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AGENDA

BILLBOARD PROJECT GOALS

WHAT CHANGED AND WHEN?
* DETAILS TAB CHANGES
 NEW: POSITION & DESCRIPTION TABS
* REQUIREMENTS TAB — REFERENCE PROCESS EXPLANATION

NEW: DOWNLOAD ADVERTISEMENT PDF & APPLY PAGE TEXT

UPDATED RESOURCES



Billboard Project Goals

The Description used to contain all details of a recruitment and was
equivalent to the “ad.” Some information had o be re-entered into
multiple fields.

“Billboard” functionality:
« Cuts down on repetitive entry & reduces errors
« Organizes the recruitment so that the applicant-facing apply page

shows everything the applicant needs to know about the
recruitment

« Produces a downloadable flyer or copyable apply page text for
placing ads and outreach



What changed and when?

Billboard required an incremental approach
It wouldn't have been possible to stop all searches, implement the
changes, and then start up again.

« On March 25™, UC Recruit added two “new’ tabs under search

info.
« Additionally, fields within existing tabs were rearranged or new

flelds were added.

To avoid confusion, recruitments created before March 25" were not

affected by the March 25" changes
**Be careful about copying and pasting

UC Recruit Training site: http://recruit.ap.ucsb.edu/training
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POSITION & DESCRIPTION tabs

) The Details tab had gotten too cumbersome.
- The new Position and Description tabs pull out

some of that information and organize it more
intuitively.

Old Details subsections: General Information, Contact Information,
Description, Dates, Title Information, Internal Analyst notes.

New Details subsections: General Information, Search Tracking,
Contact Information, Dates, Infernal Analyst Notes.



DETAILS Tab

SEARCH INFO

Details

Position
Description
Requirements
Qualifications
Diversity
Advertisements
Selection process
Committee
Documentation
Disposition reasons

Conclusion

TOOLS

Activity log

Delete recruitment

Details

© Applicants cannot apply to the recruitment because its dates have yet to be set.

& https://recruit.ap.ucsb.edu:48908/JPF00633(Preview) IEZ3 Download Advertisement @® Not submitted for approval

General information @ edit O Dates & edit

) Name  TEST-Art Format  Missing
) Jobnumber JPF00633
£} Homedepartment  Art/College of Letters & Science -
Humanities and Fine Arts

Internal analyst notes = + Add

Not yet provided
@ Search tracking @ Edit

Search breadth  Missing
Initial search allocation  Missing

@ Contact information @ Edit

Address  Missing
Faculty/Staff contact  June Betancourt @
Publiccontact  June Betancourt @

3 Helpcontact Help@



DETAILS Tab

OLD

> NEW

Details

& Applicants can apply to

& https://recruit.ap.ucsb.e

General information

Name

Job number

Home department

Salary control

Job location

Search breadth

Initial search allocation

Approved search area

Details

® Applicants cannot appl
recruitment, as it close
& https://recruit.ap.ucsb.

General information

i3 Name
Job number

i Home department

®Searchtracking ®

Salary control
Search breadth
Initial search allocation

——

Details
separated
into:

General
Information

&

Search
Tracking



DETAILS Tab

Contacts & Links (under the Details tab)

You may provide optional links to relevant welbsites as desired they will be
shown on the apply page in the order shown; drag to reorder.

OLD NEW APPLY PAGE

Apply link: https://recruit.ap.ucsb.edu:48%908/.
Help contact: cognitivesearch@email.edu

ontact informati Contact information

Address Successful candidates will have a record of ¢
Sciences and Division of Mathematical, Life

Staff contac memory, thinking, and consciousness.
Faculty/Staff contact

The Department is especially interested in ¢
teaching and service appropriate to the posi

Public contact

%) Help contact

) De partmen Department: http://deptwebsiteucsb.edu

N

POl Lab " Lab: http://labwebsiteucsb.edu




DETAILS Tab

Dates
iInformation
continues to
show up under
Deftails

Title information JIE:

OLD | > NEW

Dates | & edit Dates @ edit

Internal analyst notes

Not yet provided

Title Information no
longer under Deftails —
now on the Position tab



POSITION Tab

SEARCH INFO

Details

Position
Description
Requirements
Qualifications
Diversity
Advertisements
Selection process
Committee
Documentation
Disposition reasons

