JOB AID – DIVERSITY NOTIFICATION


To assign Diversity Notification to your Public vacancy - within the vacancy builder process, go to Step # 7 (either when creating a vacancy, or editing a vacancy).
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Click “Assign Diversity Notification.”

Then click “Next.”

Or, if you are not ready to approve and “Finish” your vacancy you can click “Save” on Step # 7 and then answer “Yes” to close the vacancy builder.  This will allow you to skip Step # 8, complete the Diversity Notification information and come back to approve and “Finish” the vacancy later.
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Complete appropriate fields in this step, then click “Finish.”

[image: image3.png]ersity Notification
[epartment of ¥ealtn and Human Service
[PIVISTON 0F BXFRAMVERL ACTIVITIES, NOX

fiots pxei-2004-0125

Vacancy Description [Biologist

Job Cod

o202 Social Science

Diversity Hotifications Availabl Diversity Notifications Selectet

[¥oepartnent of Health and Human Servicel

2t || X cancel | [ tew





Highlight “Department of Health and Human Services” by clicking on it. Then click “New.”
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Click the + (plus sign) to expand the list of categories.

[image: image5.png]File Yacancy Applicant Report Utiity Options Window Help

Y s P e s S
] Not n

‘—1

Step #1 Select Diversity Organization(s)

Organizations Avalable: Organizations Selected:

5 W Department of Kealth and Human

“Legen

ul Organization
£ DI Category
2 Diversity Organization

Lot AddAll Digarizations in category
A irgerieaion

Expand Al

£ ted_sohaot
£ brot_nsen

. | il y

L e e o I s o e





If you would like to notify all organizations in a category, highlight the category, then right-click the category.  Click “ Add All Organizations in category.”
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If you change your mind, highlight an organization or several organizations*; you may remove only the one(s) you selected, or you may remove all organizations.  Right-click the organization(s) and click “Remove Selected Organizations,” or you may click “Remove All Organizations.”

*If you hold down the Ctrl key you may select as many organizations as you would like to remove.  To select several in a row, highlight the first one, hold down the Shift key and highlight the last one.
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If you prefer not to include all organizations in a category, you may select one organization at a time.  Left-click and drag to Organizations Selected portion, or you can right-click the organization and then left-click “Add Organization.” (The Ctrl and Shift keys do not work here.) When you are finished selecting organizations, click “Next.”
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This is where you enter the text of the message that will notify the organization(s) of your vacancy.  Although you may prepare your own message, it is recommended that you right-click in the text box and select “Use Email Template.”
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Scroll down to select template:  Bethesda – Diversity Notification.  Warning – Do not type “Bethesda;” scroll instead.
IMPORTANT:  Click “Copy.”  DO NOT click “Edit.”
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This is what the template should look like.  Be sure to scroll down and fill in your name in both places and your phone # and email address, replacing the text in parentheses.  See below.
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Click “Next” to preview the email.  You may click “Previous” to add or change anything.  It is not recommended to “Edit Vacancy Info” since this is the information that is in your vacancy. Once you are satisfied, click “Save.”
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Type in a unique name for the new DIN definition that is easy to associate with the Diversity Notification specifications (can contain any alphanumeric combination not exceeding 50 characters) and click OK.
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Click “Yes” to enter another new diversity notification and follow the steps outlined above.  Otherwise, click “No.”
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You must click “Yes” to assign the diversity notification to your vacancy.
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Your DIN definition should appear in the right-hand window.  Click “Finish.” 

For instructions on how to Edit a DIN definition, see Chapter 5.4 of the User’s Guide.
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