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Légend.

1 	 Navigate to Organizational Management > Maintain.

2 	 Select an Organizational Unit and click Create Position.

! 	 The position is related to the function that can sometimes have the same title.
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1 	 Fill in the co-worker’s data in English, French and German.
	 The start date of the position is not the start date of the contract.
	 Do not click on Save now, click on Details (see next step).

! 	 Fields with * are compulsory.
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2 	 To limit the manipulations, click Details in order to link the new position to the job.

3 	 Click on Job Catalog Search.
	 If you need to create multiple identical positions limit handling by first creating the list (5-10...).

4 	 Select the job and click Add.

5 	 To validate the creation of the position linked to the job, click Save.

! 	 • You can enter a description of the position created in different languages.
	 • If an error has been committed, you have the right to change the positions created.
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