Conclusion

TOOLS

Activity log

Position
@ Position details @ edit

) Joblocation |
Salaryrange |

) Anticipated start <
%) Position duration <

) Percenttime |
Rank/Step |

@ Title information LGS

Title codes
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5} Positiontitle



POSITION Tab
- Position Details  reensear

Job location

Anticipated Start

Salary range

Date —

required if senate” <

search; optional
for non-senate

Percen t time

All other fields are optional  Renwster

Save changes ]

Even if you enter salary
range or rank/step, it will
not appear in the ad



POSITION Tqb Title information
- Title Information

Title codes

x003310: ASSOC SPECIALIST (Non-senate)

Position title
% 003320: ASST SPECIALIST (Non-senate) [

Ophongl Position title

CThis is optionD

SSOC SPECIALIST Senate level: Non-Senate @ A
55T SPE( Position title
e®

1emicPO  The human readable name for the position.

onal @ What will go on the business cards, free of
UC Path jargon. "Manipulation and Cancel
Sequencing Specialist” instead of “003310:
ASSOC SPECIALIST"



DESCRIPTION Tab

SEARCH INFO

Details

Position
Description
Requirements
Qualifications
Diversity
Advertisements
Selection process
Committee
Documentation

Disposition reasons

Description
@ Position description & edit

I3 Lorem ipsum dolor sit amet, consectetur adipiscing elit. Etiam

quis magna ut ante aliquet mollis non id diam. Quisque quis
libero ultricies, egestas nisi sollicitudin, accumsan sapien.
Vestibulum diam orci, aliquam et aliquam a, aliquam id sem. Sed
euimperdiet arcu, a gravida nisi. Nullam pharetra maximus
consequat. Nunc consectetur, sem sit amet venenatis
consectetur, tellus dui pulvinar leo, quis lobortis mi lorem non
felis. Donec ullamcorper tincidunt mollis. Suspendisse ut elit
lorem. Duis scelerisque vulputate est, fringilla pretium nisi
egestas vitae, Suspendisse potenti.

The University is especially interested in candidates who can

Conclusion contribute to the diversity and excellence of the academic
community through research, teaching and service as

TOOLS appropriate to the position.

Activity log

Delete recruitment Standard text

Standard text is set by your campus admin and will appear in the ad

23 The University of California Santa Barbara is an Equal
Opportunity/Affirmative Action Employer advancing inclusive
excellence. All qualified applicants will receive consideration for
employment without regard to race, color, religion, sex, sexual
orientation, gender identity, national origin, disability, age,
protected veteran status, or other protected categories covered
by the UC nondiscrimination policy.



DESCRIPTION Tab

What needs to go in the Description?

« Anything you want applicants to see that
doesn’t already have the green “AD"
badge

« The campus diversity statement (RB VII-7):

“The University is especially interested in
candidates who can contribute to the
diversity and excellence of the
academic community through
research, tfeaching and service Qs
appropriate to the position”

EEO/AA diversity tagline text
intfo is now automatically
included under:

“Campus standard text”
The University of Californiais an
Equal Opportunity/Affirmative
Action Employer. All qualified
applicants will receive
consideration for employment
without regard to race, color,
religion, sex, sexual orientation,
gender identity, national origin,
disability status, protected veteran
status, or any other characteristic
protected by law.

IMPORTANT!! all outreach, e.g. social media, emails, etc, must still include
some form of EEO/AA diversity tagline



REQUIREMENTS Tab - Reference Process Explanation

Enter applicant-facing information about reference requirements
through the Reference Process Explanation field

« Explains how references will be used and/or contacted
« Text entered will display publicly to applicants

« Required for Contact Information Only and Letters of
Recommendation

» Should cut down on the incoming support questions from
prospective applicants



REQUIREMENTS Tab - Reference Process Explanation

Requirements

oReferences & Setup

Departments must

Reference type Contact information only
3required; 2 optional (5 tota f
ollo hat they
Reference process explanation Applicants who advance to the shortlist will have their w w
references contacted by the department. Solicitations will ° ,
be triggered at the time that applicants accept an invitation s ay fh ey W"l do.
for interview. Applicants should provide 3-5 names with
contact information.

Reference visibility Visible to all reviewers

Requirements Tab > Reference Process Explanation:
How and/or when are references to be contacted? Text will display
publicly to applicants.



