job Vacancy Title & ‘ Employment Entity < Status < Applications %
1 o Cl]Ck On No records found
add : :
# Review el View B Export ‘
Total Rows: 0
N
+ Add
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Adding a Job Vacancy Announcement

By a Secretary (1)
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Job Vacancy Information

Job Vacancy Title: * L’;bjg.w[}nﬁfuug_;jgc,aqdnw

Employment Entity
Type:

‘ Information Systems and Technology Center

‘ Permanent | ¥ ‘
‘Adminstra‘rive = |

‘ Center

‘-.‘

Employment Entity: *

Employment Term:

Add announcement
information

Employment Type:
HR Job Title: * ‘ Research and Teaching Assistant | - ‘
Application Start
Date: * [01{08/2025 ] - didoghl ulyladacag by -
B dlax Al ety Caprlis aanad @
Application End Date: * [30{09[2025 ] _Next Generation Firewall, Web Application Firewall slaclg 5ls) @
o . Agiudaiy dakaig Ll oY Lol Csluglaal) dulw slic)
lob Description (AR): paslud iy ASA Akl (Sgions @
alailly Alerealt oyl Blise (Joog s
laall a8 $Lal IS o dodsd! Bage e Ll o
- dpagladll Jaall (g g - (pa duaall ddjaalt pglat @

Job Description (EN): *

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

- daab gl ililafuaag Calsly

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.

® dladlly Alaiveall gl Blio o Lo,

o sylaall Ladl pU3l U3 0 Aol Bage (e sl

o dpaplaill Jaall fyg ygiam> IS 0 080 dBasll pglat

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

a )

{ - Back Save
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Adding a Job Vacancy Announcement
By a Secretary (2)

Specific Conditions
Note: Your changes will not be saved until you click the check mark under edit column.
Specific Conditions \ Manage
el @ >~ announcement
D[::’:rlaz Condition (AR) ¢ Condition (EN) SpeCiﬁC
) OF Ji Y e dlo 153 Jes L.sh_jgi gl @le (3 ogns B0l dags Bachelor degree in Computer.
du minimum grade of Good.
2 Alsteo L-};jl-u'm‘_j{ﬁill S By dxw 1Bl Experience: At least one year in the field of c 6
3 Bloeag A5 el Aol dalli Balz ). Proficiency in English, including reading, writing, and spe 6
4 Bl cYlzes (§ Asains 43,04, Network Switches, Firewalls, ::?tir;\zesdal:wgo::\igai sm TEITELT TR T LI B ' 6
5 Gl adll Jizee (§ 48141 Bolga. Professional certification in the field of cybersecurity. s 6
5 polg Jua 3 R & 4,2 Windows Server, Linux. gzg\zlre;f; E;Zitver operating systems, including Windows o e
7 Mzl otlaall Badan 3lay lad Adle Sillpa Lad 055 Ol Must have strong skills in documenting processes and changes. " 6
8 e il hyﬂi}db»[j,‘_a._\iﬂtds.aﬂﬂlg digyall Flexibility and adaptability in changing work environments. ' 6
] Jirwa Ky slgall JuSlg caldli gkt e 5jul Ability to self-develop and complete tasks independently. s e

Total Rows: 10

+ Add

FrY

LTE)_\LII Zas rell] L}L Byaah

Ability to work effectively as part of a o
team.
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Adding a Job Vacancy
By a Secretary (3)
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Announcement

General Conditions

Note: The General lob Vacancy Conditions will be entered by staff of the Human Resources department.

/

General Conditions

- < [ =3 -1

Display Order £ Condition (AR) ¢

Condition {EN]‘\

View
general

conditions

\

ﬁﬂ

Mo records found

Total Rows:

Select Required Certificates

Degree:

Required Certificates:

Selected Degrees: High School, Bachelor.
Selected Certificates: High School Transcript, High Sc

Select Required Documents 1

Note that your modifications will not be permanentl

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

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

‘ Degree| ~

| Certificates

@

@ High School Transcript -~
@ High School Diploma

@ Bachelor Degree Certificate

@ Bachelor Degree Transcript -

Required Documents:

Specify required
— certificates list. \

Jegree Transcript.
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Adding a Job Vacancy Announcement

By a Secretary (4)
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Select Required Documents

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

Required Documents: [Documents ‘ - |

Selected Documents: Certified Civil Status 1D, Certifie
Married Individuals.

