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Introduction 
 
CIMS Job Posting Module allows you to efficiently prepare postings, distribute posting 
information automatically (email, printers, web), and manage applicants and the selection 
process.  
 
Job Postings consists of: 
a) Creating a Job Posting (position, location, responsibilities, qualifications) 
b) Broadcasting the posting to schools and/or contacts 
c) Making the Posting accessible to internal or external web sites 
d) Identifying applicants for the posting 
e) Creating Interview profiles and reports 
f) Marking the posting hire and adding position history for the successful applicant 
g) Keeping history of all postings by posting or by employee to know what they have applied 

for 
 
** Currently Applicants cannot yet apply online. We expect that this will be available later in 
2007 

Setting up to Create Job Postings 
There is very little setup required to utilize Job Postings.  A web setup item is necessary for those 
that wish to publish postings to the web. There are some codes that you may want to setup to 
make alike postings be more consistent as wording, descriptors, and qualification codes can be 
preset. 
 

Setup Job Posting Descriptors POS.215 
Use this option to setup standard position descriptors for qualifications or responsibilities. The 
system does not require you to setup any codes. By setting them up however your postings will 
look more consistent. 
 
EG: Setup Codes for standard jobs:  ie: Resource Teacher K-8, Resource Teacher High School, 
Phys Ed Teacher English K-8 …… 
 
EG: Setup Codes to describe standard qualifications for positions, ie: TEACHR to properly 
identify that all teachers must have a MB Teaching Certificate. 
 
EG: Setup codes for support/clerical to establish all necessary certifications like first aid, 
WHMIS, Drivers license  
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An unlimited number of lines can be entered to describe position qualifications and details. 
 

 
Each descriptor line for print is two lines when entering in CIMS. Do not worry about a word 
breaking badly going from line 1 to line 2 .. keep typing. When the posting prints, both lines are 
concatenated together to form a single line. 
 
 

Job Posting Web Control Options - POS.224 and Internal POS.225 
Posting information can  be presented on the web. If a district chooses to do this they also have 
flexibility to control on the website additional text and/or links to appear with the posting 
information.  Use POS.224 for external website and POS.225 for internal website.  
 
This setup option consists of two parts. Page 1 allows the district to put additional text at the top 
of the website.  Page 2 allows the district to create additional link descriptions and subsequent 
documents or other website links. 
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The district is limited to 5 lines of description for their website. 
 

Link or .pdf Document or web 
form document to fill in … 

Description  

 
Up to 9 additional links can be described. 
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As a result of the web option setups, your URL will look more complete: 
 

  
 

Maintaining Job Postings (POS.220) 
A Job Posting can be as generic or detailed as required by the inputter. Each District can setup 
their own custom overlays to decide how their posting should appear.  If your goal is to have 
your current paper posting identical on electronic version, we can do this. 
 
Posting information should never be deleted. Once the closing date expires, postings will 
automatically disappear from the everyday screen but can easily be accessed at anytime to check 
on what occurred with that posting, who applied, who won the posting etc. 
 
The posting number/identifier can be alpha or numeric and must be unique.  This is the key field 
used by applicants to apply. 
 
The postings will appear (or not) on the web according to the user indicating whether or not the 
posting should be posted. If the posting is marked for the web, presenting it on the web and 
removing it from the web are handled automatically based on the posting date and deadline date. 
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Position#: (Optional) For those districts utilizing position control, this will link your job posting 
with the budgeted position. 
 
Position: Indicate what position you are hiring for. This position code must already exist as per 
your current position history codes. 
 
Sub-Type: If applicable indicate a sub-type for the position 
 
Overlay:  Indicate what word/pdf document should be included when this posting is printed. 
Districts can setup multiple overlays (for teaching & for support) and apply them to appropriate 
postings. 
 
Location: Indicate what location ID this posting is for.  When the posting is printed - location 
description is used. 
 
Posting Date: Indicate the date this posting should be made available to the web. 
 
Post to the Web (Yes - External, No, Internal, Both): Indicate whether this posting should be 
visible. By inputting a Y, I, or both the webserver will pick it up for view based also on deadline 
date and posting date to know whether it should be appearing. 
 
Description: The description is visible on the posting header. Describe the posting highlights, ie: 
name of position and any other info you want front-centre! 
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Note1 and Note2:  This area allows you to indicate additional information about the posting that 
is not already taken care of in the header description, salary, schedule or other areas. It will 
appear in the posting directly after description details and before the qualifications section. 
 
Work Schedule: (Optional) Indicate as per your position setup (EIS.153) what schedule this 
position is for (Monday-Friday, Evenings only, etc). 
 