Reference Process Explanation - examples:

Letters of Recommendation (example):

a) Applicants should provide the names and contact information for 3-5 references and
must request letters of reference within the system in order to complete application
requirements.

Reference requirements

Reference type

None Contact information only [ Letters of recommendation ]

Applicants will be asked to name references, and the applicant must request letters to complete their application
Reference process explanation
Applicants should provide the names and contact information for 3-5 references and must request letters of
reference within the system in order to complete application requirements.
Details for applicants about reference collection and usage
* Required references * Optional references
3 2

EDafccaman colalllili..



Reference Process Explanation - examples:

Contact Information Only (these are just examples):

b) Applicants who advance to the shortlist will have their references contacted by the
department. Solicitations will be sent out at the time that shortlisted applicants accept
an invitation for interview. Applicants should provide 3-5 names with contact
information.

c) Applicants are required to provide the names and contact information for a
minimum of 2 references and may submit up to 2 additional optional references.
Applicants should inform their references that they may be contacted by the
department at any fime during this recruitment.

d) Please provide the names and complete contact information for 3 references. The
department will conduct a reference check for the finalist before extending an offer.

Not one-size-fits-all



QUALIFICATIONS Tab

It is now important
NOT fo put “N/A" in
the Add’l or
Preferred fields if
there are none

If these
Qualifications are
not being used,
leave them blank!

SEARCH INFO

Details

Position
Description
Requirements
Qualifications
Diversity
Advertisements
Selection process
Committee

Documentation

Disposition reasons

Conclusion

TOOLS

Activity log

Delete recruitment

Qualifications

Q Basic qualiﬁcations (required at time of application)
@ Edit

The minimum requirement to be considered a qualified applicant
is the completion of all requirements for a PhD (or equivalent)
except the dissertation (or equivalent) in Psychology or a closely
related field.

Additional qualifications (required at time of start

Not yet provided

Preferred qualifications @ edit

PhD in Psychology or a closely related field

+ Add



Download Advertisement link

o Checklist complete. When the search plan is ready,

22aifalh Details

Details
© Applicants cannot apply to the recruitment because it is Not Yol jukrstm—"—— plicants

General information @& edit

You may download the advertisement anytime during the draft stage and submit to
JobElephant or other advertising outlets for quotes on advertising.

If all looks okay, finalize your Planned Search and Recruitment Efforts.

Once your checklist (including advertising plan) is complete, you will see the
checkmark in the green circle. Submit for approval.



Or, use preview link fo copy and paste Apply page fext...

o Checklist complete. When the search plan is ready, submit it for approval

SEARCH INFO Details

Details

Position atatk T T Y LT LT T T T ase it is not yet published. When it is, applicants
. o & https://recruit.ap.ucsb.ed0)31030/JPF00137(Preview) EEBY B Download Advertisement
Description

Requirements

L General information & edit
Qualifications

....iInfto a Word document:

POSITION OVERVIEW

Position title: Assistant Professor in Cognitive Psychology
Anticipated start: Applications received on or before May 31, 2021 wi
the position will remain open until filled

APPLICATION WINDOW

Open date: April 24th, 2021
Next review date: Monday, May 31, 2021 at 11:59pm (Pacific

Anniv hv thie Aata tn ancuira fulll rancidaratinn hv tha ~ammittas



Downloaded
Advertisement PDF

This is the PDF “flyer” in draft
form (clicking on the preview
link will open to the same info
but without the watermark)

No redundancy —

for example,

Basic Qualifications is shown
under QUALIFICATIONS

It does not also appear in the
Descriptfion text

The right way to use Billboard

20430
®  Puychoingicsl and Brain oo Bmge of Laery & Scimnce - Matarnarical, Lie, and Pyl Science / UC Sants Barters
We e rol . g apolcatho this recrumert - recrd trets
el ~\ SO 71 EA
PO N OVERVIEW

Ponithon Ethe Assiv et Profesor in Cogrithve Puyc ' bogy
Astidpated start Apglication received on or before May 31 202 1 will be given prior ity comuider d ion, bt the posiion will remain cpen until filled.

