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Human Resources Team

Stephanie Gil
Assistant Director, Talent

Michelle Polkinghorn

Talent Management Specialist

Manon Goullet
Talent Management Specialist

\ John Feeney
Compensation Manager

Siria Barrera ?
Sr. HR Business Partner 5

Lesley Ducran
HR Supervisor

Gina Arevalo
Benefits & Wellness Program
Coordinator

Ayesha Haque
Human Resources
Representative

Robert Crozier
Compensation Specialist

Johnny Reyes
Sr. HR Business Partner
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OTIl Team

Leader

Julie Goonewardene
Sr. Advisor to the Chancellor,
Chief Talent & Innovation Officer

Innovation Team
e
Gy

Gus Johnson
Assistant Director, Horizon Fund

Susan Masson
Asst. Director of Talent &
Innovation Programs

Josh Seils
Talent Program Manager

Abby Pollard

Innovation Program Manager

Operations Team

Mary Zimmerman
Operations Program Manager

Susan Onion
Sr. Administrative Associate

Cristina Galvan
Sr. Administrative Associate

Sherri Prince
Sr. Administrative Associate

Lara Bailiff

Sr. Administrative Associate
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2024 Employee Service Awards

Employees with 5, 10, 15, 20+ years (five-year increments) as of
12/31/23 will be recognized. A lunch will be hosted by
Chancellor at Bauer House for employees with 20+ years of
service.

For employees with 5, 10 & 15 years of service, gifts recognizing
their service will be delivered to their office the week of 5/20.

Link for list of honorees. Questions contact Susan Onion in OTI
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https://utsystemadmin.sharepoint.com/:b:/r/sites/TalentandInnovationTeam/Shared%20Documents/General/Employee%20Service%20Awards/2024/2024%20Employee%20Service%20Awards%20Honorees.pdf?csf=1&web=1&e=2VQSgE

Budgeting Process

 Key Dates

o May 1 — Budget Workbook Instructions go out to Department
Heads

o June 3 — Workbooks due
o August 21 and August 22 — Board of Regents Meeting

o September 6 — All eForms related to FY25 Budget must be
complete and processed
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PeopleSoft Updates

Applicant Disposition Status Reasons were
updated.

Manage Application will now only show
sections where applicants answered
questions, creating a cleaner page.
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Columns have been modified on the
Manage Job Opening page. Use the Military
Preference Column to determine applicant
eligibility for military employment
preference, which expands to qualifying
veterans, their qualifying children, and
spouses.

A section for knowledge, skills, and abilities
(KSAs) has been added to the New Position
Request and Position Attribute Change
eForms. This will allow KSAs to be carried
over into the job posting in the designated
KSA field.
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PeopleSoft Updates

Applicant Disposition Status
Reasons were updated.
What does this mean?

(>R The University o
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Current Status Reason Previous Wording

080 Ready to Hire

110Reject Accepted Another Position
Could Not Contact/No Show Could Not Contact/No Show
Current Employee Ineligible

Does Not Meet Minimum Does Not Meet Minimum

Qualific Qualific
Incomplete Application Incomplete Application
Interviewed-Not Best Qualified

Job Opening Cancelled

Job Opening Cancelled
Non-Competitive Non-Competitive

Offer Rejected Offer Rejected

14



PeopleSoft Updates

Job Opening ID
Job Posting Title
Job Code
Position Number

Columns have been modified on the Manage Job
Opening page. Use the Military Preference
Column to determine applicant eligibility for
military employment preference, which expands
to qualifying veterans, their qualifying children,
and spouses. What does this mean?

