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Notes Step 1. Step 2 Step 3 

 
Job Card = Recruitment 
Action Form or Recruitment 
Requisition 
 
Administrative Assistants 
You can raise a recruitment 
requisition (job card) on 
behalf of your supervisor.  
Just remember that when 
you save and exit the job 
card, you won’t be able to 
see it anymore.  To avoid 
this issue you can enter 
your name as the Hiring 
Manager and then replace 
with the Hiring Manager’s 
name when you are ready 
to submit. 

Preparation Commencing the Job Card Completing the Job Card 

1. The Hiring Manager will need to contact 
your HR Liaison Team for assistance with 
developing a Recruitment Plan for the 
position.  

 
2. The Hiring Manager should also prepare or 

review the Position Description.  You will 
need to attach a Word version of the 
Position Description at step 3. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Go to PageUp on the HR webpage.  
 
2. This may bring up a pop-up blocker.  If so, 

select always allow pop-ups for PageUp.  
Alternatively, you can click here to access 
pop-up blocker settings for Chrome, and 
here for Internet Explorer. 

 
3. Click on New Job.  
 
4. Enter Position Number, or search for 

position using binoculars, or leave blank 
for a new position. 

 
5. Select your Faculty/Division/Office from 

the list. 
 
6. Select your area from the template (if 

applicable). 
 

7. For a new position, add the Job Title. 
 

8. For an existing position, check the pre-
populated fields. 

 
 

 
 
 
 

1. Position management will bring up one 
position.  To recruit for multiple positons, 
enter a number into the New and/or Existing 
box to add more rows.   

 
2. Complete the fields in the online form.  

These should be self-explanatory. 
 

3. Use the Documents tab to attach the 
Position Description. 

 
4. Select the Classification Level or Levels 

you wish to advertise. 
 

5. Click Add Selection Committee Member.  
Search for CSU staff and click Add on the 
right to select each committee member.  
Click Add New Selection Committee 
Member to add an external committee 
member.    
Hint – you may need to maximise your 
screen to see the Add button. 

 
6. Under CSU Award, select CSU Enterprise 

Agreement for professional/general 
positions or CSU Academic Agreement for 
academic positions. 

 
7. Select the approval process relevant to 

your area’s circumstances. 
 

8. Click on Save if you still have information 
to complete.  Click on Save and Exit once 
you have updated the hiring manager field 
to the correct person and to activate the 
approval workflow. 

 

https://support.google.com/chrome/answer/95472?co=GENIE.Platform%3DDesktop&hl=en
https://support.microsoft.com/en-au/help/17479/windows-internet-explorer-11-change-security-privacy-settings