APPLICATION WINDOW
Open date Aoril 2800 2021

Next review date Mondey May 31
Apply by this date 1o ersure kil corsider at

at 11 59 [Pacific Time]

hon bry the ntiee

12:59pm Padific Time)

Final date: Wednesday, Jun 30, 2021
Apgiication will continue Lo be acceplad untll ths date, but thone recsived slter Lhe review dite wil -.l\h)-:m'vnkred ¥ the position has rot yet been fille

POSITION DESCRIPTION

Tre Departmert of Paychdogical and Brain Sdences & the Univenity of Californda, Sant
heved of Assbtart Professer. The Depuriment b looklng lor esceptional individuah with per

tura irves spplications for a terure-track faculty position a
ticular emphasis in the ares of Cogritive Pyythalogy

Resporsidities of lauky membens gener slly rdude leeching ot undeny sduste sd/yy sduate keveb, recrultmed, supervivon, and mestornd

studerds, porUcipetion it univerwly service ond profesvonael & Uvities, and the developne o acthvely funded research progs e

Successful canddates will have & record of cal
o Mathe

manary, hinking, ad conscicuvres

bt ative fesearch, and will be abl Tt 4t by
yuica Schences. Exanples of research arein

e kot ard Bean
o0 attertion lagaee,

Scherces and Divisior

ticd, Life &

Thre Department b especially interested s candidates who

contritate b diversity ad excelience of the a ademic commurity through research,

e aching and service spprope e to the position
Department
L

QUALIFICA

)

Bande qualification (reg.red o trvm of sggi ka2 ony

Appilicares must have comrpleted sl reguirements for a PHO (of equivabens) in paychaogy or a reliled ares, et the duserlation at the Ume of

applica

Preferred quaifications
A denorsls ated rec of excellence in research, and a recced of jor potential for) autst sndirg tesching are desived Preferred ca

cutst ardirg record or promise of research

s will havr a

rplnhmert commersur ste Lo the stage of thelr caroer, and & commibment Lo excellence in lesching 4

mertor ek 4l Lhe under w aduste and o7 sduste levels

APPLICATION REQUIREMEN

Document reguirements

¢ Cover Letter



Downloaded
Advertisement PDF

Redundancy —
Basic Qualifications is shown
in the Description text and...

The wrong way to use Billboard

Jeb 0 PTOCE 2
*  Puychoiaglcal and Brain Scseess [ Collnge of Latery & Scimnce - LU, I <
We e ot et sccesting for tha 8

POSITION OVERVIEW
Position tth: InCognitive Pry
Anticipated start: Sy 1, 2022
APPLICATION WINDOW
Opan dabe: Apefl 28th, 2021

Nt reviow date: Mondery, May 31 2021 st 11:59%m [Pacific Time)
Apply by this dute 10 ensare fdl corsideration by the comties.

Final date: Wednewdery, Jun 30, 2021 at 11:55pm (Pucific Tire)

Applications will continms 1o be d until this date, but thoss b ol 0 P 28 ardh ba. PP e ot yet beon flled.

POSITION DESCRIPTION

The Departrnent of P ogical and Brain Sci ot e Univensity of California, Santa B: wk ications for trmch faculty position at the
lewel of Assistant Profiessor, with an antidpated start dute of July 1, 2022 The D s locking for Gonal individuals with partic ular emphasis in
of Cogritive Pyychalogy
Jites y ndiyy hewels, P
particpation Ia university service and professk P Bten andtha Aual of i actively Anded. 1 program of the high sabiy.
o a PO for n ogy or & relalnd arca, except the dissertation, at the time of spplication.
Successful candidates wil have d of coliabarati . ond will be abke 10 k g5 within the Des: { Prychobogical and Bras
‘#nd Divisio Ufe & Physical of Inchude, but are not gt
a adad. 2 anda recerd ol for Saadrad -
Sirg record or promiseof - e 10 the stage of thair caresr, and -~ P ingond
Aralioations sh PO - s ——
* Curricaium Vitse
+ Cover Letter
o5t of Past and Fi &
* Statement of Teaching
* Al losst 1 and © than
" Pliipip of
wnge for bohual
before May 31, 2021 will be given pricrity consideration, but th i wntfl fillod To apply plosse visk

Mtpy/recrdiLap ucsb.eda’apphy’ PFO0636
Questions can be @rected 1o < ogn b vesearthie il ody

The Depar wi the of the Urrough rescanch,
ching and service «a the posision.
The Usiversity of California b an Equad Opportunity Affirmative Action Emplover. Al qualified will recels for employment wittout

regrd to race, color, relighon, e, sexuil orfentation, gender identity, rationsd origin disebility status, protected vetersn stitus, or vy other charactertatic
protected by law.

