
Create a Faculty Job Advertisement (Direct Hire) 
This guide details the steps to create and post a new faculty job in iCIMS. 

1 Navigate to https://www.auburn.edu/ 

2 Click "AU Access" 

https://www.auburn.edu/


3 Click the iCIMS Hiring Platform icon. 

4 Click "Create". Click "Job". 



5 Chose the Faculty Job Template from the dropdown list. Click "Next". 

6 Complete the Job Details form. 



Tip! Please make sure to edit the "Job Description Field" for the correct title. 

7 Choose your unit's "Auburn Univ - HR Faculty" billing code to connect the 
Background Check with your unit. 



8 Chose "Standard" for the Truescreen Background Check Package. 

9 Click "Next". 



10 Complete the Job Description form. 

11 Click "Finish". 



12 Type the name of each Job approver, in order of the approval. 

Tip! The recommended Job Approval workflow is the Department Head/Chair, 
Dean, Campus HR Partner (in any order), then the Office of the Provost (Michael 
Loyd or Amanda Malone). 



13 Click "Save and Begin Approval". 

Once your Job is approved, the Office of the Provost will 
publish your Job to the Confidential Job portal. 



14 To notify your applicant to complete the application, navigate to your Job from 
your dashboard or quick search menu (shown below). 

15 Click "Postings". 



16 Click "Auburn Confidential (External)". 

17 Click "Share Job". 



18 Complete the email prompt. 

19 Click "Share Job". 


