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POSTING REVIEW CHECKLIST
Check the following items when reviewing job requisitions for sourcing and posting:
_____
If a Position Description Form is required, is one attached ?
_____
Are Posting Format Guidelines being followed or are required items included in posting?

_____
If this is an under fill position, is the job posted at the highest level
and is the Posting Title typed correctly?  (example:  Admin Associate 
Intermediate/Lead)
_____
Is the Posting Title appropriate or does it duplicate any active 
Market Titles?

_____
Proofread and correct any typos.

_____
Add prescreening questions if applicable (for PEP jobs only)
_____
Add PEP URL information to the requisition to both CP and

CWS (for Health System PEP jobs only) 
_____
Is job sourcing for minimum of 7 calendar days or as outlined in the 
appropriate bargaining agreement?

_____
Do the job requirements & duties make sense for the job
code/market on the requisition?
_____
Is the EPC and at least one unit person listed on the Hiring Team?

