	
Formatting a Job Posting w/Job Posting Template - No Online App
The purpose of the common posting template is to organize content in a consistent way across the website so that applicants can easily find similar information in the same place in each job posting. This also presents a professional image of State Agencies and the State of Kansas. 
Most Reliable Way to Format Your Job Posting:
1. Save a copy of this template as “YourJobPostingTitle_Date” to your Desktop.
2. Fill in the sections and fields with your posting information. Type in or use the handy Copy-Notepad-Paste method to avoid formatting errors:
a. Open Notepad and open your original document.
b. Copy text from original and paste it into Notepad to remove formatting.
c. Copy text from Notepad and paste it into this template in the correct section.
3. Save your file. In SHARP-Job Posting Information page, choose the Job Posting template.
4. Copy from this document (everything below the logo) and paste over top of the existing online template content (everything below the logo). 
5. Make any formatting changes that you need with the job posting tools.
<TipText>:  You will find tips on what to put into sections or fields throughout the template. If you don’t have content for a field either remove the entire <tiptext> (brackets included) or remove the field completely. 
Adding Key Words to Job Posting:  Locate the Keywords section. Replace the instructional text and brackets in the template to enter key words an applicant may search for when looking for your job that are not already in the body of your posting (ex: additional job titles, abbreviations, etc.)
How to Add your Agency Logo or Link to a Document: Link

Do not copy/paste pictures, logos or documents. Your small logo or document must be uploaded to your agency website. Once you have the URL you can add the Image or the Link[image: ]. You can make the image slightly smaller by adjusting its dimensions with Width and Height.   
[image: ][image: ]Enlarge the job posting edit screen –Use this tool to more easily view and edit your posting. 
Preview Post – Use this tool to preview your job posting before saving.


Important Information to collect before you create your Job Opening and Job Posting:
	Primary Position #:

	

	Primary Recruiting Location KS County:
(Other options: Statewide or Out of State)

	

	Recruiting Template choice:

	1014 KS Posting-No Job App


	Additional Positions (#):

	

	Additional Recruiting Locations:

	

	Additional Recruiter Employee ID:
(Other than the Job Opening Creator)

	

	Other interested parties or interviewers (Employee Id):

	


[bookmark: _GoBack]
Document last updated: 10/11/2019 11:55:00 AM
Template last updated date: 10/11/2019


Important Notice to those applying for this job:
To apply for this job, please go to the <Agency Website Name>: <website link> 
This job posting does not use this site's online application. The 'Apply for Job' button will not work.

Important Recruitment Information for this vacancy:
· Job Posting closes: <Date>
· Required documents uploaded by: <Date>

<Agency Name>
<Agency info>
<Agency website link>

About the Position:
· Who can apply: <Anyone (External), State Employees (Internal), Agency Employees>
· Classified/Unclassified Service: <Classified/Unclassified>
· Full/Part-time: <Full-Time/Part-Time>
· Regular/Temporary: <Regular/Temporary>
· Work Schedule: <Days, Shift, Times, Weekends, etc>
· Eligible to Receive Benefits: <Yes/No>
· Veterans’ Preference Eligible: <Yes/No >
· Search Keywords: <Additional meaningful words not included in the rest of the job posting that applicants may search for in the Keyword Search. Types of terms to include are location-specific (city name, facility name, specific area), industry-specific (methods, lingo, technology, certifications), alternative job titles, abbreviations for words (RN, Admin, CPA), or government terms (legislative, judicial, executive, university).

Compensation:
· Annual Salary Range: <$00,000.00 - $00,000.00>
· Hourly Pay Range: <$00.00 - $00.00>
Note: Salary can vary depending upon education, experience, or qualifications.

Employment Benefits:
· Comprehensive medical, mental, dental, vision, and additional coverage
· Sick & Vacation leave
· Work-Life Balance programs: parental leave, military leave, jury leave, funeral leave
· Paid State Holidays 
· Fitness Centers in select locations
· Employee discounts with the STAR Program
· Retirement and deferred compensation programs
Visit the Employee Benefits page for more information

Position Summary & Responsibilities:
Position Summary:
<This position is…>
Job Responsibilities may include but are not limited to the following:
· < Responsibility>
· < Responsibility>

Qualifications:
Education
· <High School, GED, Degree, Certificate, Programs, etc>
Licensing & Certification
· < Driver License, Professional License/Certification, etc>
Minimum Qualifications
· < Skills, Work traits, etc>
Preferred Qualifications
· < Preferred qualifications and skills>
Post-Offer, Pre-employment Requirements 
· <Testing, clearances, checks, investigations, documentation to be presented, etc>

Recruiter Contact Information:
· Name: < >
· Email: < >
· Phone: < >
· Mailing Address: <if needed>

Job Application Process

Helpful Resources at jobs.ks.gov:  “How to Search for a Job – Instructions” 

Required documents for this application to be complete:
Upload these on the Careers - My Job Applications page:
· Tax Clearance Certificate
· Transcripts
· DD214 (if you are claiming Veteran’s Preference)
· 
Upload these on the Attachments step in your Job Application:
· 
Helpful Resources at jobs.ks.gov: “How, What, & Where do I Upload Documents” and  “Save Tax Clearance Certificate as a PDF” 
Kansas Tax Clearance Certificate Required: Each applicant (even non-residents) applying for a State of Kansas job vacancy must obtain a valid Kansas Certificate of Tax Clearance by accessing the Kansas Department of Revenue's website.  A Tax Clearance is a comprehensive tax account review to determine and ensure that an individual's account is compliant with all primary Kansas Tax Laws. A Tax Clearance expires every 90 days. All applicants, including current state employees, are responsible for submitting a valid certificate with all other application materials to the hiring agency.  This is in accordance with Executive Order 2004-03. If you need assistance with the tax clearance, please contact 785-296-3199.
Visit the Kansas Department of Revenue - Tax Clearance website to obtain this Kansas Department of Revenue document.


[bookmark: _Hlk14781997]How to Claim Veterans Preference
Veterans’ Preference Eligible (VPE): Former military personnel or their spouse that have been verified as a "veteran"; under K.S.A. 73-201 will receive an interview if they meet the minimum competency factors of the position.  The veterans' preference laws do not guarantee the veteran a job.  Positions are filled with the best qualified candidate as determine by the hiring manager.  
[bookmark: _Hlk14781975]Learn more about claiming Veteran’s Preference

Equal Employment Opportunity
The State of Kansas is an Equal Opportunity Employer.  We value diversity, equity, and inclusion as essential elements that create and foster a welcoming workplace.  All qualified persons will be considered for employment without regard to race, color, religion, sex, sexual orientation, gender identity, national origin, age, political affiliation, disability or any other factor unrelated to the essential functions of the job.
If you wish to identify yourself as a qualified person with a disability under the Americans with Disabilities Act and would like to request an accommodation, please address the request to the recruiter.  
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