Schedule: In addition to the Job Schedule Code field (or in place of it), use this field to describe 
hours or days information, ie: 3 Hrs per day or Just Monday and Wednesdays ….. 
 
Responsibility and Qualification Codes: (Optional)  As per code setup (POS.215) districts may 
use codes 'Y' and a subsequent screen will appear allowing the user to input many responsibility 
and qualification codes. If you plan your posting appropriately to incorporate a qualifications 
area this will fit nicely! 

 
  
Salary: (Optional) Indicate Salary Value if you want it to appear on the posting 
 
FTE / Hours: Indicate Full time equivalency or number of hours for this position 
 
Start Date and/or Text: Indicate potential start date and in text can indicate additional details 
like ASAP. 
 
Term End Date and/or Text: Indicate expected term end date if applicable and also additional 
text if required (or until employee returns). 
 
Deadline Date/Time Info:  Indicate when this posting closes. After this date is exceeded the 
posting will automatically not be presented as Open on the website. There is nothing that needs 
to be done manually to remove the posting from 'active'. 
 
Additional Skills Page (Optional): For those districts who will want to automate inputting the 
history record into PRO.300 or for those using position management adding the skills component 
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is key to balancing your FTE. If skills are identified here they will flow to the H/R record. It is a 
district choice as to whether the skills actually appear on the posting. 
 

Additional skills link to hired 
history/position record 

 

Printing Job Postings (POS.220) 
Once a posting has been generated it can be 'P'ed right from the same option where the posting 
was created.  
 
When 'P' is selected there are many things that can occur: 
a) Printed copy of the posting with the attached overlay  
b) Copy of the Posting will be converted to .pdf and transferred to the webserver automatically 

identified by the posting#.pdf 
c) An email can get sent to all schools according to contact information indicated in the location 

definitions. (EIS.127). Email will identify the posting# and direct them to the web to review. 
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d) An email and .Pdf attachment can be sent to appropriate other departments and email 
addressed as set up in Postings distribution list POS.216 

e) Printed Copy of the Awarded Bulletin and/or email distribution same as original posting 
 
The ability for CIMS to automatically create the .pdf and post it the web simply with a 'P' is 
powerful. The user does not have to maintain a website at all. Likewise with CIMS automatically 
managing when postings should stop appearing. 
 
 

Controlling how/where/when a Job Posting Appears 
When you create a job posting you control: 
a) if this job posting should appear on the web and if so, internal or external 
b) How long it will appear on the web based on the deadline date 
 
 
 
 
 

 
 
 
 

Posting CAS/RELIEF SEC      Position SECRETARIAL     Position#              
 
Posting Date  2/03/06       Sub-Type 203             Overlay                
 
WEB Yexternal/Int/Both/No B Location 009     WRIGLEY                        
                            Deadline Date 12/31/29   Time 24Hr Clock 16:30 

 
In the example above, the Posting will appear on both the internal and external websites AND it 
will appear forever because the end date has been post-dated to the end of December 2029. 
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Applicants applying for Postings (POS.220, EIS.380) 
Existing employees or new applicants are eligible to apply for postings. If you are using 
POS.220 to key all applicants, they must first exist in CIMS (EIS.380). 
 
REMINDER: Some districts are concerned that applicants will clutter their CIMS employee 
database. Applicant information can easily be purged as long as districts are utilizing the 
applicant entry date field appropriately and because of PAY.979 to remove/delete never hired 
applicants from the system. 
 

 
Minimum Information you will want to complete if this is an external applicant: 
- Name, Address, Phone 
- Applicant Entry Date (to assist in Purging) 
- Assignment of APPLIC (must be setup by payroll one time) 
 
Additional information you can input that will assist in the hiring process: 
- Skills and Subject Areas (F20) or Skill Type selection at top 
- Years of Experience (F15) 
- Academic Degree(s), Major and Minor 
 
Whether you access Job Postings from POS.220 or from EIS.380 as you register applicants a 
screen will appear allowing you to enter applicant details about the applicant relating to the 
posting, interview, and followup. 
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Hire Type: For reporting and statistical purposes input whether this is internal, external, or a 
new grad. 
 
Declaration Type: (Optional) A district can setup declaration types for tracking aboriginal, 
foreign, or other employment types you may wish to track 
 
Interview Details: (Optional) If you choose to use CIMS to print out interview lists, letters, 
emails then input interview date and time information. 
 
Ratings, Preference, Short Listed: (Optional) These fields can be used 
 
Comments: This is an internal note area for keeping additional details about this applicant 
regarding this posting. Comment information is generally not included on reports. 
 
