
Creating a Student Requisition in Taleo  

 

1. Go to TCNJ today and log into Taleo under “All Apps” 

2. Click on the Recruiting on the top toolbar

 

 



 

 

 

3. Click on Requisitions in the top toolbar 

 

 

 

 

4. Select Create Requisition 
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5.  Select Use a template, then click Next 
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6.  Select Student Workers and Work Study, then click Student Worker and Work Study Req File. Then click 

Next. 
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7.  Click on the magnifying glass to pull up the list of template options 
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8.  To find a template, type in your department name, then click on Apply Filters. Click on Select under the 

Action category to open the template. *Note - This action pre-fills the COA information later on in the 

requisition process.*
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9.  The template name will populate in the Select Template field. Click Next. 
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10.  Click on the magnifying glass to bring up a list of Hiring Managers or begin to type in your name. Click Next. 

*Note: The hiring manager will be listed as the timecard approver in Oracle Cloud* 
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11.   IDENTIFICATION: Use a descriptive name to update the requisition title. Include the academic year (ex. 

Research Assistant 25-26).  Select the Job Type (Campus Employment - On Campus OR On Campus 

Summer Position).  Update the Number of Openings and specify the hours per week (can not exceed 15 

hours during the academic year, or 35 hours during breaks).
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12.  STRUCTURE: This section will pre populate based on the requisition template that was selected. 

 

 

 

 

 

 

 

13.  OWNERS: Enter Lea DeMarinis as the Recruiter. You may add a Hiring Manager Assistant to assist with 

creating and sending offer letters (optional). You may add a collaborator to view the requisition and 

applicant details (optional).  
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14.  JOB DESCRIPTION: Fill in the necessary details to complete this section with the provided template. 
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15.  PROCESS: Ensure that Student Candidate Selection Workflow is selected. 

 

 

16.  JOB INFORMATION: Select from the drop down menu if you plan to hire a pre-selected student candidate 

directly or not. 
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17.  PROFILE: Select how long to post this position on the student employment careers website. Fill in the 

hourly rate or stipend amount. *Note: current minimum wage is $15.49 per hour. Stipend positions must be 

pre-approved by the department before creating a requisition.  
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18.  If this position is working directly with minors or special populations, select Yes. If this position requires the 

employee to drive, select Yes. Either one of these details will require a background check in the onboarding 

process.  

19.  Follow the Payroll Calendar to select Start Dates and End Dates. You can find the payroll schedule at 

https://payroll.tcnj.edu/payroll-schedules/. *Note: the start and end dates of a position must fall on a 

biweekly Saturday “start date” to allow payment processing. 
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https://payroll.tcnj.edu/payroll-schedules/


 

20.  An HR recruiter will be able to adjust the Questionnaire section on your behalf, if necessary. Select specific 

questions to be “required” to help with your pre-screening, if desired.   
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21.  BUDGET: Use the dropdown menus to indicate if the position is grant-funded or not. The template selected 

in step #8 will auto-fill the budget details. If the budget details are incorrect, you may need to select a new 

template, OR select Yes to the section budget/compensation question.  
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22.  BUDGET:  If the position is grant-funded OR requires different COA details, fill in the following fields. You 

may consult with your department’s budget manager for the correct information. *Note: Be sure to include 

the percentage of cost associated with the grant-funding code, or the COA information included. 
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23.  Scroll to the top of the page and click the save button and revisit any questions you may have missed. Click 

the blue Done button when complete.  

 

24.  Click the More Actions drop down menu, and then Submit for Approval.  
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25.  Required approvers for student positions include yourself and your direct supervisor. *For grant positions, 

you will add Jeanette Vega. Add your initials to the comment section and then click Submit for Approval. 

 

26.  Once your requisition is approved, the recruiter will be notified, and contact you once the posting is ready 

for students to apply.  
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