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Create Contingent Worker Position (HR Partner/HR Coordinator)	Comment by Malina, Amanda: Is it worth adding a line explaining when this process is used to differentiate between this process and “Contract Contingent Worker – Managers Only’?	Comment by Addo, Danielle: Creating contingent worker positions
Creating contingent worker positions
If you are a manager and need a contingent worker position created for your team, please reach out to your HR Partner for assistance. You can also submit a ticket to the HR Zendesk and select the request type: Workday-Organization & Position Requests. Please be sure to complete all required fields on the form in order for your position request be completed in the requested timeframe.
1. Access the task called Create Position.
2. Enter the Supervisory Organization that the contingent worker position will sit in.
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3. Enter the required information. Note the following requirements:
a. Job Posting Title should just be an identifiable title – these positions will not actually be posted.
b. The Availability Date and Earliest Hire Date should be the earliest possible dates that the manager would fill the position. It’s recommended to use today’s date for these fields.
c. The Job Profile must be Contingent Worker.
d. The Worker Type must be Contingent Worker.
e. Time type is either full or part time.
f. The Worker Sub Type determines whether or not system access is needed.
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4. Click Submit to route to the manager for approval. The approval flow is Manager > Manager’s Manager 

a. Manager Approval
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b. Manager’s Manager Approval:

[image: A screenshot of a computer

AI-generated content may be incorrect.]






1

image1.png
MEDLINE




image2.png




image3.png
Supervisory Organization *





image4.png
x

‘

Supervisory Organizaton  Lavrence Randal

Positon RequestReason + | Create Poston > Creste
Positon » ot Budgeted

P P

Nomber of Positons~ +| 1 [C]

Hiring Restrctions  Qualifcations

Avslabity Date [ovmnse B ] @

Etenticetne 017011900 8| @

Time Type

Worker Type:

Worker Sub-Type





image5.png
Alttems

Saved Searches

Archive

Btk Aorove

Manage Delegations

Q searh
Allitems -
(@ swamens | [n]
4t Advancen seaen

Crese Postion: TestConingen. 031220257
postton

e ovo11%00

Review  Create Postion:Test Contingent Postron

For Lovrenc rancal
OverallProcess  reste st Tet Contngen Postion

Overslisats i Progress

Details to Review

PosionsCrested =

Positon Reguest Resson # e Poiion > Grest Posfion > ot Bucdetos
SobPosingTite  TestContngent Pstion

Nomier of osiions  +1

ing Restrictons
sty Date % 0V01/1900

Eost e Dte » 01011900

SobProfle % Contngent Virer
Locaton (emoty)

WorkerType # Contngent Vs
Worer Sub Type # Contactor Offce

Organizaton Assigamants.

L= |

va





image6.png
Saved searches

Archive

Bk Approve

Monsge Delgatons

Q search

Allitems.

Q searn Al tams.

Creste Posion:TestContingent
Postion

Efctne OvOV1500

s f

Review  Cresta Positon:Test Cantingent Postton

For Lawrence Randal
vl Process  Creste Posion: Test Coningent Poston
OwershStaus i Progress

Details to Review

Orgaizaon

Positons Cesied o)

Positon Request Reason + e Posiion» Crsta Position » Not Busgetes

b Posting Tl TestCantingantPostton

Namber o Posfons 1
Hiring Restrictons.

Aty Date 01011900
Eaest HireDate » 01011900
JobProfle  Contngent Woter
Locaton (emon)
TmeTpe 4 pattine
WorkerType Contigent Warker
MorkerSubType  Cotractr Offce

organization Assignments

[ =





