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1. Toreview arecruitment, select Search
Committee Review. - : <« ;
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1. Click Jobs Requiring Panel Review

Search committee
review

1 Jobs requiring panel

review

In the My Search Committee Jobs page, a list = BRI
of all jobs you are chairing will be displayed. | mysearch committee jobs

jobrumber  Dateadded  Staus  Tie User Toralapplications  Your role

297412 AUZ 18,2020 APDIOHE( HUMAN RESources Support Assistant. P 3 Seareh Commiltie Chair Wiew Applicants View responses. | EGR o

1. Click View Applicants to begin the

screening process My search commiccee jobs
2. Applicants will be listed on the left hand | 7w om0 T
side underneath the search committee
review, the screening criteria will be e
listed on the right hand side of the Human Resources Support Assistant ) »
search committee review hand page. o S
3. You have the ability to view candidate
materials in two ways, individually or - e
bulk and compile.
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To view applicant materials individually,
click the applicant name, the applicant
profile will display

Click ‘View’ under form, select the
appropriate DH job number and title to
display the application and resume

If a resume is not provided, utilize the
application in order to properly screen

To ‘Bulk and Compile’ candidate materials as
one single file document

1.
2.
3.

Click ‘Select AIl

Click ‘Bulk Compile and Send’

Select ‘Applicant Form’, ‘Cover Letter’
and ‘Resume’

Click ‘Create PDF’

Click ‘Download Document’, the PageUp
People Applicant Bulk Compile report
will display all candidate materials as
one single file document.

Close webpage once complete

To begin screening, utilize the drop
down selection from 0 -4

*Enter ‘Comments’, do not utilize any
unprofessional language, this box has
character limitations

Human Resources Support Assistant
(497412)

Job Code/Employee Classification: Admin Support
Assistant 12 Mo

Bulk compile and send

Selectall  Sort:  Outcome v

B Search Committee Review

1&2® Hol[ywoijd Boulevard z

Sep 3, 2 1 - Meets some requirements

@ 497381- Director of Development

Date submitted

Sep 12, 2020
Resume / CV
View

Applied via Status changed Sep 12, 2020 offer
Other job boards New Application No offer

Form Add flags

>

@ 493449 - Confidential Administrative Support -12 Month-PSL Il

Date submitted
Jun 20, 2019

Resume / CV
View

Human Resources Support Assistant
(497412)

Job Code/Employee Classification: Admin Support
Assistant 12 Mo

Bulk compile and send e

G Selectall | £

« Search Committee Review

Applied via Status changed Aug 3, 2019 offer
Other job boards HR Screen Not Selected No offer
Form Add flags

View

1o Outcome

e @ Hollywood Boulevard R
Sep 3, 2020 1 - Meets some requirements

I Create PDF Ic=m=|

Bulk action status: @ 1Applicant = Complete

® To download the document, right click on the link below and select 'Save Target As"

Note: To send the document it is not necessary to download the document below.
The document will be sent as an attachment with the communication below.

Selection criteria
HR Support

(DH-Screening Criteria)

Your doculent is ready to download:
Download document (135.2 kb)

Qutcome Comments

1- Meets some requirements v

U
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*Enter ‘Summary’, do not utilize any
unprofessional language

Select the ‘Overall Rating’

‘Rank’ the candidate

Repeat steps 1 — 5 until all candidates have
been screened

*Comments box is optional
*Summary box is optional

VIEWING COMMITTEE FEEDBACK

1.

Click View Responses to view the
team’s feedback on candidates.

The chair may send a View Responses
report in order to discuss the short list
of candidates for interview
consideration

The recruitment chair has the capability to
print out all the responses.

a. Click ‘Print’
b. ‘Destination’, leave as PDF
c. Save

POSTION DESCRIPTION VIEW

1.

Click ‘Edit Job’

This gives you the ability to view the
position description in order to review
all qualifications

Overall Rating:| 3 - Exceeds requirements hd 1 A
Close

Recant tems.

My search committee jobs

Jobnumber Dateadded  Status  Tide Iy User Total applications  Your role

497412 AUg 18,2020 Approwed HUMAN RESOUCes Support Assistant P ‘Search Committee Chair View #pplicant

Human Resources Support Assistant
(497412)

Feedback from search committee members

All v

|Select all ["\‘ &= Print

Search Committee Review @

[ Hollywood Boulevard

My search committee jobs

jobnumber  Dateadden  Swws  Tire User  Total applications  Your rale

297812 AUE 1B, 2020 Approver HUMAN RESOUIEES SUppOM Assistant [P 3 Search Committee Chair wiew Applicants (1) | vi ponses | E
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