NW Position Management

* Manager

® Creating a position in My HR Services
® Modify Details of an Existing Position
® Managing Approval Workflows for Positions

® [ntroduction
® Guidelines & Principles for Managers
® Useful Links

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.
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:

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

Useful Links

Video Tutorial
® How to create a Position

® [ntroduction
® Guidelines & Principles for Managers
® Useful Links

Why is this important?


https://docs.google.com/presentation/d/1ucYt4FDdlv21u9jJjQXNSQHvGan7h5vxrXEm9oPFyPc/edit
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

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.

Modify a Position
Why modify positions?

Be aware that when you modify the details of a position currently assigned to an employee, the changes will also apply to its incumbent. For example,
changing the cost center of the position will update the employee’s cost center.

A position is modified

® To correct or update the position name, position grade, job function/code, or the cost center

® To set the position “To be recruited” when the current incumbent is leaving, and you want to mark the position as open for internal or external
recruitment

® You must never change the Business Unit, Company, or Location Group in the position when it's assigned: this should be treated via a new
position creation first and Recruitment process started.

® To perform an internal move/transfer

Note: If you require an FTE (percentage/capacity of utilization) change for an employee (e.g. part-time employee that will start being full-time) please open
aticket through Service ONE.

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

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

® [ntroduction
® Guidelines & Principles for Managers
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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.

Manage Position Approval Workflow

If you are a Manager from time to time you will be required to take & record a decision in My HR Services system regarding employees in your
organization, e.g., at times of promotions, transfers, or salary increase requests.

Manage Position Approval Workflow follow the step-by-step guide below:

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


https://wiki.syensqo.com/display/HWS/Recruiting+a+Talent
https://wiki.syensqo.com/display/HWS/Transferring+an+Existing+SCo+Employee+to+your+Team
https://solvay-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2U2CL5IVKRKTKREU6TSOIFEVERJGORSW4YLOOREWIPKBI5DUMUKHKBCUUVKXGAYECUSRKEYTARSSKFITCMCGJFLEIUBGOJSXG33VOJRWKSLEHUYTGMZQEZRW63TUMV4HIVDZOBST2Q2BKRAUYT2HL5EE6TKF
https://docs.google.com/presentation/d/1F54Pwn1BASfGDVxZkwn4SDvqrUNapwUzzHMf7kq3BA0/edit?usp=drive_link
https://docs.google.com/presentation/d/18hYqFgf9h5wduzwNDifnAC2YgHH4D2LEJtXRNETHr4w/edit?usp=drive_link
https://docs.google.com/presentation/d/1RSmdv36jnlFUYuK96yNorTCc5S0ghqNddqEZST6xIrk/edit?usp=drive_link
https://docs.google.com/presentation/d/1ya8gejOAhzdHVtOSNYPIuwdwZGrKYbLy/edit?usp=drive_link&ouid=103501649547079942901&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/1PqGZ8PQMKnWCSQhX64rO6Bu77d3CFusj5brP4uSHBZU/edit?usp=drive_link
https://wiki.syensqo.com/pages/viewpage.action?pageId=833490801
https://docs.google.com/presentation/d/1F54Pwn1BASfGDVxZkwn4SDvqrUNapwUzzHMf7kq3BA0/edit?usp=drive_link
https://docs.google.com/presentation/d/18hYqFgf9h5wduzwNDifnAC2YgHH4D2LEJtXRNETHr4w/edit?usp=drive_link
https://docs.google.com/presentation/d/1RSmdv36jnlFUYuK96yNorTCc5S0ghqNddqEZST6xIrk/edit?usp=drive_link
https://docs.google.com/presentation/d/1ya8gejOAhzdHVtOSNYPIuwdwZGrKYbLy/edit?usp=drive_link&ouid=103501649547079942901&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/1PqGZ8PQMKnWCSQhX64rO6Bu77d3CFusj5brP4uSHBZU/edit?usp=drive_link
https://wiki.syensqo.com/pages/viewpage.action?pageId=833490801
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