
Job Requisition Template 

 
Purpose: 

The purpose of this template is to provide guidance and a method for collecting necessary information when 
creating the job requisition in Workday. To ensure all position information is effectively captured, the supervisor 
of the position and the Department Admin/Workday Initiator should collaboratively complete this process. 

 

Instructions: 

The supervisor of the position will use this editable template to input position details (editable fields are in red). 

The Department Admin/Workday Initiator will then transition/copy the position information to the corresponding 
fields within the job requisition in Workday. For guidance on completing the job requisition, please review the Create 

a Job Requisition in Workday guide. 

*Important: Once the position information below is entered into the job requisition in Workday, only the 
Department Admin/Workday Initiator will be able to view that information. 

 
 

 

Job Posting Title 

The title input in this field will appear in the advertised job posting. 

Example: 
 

 

Job Posting Title (for your position) 
 

 

Justification 

 
Use this section to indicate the justification/reason the position is needed. This section will not be included in 
the posting. 

 

Faculty example: 

 



Staff or Professional example: 
 

 
 

Service example: 
 

 

Justification (for your position) 
 

 

 

About this Opportunity 

 
In the advertised job posting, this section will provide the applicant with promotional information about the job 
and department. 

 
Include the following: 

• Promotional paragraph/overview of the job function highlighting key 
aspects of the role 

• Description of the ideal candidate 

• On-campus or remote expectations 

• Application deadline date 

• Open and close date for the position 

• Open Until Filled with the consideration date option (available for full-time faculty only) 

• Employer will consider sponsorship (available for tenure-track faculty vacancies only) 

• Candidates for searches must have current authorization to be employed in the 
U.S. without employer sponsorship (required for all other vacancies) 



Faculty example: 
 

 

 
 

 
Staff or Professional example: 

 

 

The Department of (X) at Ball State University welcomes applications for a full- 
time Assistant Professor qualified to teach in one or more of the following areas: 
introductory programming, game design and development, web and mobile app 
development, cybersecurity and secure software design, digital forensics, or 
data analytics and machine learning. Courses will be taught in face-to-face and 
remote settings. The ideal candidate will possess a combination of academic 
qualifications, technical expertise, teaching experience and research potential. 

 

The influence of computers and computing algorithms is found in every aspect 
of modern life, from social media algorithms, business decision making, web 
applications, self-driving vehicles, AI chat bots, encrypted secure 
communication, and data analytics. On the forefront of the digital age, we 
prioritize people over machines, using the vast computing power available today 
to generate solutions for the complex problems. 

This position is open until filled with a consideration date of: April 15, 2025. 
Candidates submitting application materials on or before this date will receive 
full consideration. 

 
Candidates for searches must have current authorization to be employed in the 

U.S. without employer sponsorship. (Non-Tenure Line) 

OR 

Employer will consider sponsorship. (Tenure-Line) 

Ball State University is searching for a customer service and detail-oriented person 
to join our team. Joining colleagues in the Support Services unit, this position is 
responsible for monitoring conditions of the department, including assessing and 
documenting facility issues, processing coin operated equipment and bill changers, 
providing loading dock services for collection materials, furniture, and supplies. 
This position also plays a pivotal role with internal asset tracking and space 
imaging through software. Our department is committed to maintaining a positive, 
collaborative, and inclusive work environment, where your success is supported. 
This is a full-time opportunity that comes with a great benefits package, including 
generous paid time off and 10 paid holidays, University-funded retirement 
programs, medical and prescription plans, dental, flexible spending and health 
savings accounts, tuition discounts, and much more! Come be a part of our team! 

This position requires a full-time on-campus presence. 
 

Open/close dates: April 1 - April 15, 2025. Application deadline: April 15, 2025. 
 

Candidates for searches must have current authorization to be employed in the 
U.S. without employer sponsorship. 



Service example: 
 

 

 

 

About This Opportunity (for your position) 
 

Ball State University Dining has an opportunity for 2nd shift Custodians on the 
beautiful campus. This opportunity comes with excellent pay and a great benefit 
package that includes medical and prescription plans, dental, flexible spending and 
health savings accounts, paid time off, holiday pay, University-funded retirement, 
tuition discounts, and more! 

 
The ideal candidate will be flexible, and will possess great customer service skills 
with a willingness to learn. 

This is a full-time, on-campus opportunity. 
 

Job open/close date: May 21 - June 7. The application deadline is: June 7, 2025. 

Candidates for searches must have current authorization to be employed in the 
U.S. without employer sponsorship. 



Job Description - What you'll do and what you'll bring 

 
In the advertised job posting, this section will appear as: What you'll do and what you'll bring 

The information in this section should pre-fill from the existing position. However, if it does not (or, if this is a 
new position), use this section to include the job description details listed below. 

• Position Function 

• Duties and Responsibilities 

• Supervision (if applicable): this duty must be added if the position responsibilities 
include supervision. For example: 

o “This position supervises a team of (job title).” 
o “This position supervises one or more student employees/graduate 

assistants.” 
o “This position supervises one or more employees.” 
o “This position will supervise one or more employees and/or student 

employees/graduate assistants.” 

