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Reviewing Candidates - Faculty Hiring Z'C

Overview: This job aid guides hiring managers and others through the step-

by-step directions for reviewing faculty candidates and scheduling interviews, EMORY
as well as dispositioning and finalizing candidates at Emory University. UNIVERSITY

Access iCIMS through Self-Service/PeopleSoft at: http://leo.cc.emory.edu. If you are an Emory
manager with direct reports, go to Manager Self-Service. If you are a non-manager, go to HRWEB.
Click on the Emory Recruiting System tile, then log in with your Emory Network ID and password.
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Once logged in, you will see your dashboard:
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Reviewing Candidates

Once candidates have been submitted to the department for review, there are two ways to access
them. The first is by clicking the dashboard notification, Candidates Requiring My Review.
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Quick instructions for using the system:

.
zqms Create v

& Recruiting Workflow Search: Candidates Requiring My Review

B iForms

# EditInterview

Recruiting Workflow Search Results (10 Found)

™ Schedule Appointment

More v

[ +  First Department Revie...

0 2/14/2018 9:05:50 AM
) 1/24/2018 3:48:43 PM
[ 2/28/2018 8:46:22 AM
[ 2/28/2018 8:46:22 AM
() 2/28/2018 8:46:22 AM
2/14/2018 9:06:06 AM

Req... *  Requisition : Posting Job Title Recruiting Wor...

Recruiter : Ful...

6206 Asc Dir, HR Technology. Amanda Nicolosi & B8 Kamile Lister
6628 Clinical Research Nurse Superv... Jessie Spano & E| B Ashlyn Maguire
6683 Bus Relationship Mgr (Dep/Sch) Cynthia Barrett & & Jordan Wendt
6683 Bus Relationship Mgr (Dep/Sch) Catherine Barrett . i Jordan Wendt
6683 Bus Relationship Mgr (Dep/Sch) Thomas Tittlemo... & & Jordan Wendt

Academic Advisor Mike Wazowski &

= Wl Emily Hauert




Another way to view a candidate is by viewing the requisition. Click on the My Open Jobs dashboard

notification.
.
ZCIITS Create v @ A
Candidates Requiring My Review My Offer Details Form and Offer Progression
Candidates Requiring My 4 (& = — <
1 0 Heviaw Offer Details My Offers Details Editand Send  Offer Accepted F
Forms Needing Forms Pending  Offer Letter (2) Candidates Not
My Action (8) Approval (1) In Pre-
1 Interviews This Week . ~ RS
& > © B
E Offer Details Signed Offer  Offer Letter Sent
Form Letters (2) and Pending - No
e ft Rejected/Declinec Cand. Signature
Jobs By Status m @)
4 /4 /4 a _
My Pending Jobs My Open Jobs(3) My Open jobs- My Closed Jobs Career Site:
(1) Req Teams (I am (15)
on)(2)
Emory Jobs: https://euvcareers-emory.icims.com
My Jobs
Quick instructions for using the system:
My Open Jobs 3
ReqID Posting Job Ti ZCImS Create v KE) v

& Requisition Search: Open Jobs Assigned to HM
;2 Share E Export ,|l Chart Ca Refresh

Requisition Search Results (9 Found)

This will pull up a list of all open

[ Re... Posting Job Title Department : Name Recruiter : Fu...  Req Administr..
JObS that yOU are assocl ated = 3} 6683 Bus Relationship Mgr (Dep/Sch) 031011 - DAR: Human Resources Salary Jordan Wendt Alice Muson-Wog
W|th From here, you can Click ] 6684  Administrative Assistant, School ... 724500 - SOM: Cell Biology: Admin Dedrick Tillerson Kim EUVHiringM
on the JOb tltl e Of the ca ndidate E 6692  Business Analyst I 010505 - Presidential Activities Raymond Gools... Kim EUVHiringM
. o & 6727  Asst Dir, Financial Aid (ETS) 012020 - Deputy to the President Other Jason Johnsan Kim EUVHiringM

you want to review. R
0 & 1_5 6731  Asc Dir, Lullwater Oper & Prog 010501 - Office of President Jason Rogers Kim EUVHiringM
@ 6781 Business Analyst IT 010520 - Presidential Commitments Raymond Gools... Kim EUVHiringM

Candidates submitted to the department for review will appear on the People tab in the requisition
in the Department Review Bin. Click the candidate’s name to review their resume and application.
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Reviewing Multiple Candidates

Click the checkbox above Bin: Department Review and then click the first candidate’s name to start
reviewing multiple candidates in the same Bin.
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Click the triangle icon at the top right to view the next candidate’s resume without going back to the
People tab.
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Reviewing Candidates: Long List/Short List Statuses

By clicking the green Advance button, you can move candidates into the Long-List and Short-List statuses.
These statuses are used to organize candidates while identifying those who will move forward to interview
stages. Candidates in these statuses will remain under consideration.
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Reviewing Candidates: Dispositioning

Use the red Reject button to disposition candidates who have been reviewed, but are no longer under

consideration.
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Scheduling Interviews

iCIMS allows users to schedule interviews using the system. To schedule an interview, select the
candidate and use the green Advance button to move them into Interview status. When Interview
status is selected, the Communications Center will pop up. This is the email template that will be
sent to the candidate to schedule the interview. The body text in this email template must be
edited by the sender!
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To edit the body of the email, click in the Description box. Type in the address of the interview
location. By default, the email is sent to the candidate. You may add more attendees using the box
on the right side of the screen.
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You may add attachments from your computer by dragging them to the Drag and Drop Area or by
clicking that area to access your file system. Note: Ignore the iCIMS systems attachments feature.
Once you have finished composing the email, use the Preview button to view the email and then
click Send. An email along with a calendar invite will be sent to all listed attendees.
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Identifying a Finalist

When a finalist has been identified, use the green Advance button to move the candidate into Candidate
Selected for Offer status. Moving the candidate into this status will prompt a notification to the recruiter to
initiate reference checks and provide a salary recommendation.
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