Status 0710 Oper

Business Unit SADOS (Business Affairs)
Department
Job Famity

Applicants Applicant Search Applicant Scrasning Activity & Aftachments Details
A Applied Reviewe Scree Route ervier e Hire eje
30 [{) 0 2
Applicants C ‘Appiication submission If populatad, as it is here, applicant has To determine whether the applicant is eligible for
B|Qa date/time indicated that they are a former employee. Former Foster Child preference, view the application.
- 7 -
. e Former ¥ . Mark
Selectd Applicant Name ApplicantiD  Type Date Applied Disposition ‘I a5t Updatea Employee  Millary Preference Application Resume Interest Eeviensd Route
/ .‘ r g
[Externa 03/19/2024 12:00PM Applied | 03r1912024 12:00PM Mo Military | o - x - o
| \ ~
~

&

External: Non-employee, applied externally
Employee=: Active employee or PO, applied

internally
*An active employee can show as either

employee or external depending on how they

applied

The University o
Systemty f

Use this column to determine whether the
applicant is eligible for military preference.

Date/time of last update to
application

Select the applicant's resume attachment to view
submitted documents (l.e., cover letter, resume,
Military: Applicant has indicated eligibility for references, etc.)
military preference.
No military: Applicant has not indicated eligibility
for military preference

Interview
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PeopleSoft Updates

fﬂanaga Application

Manage Application will now only
show sections where applicants '
answered questions, creating a T —

Attachments

cleaner page. What does this PR =

Attachment Attachment Title  Attachment Type Uploaded By  Last Updated

2 Eligible to Work in U.S.  Yes @
mean? ; o

—— Resume
Bastos) ook attachments
Referral Source © e
How did Degrees Degree
88A
Mastor of Ad MBA
Language Skills
Language Skills Language
EN
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PeopleSoft Updates

A section for knowledge, skills, and
abilities (KSAs) has been added to the
New Position Request and Position
Attribute Change eForms. This will allow
KSAs to be carried over into the job
posting in the designated KSA

field. What does this mean?
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eForm Screenshot:

New Field

Job Posting Screenshot:

KSAs entered in eForm will populate to KSA
field in job posting.
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Disposition Workflow

Applied

¥
Request Pending Fill Status |

Removes po:

g from website. |

tionol at any point in the pracess. )

Reject +

Route Reviewed * Accepted another position
When forwarding to a hiring To indicate a candidate is under * Does not meet minimum qualific
committee member consideration * Non-competitive

* Could not contact/no show

Reject +
* Accepted another position
* Does not meet minimum qualific
* Non-competitive
* Could not contact/no show

Reject +

Offer * Accepted another position
After references have been checked * Interviewed - not best qualified

* Could not contact/no show

Ready to Hire

Once signed offer is recieved

Close Out Recruiting Process
1. save all recruiting materials,
ncluding recruiting checklist,

as attachments on posting.

2. Ensure all rejected candidates are
n final disposition and have been
sent regret message.

he University o,
exas Systemty f
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Reject +
* Accepted another position
* Offer rejected

* Could not contact/no show

work

18



Add Recruiting Documents to Postings

Step 1: Organize and name files using Posting Number — Document Type.

B A ] Name Status Date modified Type
2 [ 1234 - Email to Candidate © 4/25/2024 1:00 PM Qutlo
@ 1234 - Hiring Matrix © 4/25/2024 12:57 PM Micro
(@) 472572024 12:58 PM Micro

@ 1234 - Interview Notes

TIP:
Compile files .
. . E
into a zipped

folder d

19
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Add Recruiting Documents to Postings

Step 2: Inside the posting, upload files as an attachment in the Activity and Attachments.

