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Log into Dayforce under your Manager user role. 

 

Select Recruiting form the menu. 

 

The Job Requisition screen is the first screen that displays when you access Recruiting. 
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Click +New.  

Then select “TRCA Job Requisition”.    

 

The Job Requisition form displays, as shown on the next page. 
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TRCA Job Requisition  
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  Toronto and Region Conservation Authority    |    4 

 
 

There are three main sections that make up the form. 

• Job Requisition Details 

• Job Rationale 

• Position Details / Job Details 

 

You need to complete all fields in the requisition before you submit.  Make sure you consult with 

your HRBP before submitting the form. 

It is important that you complete the Job Rationale notes field thoroughly to support the request 

as best as possible.  

As indicated in the panel instructions for this section, the field needs to be updated with: 

• Why is this position needed at this point?  

• Is there a risk if the position is not approved?  

• What is the funding strategy?  

• Please list the account codes. 

Approval Workflow 

The job requisition form is subject to an approval workflow: 

• Manager 

• Director 

• Jenifer Moravek (Manager, Strategic Business Planning and Performance) 

• Human Resources (HRBP) 

Notifications 

When the job requisition is approved, you will receive a notification to your Dayforce Message 

Centre, and a related notification to your business email. 

 

For more detailed instructions about how to update required fields and submit a job requisition, 

please refer for the Manager User Guide – Dayforce Recruiting and the Job Requisition 

section. 

 


