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INTRODUCTION

Why is this important?

Position management is key:

To start a recruiting process, internal or external
To assign new joiners or internal movers their ‘seat’ in our Organization structure
To reflect our Business Organization’s evolution

The correct and timely creation / maintenance of positions ensures a proper functioning of all HR processes and an org chart that provides a correct view 
of the organization.

POSITION MANAGEMENT - GUIDELINES & PRINCIPLES FOR MANAGERS

Create a Position

Before beginning

Not a Manager Yet?
If this is your first time hiring a team member and you are not currently in a management role, your manager will need to create the position on 
your behalf.
Review the Manager Checklist:
Before proceeding with position creation, ensure that you have thoroughly reviewed and completed the Manager Checklist

To create a position follow the step-by-step guide below:

https://docs.google.com/presentation/d/1ucYt4FDdlv21u9jJjQXNSQHvGan7h5vxrXEm9oPFyPc/edit
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USEFUL LINKS
How to manage positions in My HR Services
Checklist for the Manager (position creation)
Checklist for the Manager (position modification)
Checklist for the N+1 Manager
Job Catalog
Job Families & Grading

Video Tutorial

How to create a Position

https://docs.google.com/presentation/d/1F54Pwn1BASfGDVxZkwn4SDvqrUNapwUzzHMf7kq3BA0/edit#slide=id.g13a7eb8535f_3_0
https://docs.google.com/presentation/d/1ucYt4FDdlv21u9jJjQXNSQHvGan7h5vxrXEm9oPFyPc/edit#slide=id.g2203961c043_0_764
https://docs.google.com/presentation/d/1ucYt4FDdlv21u9jJjQXNSQHvGan7h5vxrXEm9oPFyPc/edit#slide=id.g2203961c043_0_772
https://docs.google.com/presentation/d/1ucYt4FDdlv21u9jJjQXNSQHvGan7h5vxrXEm9oPFyPc/edit#slide=id.g2203961c043_0_781
https://docs.google.com/spreadsheets/d/1PqGZ8PQMKnWCSQhX64rO6Bu77d3CFusj5brP4uSHBZU/edit?usp=drive_link
https://wiki.syensqo.com/pages/viewpage.action?pageId=833490801
https://drive.google.com/file/d/1je01DRRmtLLPdGqzNhMv4PUg_REITvf2/view?usp=drive_link
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