7

ening

Manage Job Op

Related Contt

| @=Retun | *fPrevious | 4fNext | & Create New | EZClone | 3Add Note | {Z}No Category | ¢JPrint Job Opening

Job Opening ID 10790
Job Posting Title Rangeland Management Specialist (Midland, TX)
Job Code 19736 (Range Resources Splst)
Position Number 10117477 (Rangeland Management Splst)

Applicants Activity & Attachments Details
Job History ®
Date Subject
10/03/2023 010 Open
09/28/2023 006 Pending Approval
09/28/2023 005 Draft

Status 010 Open
Business Unit SADO5 (Business Affairs)
Department UNL100 (University Lands)
Company SAD (University of Texas S:

Reason Action Taken By
Michelle McCravy
Ashley King

Ashley King

20



PeopleSoft Updates — Expected End Date

« Certain Hourly Appointments
— Hours per week is equal to or greater than 20

« OTI will automatically add an Expected End Date
— If the offer letter states an end date and that date is less than 4.5
months from the start date, we’ll use the date in the offer letter

— If the offer letter states an end date that is equal to or greater than
4.5 months OR if there isn’t an end date, we’'ll add a date just under

4.5 months from the start date
« Expected End Date is noted on the automated eForm email

@'.‘3“"""2“'} . .
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PeopleSoft Updates — Expected End Date

ATTN: New Employee Alert

e eForms@utsystem.edu
To

All pre-onboarding employment verifications are finalized and this eForm request is complete.

Please refer to the appropriate checklist to ensure all remaining actions are addressed in a timely manner.
- Recruiting, Hire, and Transfer for Salaried Positions Checklist
- Recruiting, Hire, and Transfer for Hourly Positions Checklist

In accordance with statutory retention requirements, please send recruiting materials for all interviewed cat
eForm Action Appointment

RequestID 00466005

Department Controller

Employee ID

Start Date 2024-04-29

Location uTs

Manager

FT/PT

Reg/Temp

Comp Frequency
FICA Status

State
|[Expected End Date

The University o, 2,
&/ Texas Systemty f
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PeopleSoft Updates — Expected End Date

* Notification of upcoming separation will be sent to the
department

* No need to submit Separation eForm

* Aside from submitting the eForm, all other Separation
Checklist items must be completed

@'.‘3“"""2“'} . .
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Performance Appraisals - Timeline

HRBPs can provide guidance
on performance measurement,
feedback coaching, technical
troubleshooting and goal
setting.

All employees encouraged to
attend training sessions.

4==R The University of
Texas System
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DATE ITEM

W B AT AT First Performance Mgmt Training via Zoom
10-11 AM — Employee Training
1:30-2:30 PM — Supervisor Training

VLGS BV ALY AR Second Performance Mgmt Training via Zoom
11 AM-12 PM - Supervisor Training
1:30-2:30 PM — Employee Training

AnnuaI appraisals occur — HRBPs are available to assist
PERFORMANCE APPRAISALS DUE
Goal Setting Training via Zoom - 2-3 PM
Goal Setting Training viaZoom - 10-11 AM

Thursday, 8/1 OTI submits report to the Controller’s office certifying
completed appraisals.

VWEL LS EVAET AR HRBP Office Hours for Goals Assistance
Thursday, 8/8 HRBP Office Hours for Goals Assistance
Friday, 8/30 DEADLINE: Goals to be Completed

24




Performance Appraisals - Exceptions

Performance Appraisals are required for all employees EXCEPT for:

New Employees: Employees who started on or after 1/1/2024 will have
probationary appraisals (90th/150th day) in lieu of the annual. However, they will
participate in the Goal Setting process (August 2024) for FY25

Hourly Staff: As these appointments are considered temporary, they are not
required to undergo the annual performance appraisal process.

POIl's (Person of Interest): Are not UT System employees and do not have UT
System appraisals assigned.

