HOW TO VIEW APPLICATIONS AND PEPPERDINE | #uman Resources

COMMUNICATE WITH APPLICANTS

This is the third step in the recruitment process. For additional recruitment tools and advice, visit Staff Recruitment Resources.

From your Hiring Manager Dashboard, click the link showing
your number of open jobs

Click “View” next to your open job

2 Jobs open Please note: You may need to use the buttons at the top of the
page to ensure you are viewing the most current job postings.
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Click either on an applicant’s name, or
108 POSTING REQUEST on the “View application” link to view
the Applicant Card

Job title:* Student Services Coordinator
Fmployee dasacaton = Please note: From this “Manage Applications”
i ill find helpful flags, indicati
page you witl iind he'piul Hags, indicating
education level, previous Pepperdine
I you are requesting a new position, please use the placeholder 00022609 (regular) or 00022447 (restricted). If you are unsure which number to use, contact afﬁliations, and more (hOVer over iCOIlS to see

your major area budget manager or Human Resources at extension 4397.

the meaning of each one). You can also view
posting request. Positions will be updated once an offer Is made. o the applicant’s resume and application by
clicking the shortcut icons.

= PpageUp® You may also use the checkboxes on the side

Selecta bulk action 74— and choose “Bulk compile and send” from the
“Select a bulk action” box to quickly
consolidate all application materials and export

® Employment Specialist

searcr [ to a single PDF for review.
[@an [¢] submitted Status First name Last name Email City Dup Undisclosed? Employee Source Sub-source |Flags|«|
10 Nov 2018  Initial Review unsuccessful-non Alumni B N Internet = (4 & View application

22 0ct2018  Initial Internet = (4 & View application

9 Oct2018 Initial o} W Internet = [4 @& View application


https://community.pepperdine.edu/hr/content/page-up-training/recruitment-process.pdf

Click “Form” to view the applicant’s completed application The completed application includes

Click “Resume” to download the applicant’s resume

work and education history, answers to
additional auestions. and a cover letter.

The applicant’s resume will also appear if you scroll to the bottom of the applicant card, but please note
formatting that may be included in their document may be lost in this version.

On the applicant card, you will also be able to see other applications an individual has submitted for positions in
your department, as well as a history of applicant activity and communications sent through the system.
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Change application status
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Additional screening questions

Additicnal screening questions unsuccessful - non-Alumni
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Phone Interview

Phone interview unsuccessful - non-Alumn

Phone interview unsuccessful - Alumn

Interview 1 Request

Interview 1 Confirmation
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Interview 2 Request

Interview 2 Confirmation
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Review the pre-filled email template provided
and make any necessary changes

Please note any text in brackets such as {JOBTITLE} will
be merged with the correct information upon sending.

Click “Move now” to change the applicant’s
status and to send email communications

Form Resume

Once you have reviewed all application materials, click “New”
to change the applicant’s status

After reviewing all application materials, you can choose to move the
applicant to the next step of the hiring process by selecting “Additional
screening questions” or you may determine that the applicant is not a good
fit for the position at this time by selecting “Initial Review Unsuccessful”.

Please note: Human Resources has configured these statuses to align with
suggested Hiring Best Practices. You will also notice that each unsuccessful
status is further broken down to separate “Alumni” and “Non-Alumni”
statuses, as each will send out a unique communication template.

Applicants who are alumni will have the blue bell application flag

Confirm status change

You are about to move Test Applicant ta a different status

From status: Initial Review unsuccessful-non Alumni

To status Initial Review unsuccessful-non Alumni

Communication template:

E-mail: Applicant: O Yes ® No
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Dear Test Applicant,

Thank you for your interest in the Recruiting Specialist position in the Human

Resources department at Pepperdine University. Your application has been reviewed and we are
very pleased with the caliber and qualifications of the agplicants. While we find that you have
qualities that would be helpful and relevant to this position, | regret to Inform you that we
received applications from other candidates who more closely align with the needs of the
position at this time. | encourage you to continue to check all of the University’s available

Please note that if you select any unsuccessful status, you
will be required to select a reason why the candidate is not
moving forward before you are able to click “Move now”.

Cancel

positions which are updated regularly at http://iobs.pepperdine edu.

' Initial Review unsuccessful-non Alumni reason
Please indicate the reason for selecting the initial review unsuccessful-non alumni status:*

Select r


https://community.pepperdine.edu/hr/supervisor/hiring/hiringbestpractices.htm

HOW TO SEND BULK PEPPERDINE | Human Resources

APPLICANT COMMUNICATION

If you have chosen to consolidate all submitted application materials and review all at once,
you may choose to move multiple applicants to the same status and utilize the bulk

communication fe ature. Please note: if you choose to review applications all at once, consider asking your

= pagelp® assigned employment specialist to temporarily remove the posting from
' jobs.pepperdine.edu to prevent additional applications from coming in during
Select a bulk action r your review process'
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Search Results
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Select the applicants you have reviewed by checking a 2 Dec 2018 New
box next to their name. = --

Three boxes are provided so that you may take multiple bulk actions at once. The same communication will be
sent to everyone in a designated color, and you will have an opportunity to define what each box means. An
example scenario could mean selecting the green box for each person you would like to move to the “Phone
Interview” status, the yellow box for each person you would like to move to “Initial Review Unsuccessful —
Alumni” and the red box for each person you would like to move to “Initial Review Unsuccessful — Non Alumni”

Once all applicants have been selected, click “Select a bulk

Select a bulk action T . .
= action” from the top right corner and choose “Bulk move”
Select a bulk action
Bulk compile 3035800 | Select the appropriate
E-I_l I k MmionFe | application Status and S;: action :x;:-,:E eDSA:fE\:an(s KE:;App\csmz ® 2Applicants > Complete

click “Next”
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Bulk action status: @ 1 Applicant ~ & 1 Applicant ~ ® 1 Applicant - Complete

You have requested to move one applicant to the status "Phone Interview".

You now have the opportunity to notify this person::

Communication template: - No template — r
E-mail: Applicant: @ Yes ® No
From:* carly struna@pepperdine.edu

Subject* ‘Your Application to the {JOBTITLE} Position

Message Merge fields

Review the pre-filled email template

provided and make any necessary

e o changes, select a reason if applicable,

Tkt PR s Sl Sr s Mol T and click “Move now”. If you utilized
more than once color check box, repeat.

B f U S = Formats~ A - A & B L o ®

Instructions for hiring manager: please edit and remove the highlighted sections befare saving and sending this
communication.

your interest in Pepperdine University. Please let me know if you are available for one of the following appointments:

Date, Time

If you have questions, please call extension 4397 or email employment@pepperdine.edu