• Minimum and Preferred Qualifications – for all employee groups, minimum and preferred 

qualifications are no longer broken out by education, experience and other.  
 

Workday User: Text appearing within this section can be formatted in Workday to highlight/separate key 
information. 

Faculty example: 

 
 



Staff/Professional example: 
 
 

 
Position Function: 

The incumbent provides leadership and management of daily operations supporting 
registration, university final grading processes (which include part of term and end of 
term, incomplete grade updates and maintenance, and ongoing change of grades), 
academic history, and transcript services. This role will develop and implement 
process improvements, policy interpretations, and medium-scale change initiatives to 
enhance institutional effectiveness. The individual in this role will proactively assess 
operational needs, implement innovative solutions, and drive process enhancements 
while ensuring compliance with federal, state, and institutional regulations. 
This position will analyze and utilize data to support decision-making and promote a 
culture of evidence-based practices. The incumbent will develop and maintain 
standard operations documentation and deliver training programs related to 
registration, university final grading processes, academic history, and transcript 
management to advance institutional knowledge and support professional 
development. 

 
Duties and Responsibilities: 

 
1. Provide leadership and management of daily operations related to registration, 
university final grading processes (which include part of term and end of term, 
incomplete grade updates and maintenance, and ongoing change of grades), 
academic history, and transcripts, ensuring operational excellence and regulatory 
compliance. Troubleshoot and provide solutions to complex customer inquiries. 

 
2. Assign and review work, orient and train staff, and make recommendations in all 

areas related to supervision, including but not limited to interviewing and selection, 
compensation, performance appraisal, training, and career development. 

 
3. This position supervises one or more employees. 

 
4. Etc. 

 
 

Minimum Qualifications: 

 

• Bachelor’s degree from an accredited institution. 

• Minimum of two years of experience working with complex database 
systems and student information systems in a higher education setting. 

 
Preferred Qualifications: 

 

• Master's Degree 

• Direct experience in a college or university Registrar’s Office. Demonstrated 
success in evaluating and improving business operations. Experience with 
Banner student module, Parchment, and National Student Clearinghouse. 
Demonstrated ability to lead teams and manage personnel; prior experience 
in training development and staff supervision. 



Service example: 
 
 

 
Position Function: 
Under supervision, perform routine heavy labor duties in a food service area. 

 
Duties/Responsibilities/Requirement: 

1. Organize, scrape, prewash, lift and rack items to be washed, set up and operate pan 
washing machine, store items, maintain sanitary work area. Requires the physical ability 
to stoop, crouch, finger, reach, grasp, walk and/or stand for extended periods of time, 
and exert up to 100 pounds of force occasionally, up to 50 pounds of force frequently, 
and up to 20 pounds of force constantly. Task requires the visual ability to read cleaning 
compound labels, directions, visually inspect pots and pans for cleanliness, etc. Task 
requires the ability to use mechanical pan machine, scrapers, pans soak dish rack, 
cleaning compounds, water spray nozzle, and garbage disposal. Task exposes employee 
to various working conditions such as steam heat, noise, chemical cleaning supplies, 
etc. Task requires ability to receive, comprehend, follow, and provide oral instructions 
and information and to read, comprehend, follow, and provide written instructions and 
information. 

 
2. Lift heavy objects as needed. Requires the physical ability to stoop, kneel, reach, 
stand, walk, push, pull, grasp several times during work shift, and exert up to 100 
pounds of force occasionally, up to 50 pounds of force frequently, and up to 20 pounds 
of force constantly. Task requires the visual ability to read a scale, read label directions 
and perceive depth. Task requires employee to use an analog and/or digital scales, 
flatbed carts with dollies and 2-wheel carts, etc. 

 
3. Etc. 

• High School diploma or equivalent (GED). 

• Must have clean body, teeth, hair, nails, and clothing. 

• No allergies to soaps, cleaning agents, chemicals, or other materials or 
environmental factors in food service, e.g., steam, dust, etc. 

• Must be able to read and comprehend all specified policies and procedures for 
safety, hazardous materials information, and University policies, procedures, 
communications, and perform basic mathematical calculations. 

• Must be able to perform all physical and mental requirements outlined in each 
job duty/responsibility. 

• Must have at least one year work experience (full time or part time). 

• You must be 18 years or older. 

• Six (6) months successful employment in a commercial custodial position 
performing similar duties to those expected at BSU. 

 
Minimum Education and Experience: 

 

Preferred Education and Experience: 

 
 

 
Job Description - What You’ll Do (for your position) 

 



Additional Instructions for Applicants – How to apply 

In the advertised job posting, this section will appear as: How to apply Use this section to provide 
the applicant with the following: 

• Departmental or Search committee contact information (email address/department 
phone number) 

• Required application documents 

o Cover Letter 

o Resume’ 

o Curriculum Vitae 

• Instructions for attaching and uploading documents 

• Add notation: Do not use the autofill from resume feature 

• Add to this section the length of posting needed – Your HR partner will update the requisition 

to show an “applications accepted through date” for the posting view.  
 

 

Faculty example: 

 

 

Staff/Professional/Service example: 
 

 
 

Additional Instructions for Applicants (for your position) 
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