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" Gain understanding of the Request to Fill
(RTF) processes through JAC and People
First

" Provide reasons why using the RTF is
beneficial
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= Guide through the RTF process

= Answer the most common questions
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= A Request to Fill (RTF) is a job posting
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" Free
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= On the Internet

= Apply online
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How. ..
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Complete the
Request to Fill
Vacancy form

Send to the job
posting email
Jobpostings@just

iIceadmin.org

STATE OF FLORIDA

REQUEST TO FILL VACANCY

Agency

Capital Collateral Regional Counsel

Criminal Conflict and Civil Regional Counsel

Guardian Ad Litem

Justice Administrative Commission

Public Defender’s Office

State Attorney’s Office

Type of Advertisement

Open competitive

Internal Agency

Re-Advertisement

|_I| Non-Advertised
Position Information
Position #: Annual Salary:
FTE: Circuit:
County: City:
Class Code: Class Title:

Contact Information

Name: | [ Phonet: |

[ Faxit:

Address line 1
Address line 2
City, State, Zip Code

e-mail

Advertisement Information

Proposed From: To:
Advertisement
Period

Requested By:

Phone #;

Date Submitted:
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" |nclude how you want applicants to apply

" |nclude special instructions
= Consider using qualifying questions
= Review advertisement for accuracy

\DMINISTRATIVE

= Submit a day or two before you want the
advertisement posted

<C

% = Use the job posting email address:
jobpostings@justiceadmin.org
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‘Get/Send The Form

= Get the form from our website

- COMMISSION
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— https://www.justiceadmin.org/

TV
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Human Resources
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HR Forms

£

Download Request to Fill Vacancy Form, PDF or
MS Word format

= Save a copy for your records
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" Email form to
jobpostings@justiceadmin.org
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JAC Website Forms Page

( LN )| nitps i justiceadminiorg aspx Y £~ @ Justice Administrative Commission [US] G || — people First | 8 Human Resources - Forms % | |
File Ed gyorites_Tools Help
@ For.. (7 Div... @D http.. &]FLAL. 2] Home Jf JAC.. @ JAC.. &= The.. — Peop.. @ http.. € http.. E]Web ..+ M~ B - 1 # - Pagev Safetyv Toolsv @~ ”

Custom Seanh [ Seance |

Site Map

Home
Our Commissioners Human Resources Forms

Executive Leadership

Executive Office

Employee Forms
Client Agencies
e e Dual & Dual C ion Request Form DOC ¥ - state of Florida Dual Employment & Dual Compensation Request form
Accounting ¢ Employee Direct Deposit Form — NEW 2/2015 ME - Employees are required to use Direct Deposit. This form is new for 2015.
Acquitted Defendant Refunds o w-4 Form PF Bl - Employment form
Budget

@ 1-9 Form PDFZ - Form I-g Employment Eligibility Verification form

Court Appointed/IFC

Fi ¢ W-9 Form PDFE @

- Certifying Tax ID Status for Beneficiary

Human Resources @ Beneficiary Affidavit m@ - statement of Beneficiary

JAL

@ FRS New Employee Certification Form LIF@ - Florida Retirement System Certification form for new employees
Operations
T @ NEW OPS APPOINTMENT - NEW 09/21/15 M@ - Appeintment form for new hire OPS employees - NEW 09/21/15.
Public Recerds Request @ New Hire Insurance Waiver Form PDE E - Insurance Waiver Form for New Hires at JAC
Quick Links Agency Forms
Contact Us

& Affidavit for Duplicate Warrant PDF '@ - DFS Affidavit for Duplicate Warrant

MY ACCESS

@ Safety Coordinator Appointment Form PDF T

- Safety/Security — Risk Management
My JAC /My Access (Log in to

JAC’s secure web site for
circuits, court-appointed

¢ Position Description Form PDF'T - fillable form for Position Descriptions (2013)

@ Non-Cash Fringe Benefits Form ~blank Excel form for Non-Cash Fringe Benefits

& Request to Fill Vacang] Form PDET] ms word # — ste of Florida - Request to

Il Vacancy form for all Agencies

MY JAC | MY ACCESS LOGIN

| Privacy Policy | Contact
Us
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requently Asked Questions ‘
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Q-Is it required we use People First for job
postings?

A-No, there is no state law or rule that requires use
of People First to advertise.

Q- Is there a set number of days a job posting must
be up or can stay on the People First Job site?

ADMINISTRATIVE

A- There is no minimum amount of time a position
has to be posted on People First. There is an initial

six month limit. However, the time can be extended
if needed.
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\ Frequently Asked Questions

(cont’d) ‘

Q- Can non-FTE positions be advertised on People
First?
A- Yes, non-FTE positions, such as OPS and

contracted positions, can also be advertised on
People First.

COoMMISSION

ADMINISTRATIVE

Q- If we advertise on People First, are we required
to accept online applications?

CE

A- No, the use of the online application process is
not required.
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Job Advertisement

. People First Page ]l of 2

Home
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21013451-51313702-20160125120002

Req N

Descriptinn:
Warkd Tle: HUMAN REGOURGES COORGINATOR

Erosbands

Peaton hamber 21012181 smum
e Sslsry Range;

"o s Comgeava
AHASSEE

Fachlo:
Pay Grade! Pay Band: 84121
Closing Dase: 21472215

- ow E-¥arify website.

Plaase read the Instrutions below carel

ly. oniy app an will

To apply, You muST SUDNLIL trea (3 tams): & Stats of Fiorida Bppication from the Peopfo First wabsite, a covar lattar, and a resuma. Please
@nsure tirat all submissions are in readabie format.