Departmant |11 Se it meba e steds
Lalc hitg/Nabwebniteucsh odu



Downloaded
Advertisement PDF

...Basic Qualifications
also shows up under
the QUALIFICATIONS

heading.

This is unnecessary and
redundant.

POSITION DESCRIPTION

The Departrment of Pyychological snd Brain Sciences #t e Usiversity of California, Santa Bartars iswibes spplications for @ terure-track facelty position st the
level of Assistant Profiessor, with an anticipated start dute of July 1, 2022. The Department is locking for excepional individuals with particular emphasis in
the ares of Cogritive Peychalogy.

Resporsiities of faculty membens generally il ude teaching st undengraduate mnd praduste leve's, recruitment, supervison, and mentorship of graduste
students, participation in university service and poofessional activities, and the develcpment of i activdy funded research pro of the highest guadity.

Applicants must heve completed sl reguirements for & PO (or eguivalend) in peychology or & related ares, except the dissertation, at the Sme of spplication.

Sciences and Division of Mathematicasl, Uife & Phwsical Sciences. Exampics of research arcss include, but are not Fimited to, perception, attention, language.
memary, thinking, and consciousness.

A demonstrated record of escellence in research, and a record of (or potential for) cutstanding teaching are desired. Preferred candidates will harve an
outstanding record o promise of research sccomplishment commensurate 10 the stage of thar creer, ind & commitment to eecdkencs in teaching and
mantoring at the undeny mduates snd gradanis levds.

Apglications should be subeitted dectronically, and must inchude:
aCiwrhrdi s W has

QUALIFICATIONS

Bandc qualifications [reg.red o tivm of spgl Kasony
Appiicarts must have completed ol regurements for a PHO (or eguivabend) in paychdiogy or a releted ares, eoacegt Uhe daver Lation at the Ume of
application.

Additional guallfcathons (regurwd 5t tme of start)
NA

Preferred gualficstions
A demorals sted record of excellence in researchy, and a record of for potential for) autst andirg tesching are desired Preferred candidates will harve a0
oulslanding record of prambe of research acconplbhsent commerswr ate Lo the stage of thelr Lroer, and & commiiment Lo eccellence in Leaching and
e Lor g at the urde i aduate and g7 sdus’ e evels

APPLICATION REQUIREMENTS

Daovument regarements
¢ Cover Letter

o Curricudum Vitse - Your mosl recently updated C V.

e Statement of Past ard Future Rmesrch interests



Description no longer serves as The Ad

What if we like our old
way of using the
Descriptione

You can still upload
alternate versions to the
Ad Documents section,
including a version based
on the “old” way.

However, it becomes
another item for approvers
to check, defeats the
purpose of the Billboard
project, and could cause
delays

SEARCH INFO
Positior
Descri 1
Requiremer
Qualification

Diversity

Advertisements

isposition reasons

Advertisements

@ Planned search & recruitment efforts @ Edit

Donec risus massa, interdum non efficitur sed, maximus nec orci.
Duis pharetra egestas mi sed congue. Proin augue neque, dapibus
eget diam vitae, sagittis finibus neque. Etiam aliquet aliquam lorem.
Ut maximus hendrerit purus at volutpat. Mauris aliquam vitae urna
ut imperdiet. Vestibulum eu molestie urna.

Actual search & recruitment efforts + Add

et provided

Conclusion

Delete recruitment

maaerticomants that w he nnc
Filename

You haven't uploaded any ad documents yet — &b upload one now



What are the main differences with Billboard?

« Search plan submission now requires:
« Anticipated start date for senate searches
« Reference process explanation for both senate
and non-senate searches that collect references
as part of the application
« The campus standard text (EEO diversity tagline) will
be automatically included in the PDF download
« The Description does not serve as the “kitchen sink”
for all recruitment details.



Are there new resources?

« Search plan worksheets updated

» Lecturer Pool and Temp Research Pool advertising
templates updated

« See Creating a Recruitment section under
hitps://ap.ucsb.edu/resources.for.department.an
alysts/recruit/




Questions?

Academic Affairs Information Technology:
help@aait.ucsb.edu
(805) 893-2495

June Betancourt:
AP Associate Director
june.betancourt@ucsb.edu