,m The University o
WO Texas Systemty f 25




HR Liaison Manual

« Comprehensive instructional document which contains
all HR Liaison job aids

* Actions are grouped together by categories like the HR
Liaison Resources web page

 All individual job aids will be removed online

e Access manual from HR Liaison Resources > Resources

https://www.utsystem.edu/offices/human-resources/current-
employees/hr-liaisontimekeeper-resources/hr-liaison-resources

£=<R The University of 26
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https://www.utsystem.edu/offices/human-resources/current-employees/hr-liaisontimekeeper-resources/hr-liaison-resources
https://www.utsystem.edu/offices/human-resources/current-employees/hr-liaisontimekeeper-resources/hr-liaison-resources

HR Liaison Manual
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Wellness & Benefits

\ ‘ ) THE UNIVERSITY of TEXAS SYSTEM
lefngWell “\A B nileee

make it a priorit

niversity of Texas System~

7 lomeadscom . Wellness Leave was rggently up.d.a.ted to
A pe include the following eligible activities:
oPhysical Fitness,

oStress Management,

oSmoking Cessation,

oWeight Loss,

oNutrition Classes,

oHealth Risk/Injury Reduction, and

Retirement Sessions — May 29th oCommunity Volunteering.

Annual Enrollment Fair — July 17th Wellness Leave Agreement
HOP 3.3.1 Leave Policy

* New Wellness Communication (format)

Visit ut.limeade.com to enroll.
Watch promo video to learn more.

I’ . .
\é‘ Coming Attractions
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https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcontactmonkey.com%2Fapi%2Fv1%2Ftracker%3Fcm_session%3Db797f906-376e-4c6f-9acd-328640dd6ca9%26cs%3D479c3deb-a704-4240-a96d-f22fd2cea5e2%26cm_type%3Dlink%26cm_link%3Db8d33214-4a1d-40a3-bdd5-f01caed176ae%26cm_destination%3Dhttps%3A%2F%2Futsystemadmin.sharepoint.com%2F%3Ab%3A%2Fr%2Fsites%2FOTI-Talent%2FDocuments%2FWellness_Leave_Agreement.pdf%3Fcsf%3D1%26web%3D1%26e%3De2Lxy9&data=05%7C02%7Cgarevalo%40utsystem.edu%7C39bf756e89b6466d905d08dc524a5e22%7C61399d5f249c44d0b271adc287f323ff%7C0%7C0%7C638475726624446293%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=8rFsvuSrfe5TXM1OgNgKXiM2DrNzr8bFyHlNLwoozlk%3D&reserved=0
https://login-limeade-hs.limeade.com/u/login/identifier?state=hqFo2SBrUnVfTHZDQTlYRVc2aEg3eXVtY1RDNU1zX0VYNUtfQ6Fur3VuaXZlcnNhbC1sb2dpbqN0aWTZIHNVVmxwcHhvczllVlZZTzlRQ2JnSklGZVBSXzk3MHZpo2NpZNkgMDhrY0ZWRmNaM2N6dmgwbTRNc1NiNzBjWW9uaDZWRDSlb3JnaWS0b3JnX0hEb2dUZUZ6cXppRm9sRzWnb3JnbmFtZaN1dHg
https://youtu.be/xDx-sJALUw0?si=22jY9F7GDLfHYUMt

Cultivate — Updates

The learning and development program designed to help UT System
Administration employees learn, grow, and connect.

= |Learn more at https://utsystemadmin.sharepoint.com/sites/cultivate

= Questions? E-mail: cultivate@utsystem.edu

On-Demand
Learning

Workshops

CliftonStrengths

Show & Tell Manager Meet Up Coffee &
Series Series Conversations

$3¢

S0 T
- o »
g»mvr»&,)
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https://utsystemadmin.sharepoint.com/sites/cultivate
mailto:cultivate@utsystem.edu

Cultivate — Upcoming Events

* WORKSHOPS:

— Rapid Trust on 5/13
— Emotional Intelligence on 5/20
— Presentations that WOW on 5/28

e COFFEE & CONVERSATIONS:
Meet the Archer Center Team on 5/15

@8 The University of
Xy Texas System




UT System Internship (UTSI) & Law Clerkship (LC)
e Summer 2024 Cohort = 40 students!

« Key Dates:
o 5/30 Tech On-Boarding
o 5/31 Orientation
o 6/3 First Day
o 7/30 & 31 Intern & Law Clerk Summit
o 8/9 Last Day
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