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Create Job Requisition & Evergreen Requisitions – Frequently Asked Questions (FAQ’s) 
The objective of this guide is to help you find answers to questions about Creating Requisitions. 
 
Security Role 

• Recruiter 
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1. What location do I put for the primary posting location? 
 The primary posting location is the city in which the position will be located. 
 You are allowed to put “Statewide” if you have multiple positions available in multiple cities if you are 

listing the available locations in the job description. 
o This also applies for positions that are telecommunicating. 

 Any additional job locations can be added in the Additional job location section. 
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o For example: hiring in two locations – Lincoln & Omaha. 
 Primary Job Location: Location of where the person will work in Lincoln. 
 Primary Job Posting Location: Lincoln, NE. 
 Additional Location(s): Location of where the person will work in Omaha. 
 Additional Posting Location(s): Omaha, NE. 

 
 

2. What is the format for Minimum Qualifications? 
 The required formatting is (see sample below): 

o Requirements / Qualifications 
 Minimum Qualifications: 
 Legal Requirements (if applicable): 
 Preferred Qualifications: 
 Other: 

Sample Office Technician 

 
 

3. Where should Knowledge, Skills, and Abilities (KSAs) be located on a Job 
Requisition? 
 The KSAs should be located under the Qualifications. 
 It will go under the last formatting position for the qualifications. See example below. 

o Requirements / Qualifications 
 Minimum Qualifications:  
 Legal Requirements (if applicable): 
 Preferred Qualifications:  
 Other:  
 Knowledge, Skills, and Abilities: 

• Knowledge: 
• Skills: 
• Abilities: 
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4. Why are colors not allowed on a job requisition/posting? 
 Colors are avoided in job postings to be more compliant with ADA recommendations and Web Content 

Accessibility Guidelines (WCAG) Section 1.4.6. Colors are limited to those with a contrast ratio of 7:1 
on job requisitions/postings. The only color that is compliant with this in Workday is black text on a 
white background with a 21:1 contrast and, therefore, is the only text color that should be used on 
requisitions. 

 

5. How do I know what the recruiting instructions should be for the posting? 
 Posting Internally and Externally 

o This will be posted to both internal candidates (via the Jobs Hub) and external candidates (via the 
external career site) and is not linked to an Evergreen. 

 Posting Internal only (agency specific) 
o This will be posted internally ONLY to current State of Nebraska employees in the respective 

agency (via the Jobs Hub). 
 Posting Internal only (statewide) 

o This will be posted internally ONLY to current State of Nebraska employees (via the Jobs Hub). 
 Posting Not Required 

o This will NOT be posted.  
 This is only to be used when you are linking the requisition to a posted Evergreen or when 

the copy application process is going to be used. 
 

6. What do I put after I list a pay range for a classification on a job posting? 
 If it is a classified position and you are listing the pay range in a posting, you need to have the 

following language after the specified pay range: 
o Pay range: $XX.XXX - $XX.XXX per hour - Pay rate may be commensurate with education and/or 

experience within fiscal constraints, if approved. 
 

7. If listing multiple classifications -- specifically an underfill – what pay do I put in the 
compensation? 
 If you are listing multiple classifications, you will want to put the higher classification’s pay in the 

compensation details. 
o You also need to add both rates of pay in the job description when there is a chance for an 

underfill. 
 

8. Where can I find the pay for a classification? 
 You can go to the DAS Classification & Compensation website to see the current pay plan: 

o Nebraska DAS State Personnel Classification and Compensation: Pay Plan. 
 

9. If I list an underfill, do I need to include the minimum qualifications for all applicable 
classifications? 
 Yes. If you are listing multiple job profiles on a requisition, you need to list minimum qualifications for 

all job profiles. Applications should be screened for minimum qualifications of the lowest level 
classification. 

 

10. If there is a potential for an underfill, do I add the job profile on the requisition? 
 Yes. If there is potential for an underfill, the Job Profile will need to be added in the Additional job 

profiles. 
NOTE: you will also need to add the additional MQs and pay to the description sections. 

 

https://das.nebraska.gov/personnel/classcomp/payplan.html
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11. If the position is classified as a lower classification in a series, can I hire for a higher 
classification in the series? 
 No. If the position is a lower classification, then the requisition will need to be only the lower 

classification job profile and MQs. 
 The position would need to be reclassified to hire into the higher classification. Contact the 

Classification & Compensation Team with questions. 
 

12. Can I list a temp/on call job classification in the job profile? 
 If you are recruiting for it and it is listed in the job description, you can add the temp/on call job 

classification in the job profile. 
 If not, you cannot add the job classification in the job profile. 

 

13. Where do I find the Minimum Qualifications for a job specification/classification? 
 You can go to the DAS Classification & Compensation website to see the classification specifications: 

o Nebraska DAS State Personnel Classification and Compensation: Class Specifications 
 

14. If a specification has Legal Requirements, do I need them on my posting? 
 Yes, if the legal requirements are applicable to the position, they need to be included in the posting. 
NOTE: Sample Attorney 

 
 

https://das.nebraska.gov/personnel/classcomp/jobspecs/jobspecs.html#gsc.tab=0
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15. If the Minimum Qualifications state “A general qualification....” do I copy that in my 
job posting? 
 No, that is an old formatting for the MQs. The MQs included on the posting start where it is listing the 

specific experience/education that is required. 
o For example, the following should be removed from the MQs: “Any combinations of equivalent 

education, training, and/or experience that will enable the individual to possess the required 
knowledge, skills, and abilities. A general qualification guideline for positions in this class is …” 

 

16. What is the recommendation to update a requisition after it has been posted? 
 Generally, changes to requisitions cannot be made once the job is posted, to ensure a positive and 

equitable candidate experience and alignment with applicable labor contracts, Personnel Rules, or 
other regulations. If a change is needed after the job is posted, you will need to close the requisition 
and start over. Exceptions are made on a case-by-case basis and can be requested through 
state.jobs@nebraska.gov. 

 

17. What do I do if a job is posted as open until filled? 
 To check if a job is currently posted and if there is an end date, go to the requisition, click job 

postings, and it will state the current job posting: 

 
 If you are wanting to see past job postings start/end dates, click job postings, and then historical: 

 
 

18. How do I close a posting? 
 Go to the requisition, click job postings, click the boxes (Both internal and externally), then click Unpost 

Jobs at the bottom: 
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 You will need to click submit when the Unpost Jobs screen pops up: 

 
 

 
NOTE: if you want to close a posting, make sure to review all apps before making a decision on hiring. 
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