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Create or Update Job Description

TEAMS Position Resources

Review current position data:

Navigation: Main Menu > Organizational 
Development > Position Management > 

Maintain Positions/Budgets > 
Add/Update Position Info

myUFL

https://teams-titles.hr.ufl.edu/

UF TEAMS Titles

ePAF

TEAMS Positions

u Located in myUFL

u Ensure title & classification are up-to-date

u Review for accuracy

u Include with Request to Fill

OPS, Students, Federal Work Study

u Describe principle duties of position and salary on RTF

u Minimum Requirements and Preferred Qualifications, 
if any, are needed if position is posted

https://teams-titles.hr.ufl.edu/


Request to Fill Process



Request to Fill Form

u Request to Fill Form is located on the College of Dentistry Website under
Checklists, Forms, & Instruction Guides:
https://dental.ufl.edu/about/human-resources/checklists-forms-instruction-
guides/

OUTDATED

https://dental.ufl.edu/about/human-resources/checklists-forms-instruction-guides/


Reasons to use the Request to Fill Form
u New Position

u Replacement of Previous Employee

u Change from OPS to TEAMS

u Change from FWS to OPS

u Change from Student Assistant to OPS

u Reclassification of TEAMS position

u Increase in Salary

u Increase in FTE

Actions where a Request to Fill is unnecessary:

u Decrease in FTE

Always check for updated form on 
HR Request Page -- new submission 
process implemented January 2022

https://dental.ufl.edu/about/human-resources/88767-2/


Filling out the Form

u Please review the information carefully, and fill out the form as thorough as 
possible

u Remember, OPS/Students/FWS, and Adjunct Faculty positions do not have Position 
Numbers

u If this is a new hire, and the position is OPS, the Position Type is OPS-Time 
Limited (010007) – this is the most common OPS position we hire

u If replacing an employee, please list the name of the employee being replaced

u Please provide proper and thorough justification as well as a description of duties

u For TEAMS positions, attach an updated job description

u Include an updated Organizational Chart with the Request to Fill for new positions



Before submitting a Request to Fill 

u Ensure you have included the updated job description and updated org chart
for new positions

u Ensure all appropriate and relevant information is filled out correctly

u Make certain the proper approval has been received and the following
signatures have been obtained:

o Program Director/Division Director (if applicable)

o Department Chair

o Associate Dean for Research (if applicable)

o Director of SADS (if applicable)

u For any position requiring Grant Funding, Office of Research must sign off



Submission/Approval Process

u After all signatures have been acquired, the Request to Fill should be
submitted to HR

u HR presents the Request to Fill at the weekly Finance meeting

u If approved, the Finance Director and Dean will sign off, and HR will notify
the department

u If changes to the proposal are requested or the Request to Fill is denied, HR
will notify the department



What Not to Do

u For new or replacement positions, no recruitment action should be taken
prior to final approval of the request

o This includes soliciting candidates by word of mouth, posting or announcing the
position in any way or discussing salary with potential candidates

u For changes in positions, such as moves from OPS to TEAMS, reclassifications,
increases in salary or FTE, no discussion should take place with the employee
regarding any changes prior to final approval of the request



Careers at UF: Job Posting



Creating a Job Requisition

u In myUFL, navigate to Main Menu > Human
Resources > Recruiting > Job Requisitions

u Select the Main Menu icon in the upper left
corner of screen next to PageUp, then New Job

u If TEAMS position, input Position Number and
select General Recruitment Template, then
Next

u If OPS/FWS/Student Assistant, skip Position
Number and select General Recruitment
Template, then Next



TEAMS Positions
u For TEAMS positions, the first portion is prepopulated

u The Classification Title is the internal, default, title of the position and
should not be changed

u You may alter the Posting Title, if desired, to reflect a more commonly
understood working title

u Confirm the Recruitment process field displays “Standard Process”



OPS, Student Assistants, and Federal 
Work Study Positions
u Unlike TEAMS positions, the Classification Title, Posting Title, Division and

Department are not prepopulated

u Enter these fields and select the proper Division and Department

u Confirm the Recruitment process field displays “Standard Process”



