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POSITION DESCRIPTION TEMPLATE APPROVAL 
PROCESS 

The Approver will receive an email notification that the position description has been classified, and a job is awaiting 
approval. 

 

A. In the MyCSUDH dashboard, click 
on Recruiting>CHRS Recruiting. 

 

  
 

Authenticate using your campus 
username and password. 
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MY DASHBOARD 

1. In Approvals tile, 
select Jobs awaiting 
your approval 

 

Dashboards vary by 
permission role  

 

 

2. Click View to approve 
appropriate position 
description template  
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3. Review the position 
description template in its 
entirety  

 

 

A. If you are not ready to 
approve, do not decline or 
save draft. Press cancel 
and communicate with 
the classifier. 
 

B. Once an agreement has 
been reached, click 
Approve. 
 
The Recruiter will receive an 
email that the job is ready 
for posting. 

 

 