Hire Date:  For the successful applicant - input a hire date on who was hired for the position 
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Applicant Screening, Interview Schedules & Letters for Candidates 
At various stages in the applicant process namely: 
- inputting applicants and knowing who has applied 
- selecting certain applicants for interview and notifying them of interviews 
CIMS can be used to assist in creating reports and schedules for district office to be aware of 
interviews as well as to produce letters, email, and details to applicants. 
 

CIMS Report POS.520 Screening Worksheet 
Use this Report to get a spreadsheet like listing of applicants and at the same time request 
additional information to print  
- skills (as defined to be important by the district for this type of position), 
- experience (in and out of division), 
- academic history Major, Minor 
This spreadsheet shows all applicants and their skillsets in a fashion that may make it easier to 
review, take notes, and shortlist. 
 
At the time the user requests the report, they can identify which skills to focus on , additional 
user definable columns (A,B,C,D), as well as other experience and academic fields to print. 
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CIMS Job Posting Report POS.521 
This is a multi-purpose posting reporting option. Use this report to view several postings and 
details about the posting. Use it to show all candidates for a posting and their detailed applicant 
information (ratings, short listed, comments) as well as to include their current position at your 
district.  
 
This Report can be used to post interviews.  
 

 
Note that there is a great variety of selections when running the report as to what applicants to 
include and what information should be included about those applicants.  
 
Some districts use this option and a posting called - SCHOOLYEAR transfers to identify all 
transfers. 
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Job Posting Letters POS.522 
Letters can be done from CIMS for any applicant need. The user can create letter format(s) and 
include letterhead or any overlay and select to prepare letters/labels for any selection of 
applicant, ie: Interview letters for all applicants that have an interview date OR Rejection letters 
for all those that did not get an interview.  
 
Alternatively, there is a build file option so if you would rather prepare the letters in word, the 
employee information is available to you in Excel for merging. 
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Job Posting Statistics POS.524 
For any date range or Job Position Type district office can collect statistics per posting and in 
total of how many applicants, how many shortlisted, what type of applicants (external, internal), 
what declaration types were involved etc. This can assist in qualifying your application process . 
 
This is an extremely valuable tool ! 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Time: 18:51:01         START RANGE  9/01/05 -  6/30/06            
                       Postings                 -                 
                       Locn(s)                                    
                       Posn(s)                                    
----------------------------------------------------------------- 
NUMBER OF POSTINGS           132 TOTAL FTE  92.5780               
APPLICATIONS WERE RECEIVED AS FOLLOWS:                            
                  # CANDIDATES    %      # APPLICATIONS    %      
   # MALES              186     31.6                              
   # FEMALES            400     68.0                              
   GRADUATES             59     10.0              266    10.6     
   EXTERNAL             127     21.6              409    16.2     
   INTERNAL              87     14.8              242     9.6     
   OTHER                329     56.0             1602    63.6     
   TOTALS               588    102.4             2519   100.0     
 
VACANCIES WERE FILLED AS FOLLOWS:                                 
                  # POSITIONS     %         FTE            % 
   GRADUATES             30     18.6           7.720      7.5      
   EXTERNAL              50     31.1          26.485     25.8      
   INTERNAL              81     50.3          68.263     66.6      
   OTHER                  0       .0            .000       .0      
   TOTALS               161    100.0         102.468     99.9      
   STILL VACANT          29     22.0           9.890     10.7      
 
PERMANENT/TERM POSITIONS REPRESENTED:                              
                  # POSITIONS     %         FTE            %       
   PERMANENT              1       .8            .000       .0      
   TERM                 131     99.2          92.578    100.0      
   TOTALS               132    100.0          92.578    100.0      
    
                  #CANDIDATES #APPLICATIONS #POSN HIRED FTE HIRED  
   ABORIGINAL            15           91            4      3.010   
   PHYS DISAB             1            1            1       .010   
   VIS MINRTY            10           28            3      1.020 

 

Hiring a successful Applicant 
To complete the hiring task, job posting details are available from the position history master. 
When a candidate gets selected, PRO.300 will allow you to input a posting number and all 
information pertaining to that posting will auto-fill (location, dates, FTE or hours, position, 
skills). This should greatly enhance entering correct and concise data into position history. 
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Once a successful applicant has been awarded a position from Job Posting - information can 
easily populate PRO.300. All pertinent information found in the posting (position, date, FTE, 
skills etc) will fill into the PRO.300 details ensuring that information is accurate and correct. 
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