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➢ 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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➢ 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.



Responsible Person in Entities
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Entity Role Responsibilities

Secretary Job Vacancy 

User

• Verify that job vacancy announcements meet all requirements before publishing.

• Ensure that all announcement details are complete and ready for managerial 
review.

• Edit announcements in case of errors or missing information.

• Upload all related files to the corresponding announcement.

Dean / Manager Job Vacancy 
Admin

• Manage job vacancy announcements.

• Approve announcements and forward them to the HR Department.

• Return announcements 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.



Managing Job Vacancies from the Secretary Side

5 Digital Transformation Office 1/09/2025



Accessing the Job Vacancies Screen
to Add an Announcement By Secretary (1)
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Accessing the Job Vacancies Screen
to Add an Announcement By Secretary (2)

1. Click on 

add
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Adding a Job Vacancy Announcement  
By a Secretary (1)
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Add announcement  

information



Adding a Job Vacancy Announcement 
By a Secretary (2)
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Manage  

announcement  

specific 

conditions



Adding a Job Vacancy Announcement 
By a Secretary (3)
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View 

general 

conditions

Specify required 

certificates list.
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Adding a Job Vacancy Announcement 
By a Secretary (4)
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Adding a Job Vacancy Announcement 
By a Secretary (5)

Save modifications

Submit and send to manager



Accessing the Job Vacancies Screen
by Dean/Manager
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Manager 

side

Dean side



Managing Job Vacancies by Dean/Manager (1)
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Managing Job Vacancies by Dean/Manager (2)  
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Approve job 

vacancy and send it 

to HR

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



Managing Job Vacancies by Dean/Manager(3)
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When manager send job vacancy to HR, he can’t make any edit on it.

Return job vacancy 

to bureau



Review and Evaluate 
Job Vacancy Applications
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Review and Evaluate Job Applications (1)
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Review and Evaluate Job Applications (2)

19 Digital Transformation Office 1/09/2025



Review and Evaluate Job Applications (3)
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Applications are 

displayed according to 

the search criteria, 

allowing HR to review 

and extract relevant 

information.



Change Applications Compliance Status (1)

21 Digital Transformation Office 1/09/2025

Select the application, 

then click ‘Mark as 

Compliant’ or ‘Mark as 

Non-Compliant.’



Change Application Compliance Status (2)
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Return to Human Resource Department
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Return to Human Resources Department
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