Certified Civil Status ID o

Job Vacancy File 1 Certified Copy of the Birth Certificate
Non-Conviction Certificate

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

NEEE®

————— Family Book Copy for Married Individuals «
+ Choose 2+ Upload @ Cancel

- =

cate, Passport Copy, Family Book Copy for

Job Vacancy File

Uploaded File: Job Vacancy File o 6

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

+ Choose | # Upload @ Cancel
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Adding a Job Vacancy Announcement B e
By a Secretary (5)

Motes

Bureau Notes:

Manager Notes:

HR Notes:

Save modificat'ins

¢ Bk |[® swe |[® submit | &ubmit and send to manager
N
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Accessing the Job Vacancies Screen

by Dean/Manager
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Course Sections

Student Details

Withdrawal

Post gment

Job Vacancies

* Dean's Tasks * lob Vacancies

Erasmus+ Europe

Grades Submission

Leaves

Students Clearance

Evaluations

Reports

Fingerprint

Deprivation

Advisors

Dual Studies

Supplies

Workloads

A
Manager
My Affairs Manager's Tasks
side
Vacations Leaves ‘ ‘ Fingerprint ‘ ‘ Supplies Job Vacancies
My Affairs Academic Affairs Dean's Tasks

GY Outgoing Applications

GY Internship Apps

&Y Scholarships

Major Transfer
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Managing Job Vacancies by Dean/Manager (1)

Note: The application count column will not be visible until the Show to Employment Entity has been enabled by the HR department.

Mote: You can not return the job vacancy to the HR department until the Show to Employment Entity has been enabled by the HR department.
| Job Vacancies |
| {1 of 1) ta || e e 2w |

Employment Entity %

Pending Manager

3l | o b " Systoms G o
ihbes gl pan iy domer A Lus Infarmation Systems and Technology Center "

Canceled by Human

L] al 340k
e Gl f puap Gy ong dlons Infermation Systems and Technology Center Resources Department

View ] #  Return to HR B  Export
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Managing Job Vacancies by Dean/Manager (2)

When manager send job vacancy to HR, he can’t make any edit on it.

Bureau Notes:

e

v

When you approve the job vacancy you can not undo this action. Are

you sure?

rApproved By Manager

Manager Notes:

HR Notes:

¢ Bak || ® Sawe fﬁe Return

» 15 Digital Transformation Office 1/09/2025
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Managing Job Vacancies by Dean/Manager(3)

[y

When manager send job vacancy to HR, he can’t make any edit on it.

Bureau Notes:

ke

Are you sure that you want to return the job vacancy to bureau ?

Return to Bureau to update uploaded file. -
Manager Notes:
-
i
HR Notes:
-
- Back ] [ B
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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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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

19

Digital Transformation Office

1/09/2025



awa )Vl asilelVl deolnll

German Jordanian University

Review and Evaluate Job Applications (3)

Family Book Issue Date Bachelor Maximum GPA Limat Phd Graduation Year
Committed to Service Bachelor Rating, Phd GPA
Commitment Entity Name Phd Maximum GPA Limit
Husband/Wife Name Phd Rating
Husband/Wife Nationality Phd Thesis Title

P Search

Note: You cannot modify the compliance status if the option to show applications to the employment en’
Job Vacancy Applications
(lofl] - < |T| > L

Publications
Languages
References
Creation Date
Submission Date
Submission Status

Compliance Status

Applications are
displayed according to

Full Name & Eiﬂiﬁ:ﬁeﬁb lzlii;teﬁ:&t Natior the search Criteria,
~ | | Application Title ¥ Institution ¢ T . 3
- | allowing HR to review

s . N . ordanian and extract relevant

Al = . .

n o information.

MZ::_' View Programmer U;alii'm:m oréaman Jordanian 394

4 G >

¥ Mark as Compliant #  Mark as Non Compliant B Export
+  Back =3 Print
20 Digital Transformation Office

1/09/2025

A



dawayVl aleVl deolall

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
(1 of 1) - < @ - - |2 %
Most Recent Most Recent
Full Name & Experience Joh Experience Nationality #

¥ Mark as Compliant

‘i Mark as Non Compliant H B Export

L] [—] Application Title & Institution & [—
E Programmer ZU Jordanian
|:| R 1ew Programmer Ger Jor Jordanian
M Um
4 G

Total Rows: 2

- Back Hﬂ

Select the application,
then click ‘Mark as
Compliant’ or ‘Mark as
Non-Compliant.’
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Change Application Compliance Status (2)

» 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
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Return to Human Resource Department

23 Digital Transformation Office 1/09/2025



auyVl alelVl agolnl
German Jordanian University

Return to Human Resources Department

When you return this job vacancy to the HR department, you will no
longer be able to view the received applications. Are you sure you

want to proceed with returning the selected job vacancy to the HR

department?
MNote: The application count column will not be visible until the Show to Employmer]
MNote: You can not return the job vacancy to the HR department until the Show to Employment Entity has been enabled by the HR department.
Job Vacancies
{1of1) 1 || <= E LI ] EI
Job Vacancy Title & Employment Entity & Status & Applications ¥

Approved by the

Payroll Section Human Resources

Pepartment

4

| # Review H A Wiew Jm 1 Export |

Total Rows: 1

|l + Add |
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