You may submit the completad application and attachments Ihrough one of three vaye:

13 the People First website, or

2) via facsimile to (850) 922-9445 or
31 by i o

Amy Morcs, The Justice Administrative Commission

227 . Bronough Street

Suts 2100

Tolishassee, £, 32501

It I anticipated that this pasition wid b fillag 3t o near the miimum Eadry,
“This position Is subject to 2 level two backgraund check

P —

Tha Juston ddeinientho Cosmriord ), rabd 1 4065 oot edriniemmiv ik i bk of 401 e avilon, niaing oot
fces o Keglonal Counsel, § Gifices of Criminal Cantlict » e Counsel, ans the
suaite aurdian k3 LS Pt S8rvices ekl o prvmaf i i aress Gf sceeunti, b, Aancl srvcos, 90 noP et
= not supevise, direct, or cantrel any of the enciies It administratively serves.

The anc k30 provies comoliane an el rren of BINGS for serices v by pivate caur-aginled bltoroeys and essocated duc pro s
wendors representing Indigent cilzens,

The mamBershiy oF thes JAG consists of by State Attorneys, appainted by the PRESIGENL ef tha Floris Progétuting Atterners Assoclation, and two Public
Diefenders, appainted by the pres:dent af the Florida Public Defendsr Association, The
employs personnel nacesssry for the effclent performance of the Comimission. Although JAC Is 2 stata agany, I 1s not gart of the State Persannel System.

Resairces Section (haseinafter “Section") is seeking a dynamic HR b o whose fozus
ortne best level of custorve: senice passile.

Dutles and Responsiuiities:

e responsiuiy of s poslser 4 s s the Bt CoorinatarfrGhe 20.0Mces of e Sate Koy ot thestte. Thé ndiidan
st be Droactive and exercise a high degree af Independent Juagmant and critical thnking in parforming the duties of the pofit

This Is work In the devel ann

of humen resaurce {HR) re

teg policy.
Tha persan In is postion:
* Intorprets ant prazessas benefits tules 2nd regUIaTions and ensurcs compliance with federol and state laws.

» Revicws and processes New Hire paperwork In the Peoale First system,
+ Serues 85 3 resource for Haman Resources contacts In sach Circult with afigiti

s a4 Sl ToceE SaDATaTRH A I COM BT, TSP LT ATSCESEG, B vt P nsutpnEs:

https:/fjobs myflorida.com/viewjob.htmiZoptlink-view=view-861624&ER FormID=newjobk... 2/1/2016

Teoplc First Page 2 of 2
benafits.
» Enters Insurance informalion on stalewide databuse and checks as nesded 1o u g remains In efect, |

» Verifles the calculatian of tho manthly premimS Whan MIEre 15 & ehange in ouerage of & pastion crange.

+ Cullaburntss with PaprollACcounting and other JAC sections b ensure journs | transfers and payrel doducbars are accurate, :

& TNErprets quaiying sLatls evenls BNU Makes determniSaTion o ) hether of not the CAANGA aqUAStad IS Zonslstent wilh avanl, delarmines
dorumentation requivecs o very change, 3t nokifes 1R contees 1% CICURS of the documertatien Rasded

+ Conteets end consults with third party w beneite aange sl

» aintains protostss heahth Informator . comaliance with HiPAA requirtments,

4 REMAINS cutrent on 1elaled tins, regulelions, and pracicos affecting State Bansfis

» Fracmsses WL sllowsnce and neme changas.

+ Using the federal £-verify system, processes 1-9 Foums 54 complétcs c-verifcatlens; sonds the results to asslgned julelal dirculs.

+ Processes dally Resroployment fssistance farms, and sends to assionet Jud cal Cireults. Processes quaterty Resmplayment Assistance voices.

s Preppres vendor chocks and rogisters monthly 19 be SCanned and emalled 10 julicil tetyics and mailéd b specfiod vonders,

» Works vith emaayee records containing persnal identfying or redica! Infarmatior, the hancling of whith requires asherence b al appioprate soarity
contros In ordar & malntain the arivacy and Inegriy of fhe deta,

+ Develops and delivers braining Lo sgencies 4n vriaus HE tagics, o5 roeded,

o Perarmss olher tufis o5 required.

Knawedge, Skills and Abilities:

i s, rules, and regulacions.

* Knewlodac of how Horlda Statutes, Florléa . and Fed

* Knawledge of Micraso Oifice Sue.

ity to quiekdy uidersshnd B scoaately use now hardware and software.

+ Ability to cammunicate respectiuly and effactively both verbaily and in witing,

« Abllity to develap and impiement palicies, procecures, gosls and gbjectes.

* ADIBL La estanish anl maintain Efezive werking relanarehins,

o Abifty to doal with confict tn 3 pasitive and construckive manner.

= AblKy (o priotitize campeting assignments while meintaining persansl compasure,

» Ablity (6 work independertly whon conducting research and developing policies

o Enauedge of personnel exper of the parsarnel nformtion
et ora mommprehcaEive, ustr endl, Pl e, 6 IS SBJCvea and ewory wi HR. "ica reqitans and e

# Fossessian of Interparsonal skils and 3y 1o Intexaet with  giverse rmix of iterno| and extsmal cstomers

o i

Minimum Quatcations

High schoe! 4iploma or equivalent
L year of exparience wseking in & professional level HR. position ‘
Working krowedge of FLAIR ‘
Working knnwvadige of Peaple First System |
Desiest Quifcalon

Warking knowledge of Laserfiche or similar slectronc document munsgement systom..

Empioyer i vidence

4, must nolly ha agency hirkg ¢ i £

Tha Stala 1120488, g Fres

bttps:/jobs.myflorida.com/viewjob.html Poptlink-view=view-861624& ER FormID=newjobli... 2/1/2016
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