Headcount Management
u Multiple positions can be posted on the same requisition 

u For TEAMS position, enter the Position(s) Number(s) and indicate if it is a New 
position or a Replacement, and the number of new and/or the number of 
replacement(s) as well as the name(s) being replaced

u For OPS, Student Assistants, and Federal Work Study, there are no Position 
Numbers, but you will still need to indicate if it is a New or Replacement position 
and the name(s) being replaced, if applicable

u Enter the Funding Source



Position Details

u For TEAMS, the Job Code will automatically populate

u For OPS, Students and FWS, no Job Code will need to
be entered

u Enter the Salary or Salary Range

u For TEAMS, FLSA exemption, Veteran’s Preference, EEO
Category and EEO Job Group Code will automatically
populate – these are not required to be populated for
OPS, Students and FWS

u Select correct Work Type

u Select whether it is a Time-Limited position
(definition to follow)

TEAMS Example

OPS Example



Time-Limited Positions (TEAMS)
u Time Frame: Time-limited positions are based on circumstances, such as funding

sources, which control the length of time for which the position is available.

u A time-limited position has the same rights as a position with a regular appointment
modifier, except such position does not have rights provided for layoff and/or recall.

u If funding ends, the employee is given a 45-day notice period.

u Refer to the Guide to Choosing the Right Category of Temporary Employee:
https://training.hr.ufl.edu/instructionguides/job_position_actions/ops_job_code_definitions.pdf

u Categories most used:

u OPS Time-Limited (Job Code: 010007): type of work performed will vary based on need, OPS employees in 
this classification are subject to a 4,176-hour threshold, the equivalent of 2 years of employment at a 1.0 
FTE

u OPS-Secondary (Job Code 010004): for employees that have a primary appointment as TEAMS or Faculty 
with UF and are taking on a temporary secondary OPS position

OPS Positions

http://training.hr.ufl.edu/instructionguides/job_position_actions/ops_job_code_definitions.pdf


Search Committee/Selection Panel

u If the Hiring Manager would like another coworker to see the applicants, enter
the name(s) here

u The requirement of a Search Committee should be checked No (Search
Committees are only required for faculty and/or Director and above position
types)



Advertising Details
u Select the Location of the position

o Anything in the dental tower needs to be Main Campus (Gainesville, FL)

u Input the Posting Begin and End Dates (minimum of 7 days for TEAMS, no minimum for OPS)

u Input the Advertising Summary
o Note: The Advertising Summary is not the full Job Description (should be 1-5 sentences and serve to

grab the applicants’ attention)

u Input Minimum Requirements (Example: High school diploma or equivalent)
o Minimum requirements are populated for TEAMS based on the class spec requirements and cannot be

modified, but requires input for OPS positions



Advertisement Text
u This text is visible to the applicants

u The Table/Format cannot be altered

u The Classification Title, Expected Salary and Minimum
Requirements is the same information already entered
in previous sections and must match

u Verify the Job Description, Preferred Qualifications,
Special Instructions, and Health Assessment
Requirement with the Hiring Manager and/or the
Position Description in the system

u Remove the quotes in the Special Instructions to
applicants and in the Health Assessment Requirement
o These are examples of what needs to be entered, so quotes

need to be removed

u Select the new Application Form option, and add any
additional questions by clicking Customize for Job if
requested by the Hiring Manager



Approvals
u The Hiring Manager may default to your name, so be 

sure to change it to the proper Hiring Manager
u The list of approvers is found on the Approvals section

u The following are Level 1 approvers at COD:
o Christina Perez: OPS, Students, Federal Work Study, and 

Postdocs
o Amanda Phelps: TEAMS

u Enter your name as Department Admin
u If you are ready to submit, change the Status to 

Pending Approval and Save
u If you notice an error after submission, contact the 

level 1 approver (Christina or Amanda) to ensure it is 
corrected



Additional Information
u TEAMS/OPS/Students/FWS requisitions can be extended at any time by 

emailing your recruiter/Talent Acquisition (talent@hr.ufl.edu) or by 
directly emailing the Core HR approver assigned to the requisition

o Note: Postings cannot be taken down sooner than the end date

o Work with the hiring manager to estimate how long the job should be posted for 
(i.e. don’t post for a month if you think it will be easy to recruit and start the 
hiring process within a week)

u Faculty and Postdoc positions are now posted through Interfolio, a separate 
system



Questions?




