
EKU Human Resources

Student, Graduate Assistant, and 
Part-Time Faculty Postings



Online Employment System 
(OES) via PageUp

OES User Dashboard: 
https://eku.dc4.pageuppeople.com/dashboard

EKU Career Website:
https://careers.eku.edu

https://eku.dc4.pageuppeople.com/dashboard
https://careers.eku.edu/


PageUp Dashboard

Select “New Job”
on the PageUp
Dashboard



**Leave “Position”
blank & DO NOT
select a template

Click “Next”



**Type the
correctemployee class number
listed below

**Employee Classes
Graduate Assistants:
● 5100

Students:
● IWS: 9900
● FWS: 9870

Part-Time Faculty:
● 7260

Type the position title



The number of openings cannot be edited and 
can hire as many candidates as you need.



Choose “External- minimum 7 days”

**Fill out all fields marked with arrows

*Can type per hour dollar amount 
here instead of choosing pay grade

● Student postings can be open for 30 days at a time
with a 90 day max

● PT Faculty positions can be open for 6 months



Select “PT Staff & Student”

Select the proper campus location



**Leave this section blank. Search committees will not be
used for Student, GA, or PT Faculty postings.



**Leave this section blank. It is for Faculty positions only.



Add job duties & percent of time spent performing duties here by clicking “New.”

Type a summary of the position here.

**This section cannot be edited here, but it can be edited
later in the “Generate Description” section.



*Can add any additional desired qualifications here if
needed

Add contact person’s name



Select “General Application”

Type a short description of the
position here to show up as a
preview on the website

Click “Generate Description.” This will pull all information 
about the job into this box to show what will appear on 
the careers site. You CAN edit directly in this box.

**To add
supplemental
questions and/
or required
documents, click
here



Adding Supplemental Questions

If you click “Customize for job” to add
supplemental questions, this screen will pop up.

Click “Question Library” to find
questions to add to the posting



Question Library

Type keywords
or phrases
here to search
for questions

Click “Add” to add each
question you choose to
the posting

Click “Save” when finished



“Generate Description” Example

After supplemental questions are added and “Generate
Description” is selected, the description should look similar to this.



Adding Hourly Rate

You may add a line for “Hourly Rate: $” if 
you would like to list the rate on the posting. 



**Only 1 additional user can be 
added at this time

Always choose “No” for all Student, GA, and PT Faculty postings

*This section will auto-fill the
submitter’s name & email address

For “Approval process”, select either “Part-time Faculty”,
“Student”, or “Graduate Assistant Appointment”
depending on the type of posting



Type hiring official’s name here

Type your HR representative’s name here

**All Student and Part-time Faculty Postings can go to any of the following HR Reps:
Krista Caudill, Molly Schafer, or Vanessa Vickers

Type the same HR Rep name here as in “HR Recruitment”



Click “Save” to send to HR for approval
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