HOW TO SUBMIT AN OFFER

PEPPE@NE | Human Resources

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

2 Jobs open

Before submitting offer details to Human Resources, you should have
made a verbal offer of employment and have received verbal acceptance.

From your Hiring Manager Dashboard, click the link
showing your number of open jobs and click “View” next to
your open job

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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All jobs My jobs

2 search results
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Click “View applications”

Click the application status next to

Job title:*

Select a bulk action v

O Recruiting Specialist

Employment Specialist

the name of your successful
candidate

Change the applicant’s status to
“Verbal Offer Accepted — Draft Offer
Card” and click “Next”

([@ar [7] Submitted Status

OO0 18 Aug 2015 Initial Review Unsuccessful
OO0 25Aug 2015 Initial Review Unsuccessful
D00 24 Aug 2015 Michael

D17 Aug 2015 Test

Change application status

e Firstname Lastname Phone

L 5
New
oL M . .
Initial Review Unsuccessful
o Request Additional screening questions
Test Applicant Request Phone Interview

Request Interview 1
Additional screening questions unsuccessful - non-Alumni
Request Interview 2

Verbal Offer Accepted - Draft offer card


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

Confirm status change

Confirm the status change by clicking “Move now”
Tostats:  Verbal Offer Accepted - Draft offer card DO not Change any Of the pre-selected Settings.
Communication template: -~ No template - B
EmaiApplant ® Yes O o Once you have changed the status, you will be taken to the “Offer Card”

where you can inform Human Resources of the offer details necessary
to draft an official offer letter and begin onboarding your new

Send an SMS to the applicant: ® Yes © No

Additional users from job: @ Yes O No

employee.
The following will bs added to the applicant nates for administrators to view:
POSITION DETAILS Fill in the Position Details
Position no.* 100 Please note: All restricted and temporary employees must
Startdate® 10 Dec 2018 have an end date, and this date cannot extend beyond the
Edxe o0 current fiscal year (July 31%). If you are offering a restricted

applicable:
position to a candidate, please make them aware that the

Mo budget for this position will be reviewed annually. The
budgeted 367,000 employee will be required to acknowledge the end date of
his or her offer letter.

Hours per

. 40
week:*

Fill in the Salary Details

Paybasise | perhour ' Please select “per hour” or “per month” based on the FLSA
Payrate | 2019 status that was approved in the job posting request
Comesponding (nonexempt=hourly, exempt=monthly). To calculate the
om0 monthly rate, divide the annual rate by 12. To calculate the
Salary notes: hourly rate, divide the annual rate by 2,080.

Please note: Human Resources will calculate the rate most
favorable to the employee and will extend rates out six
decimal places. For example, an annual rate of $42,000 will
appear as an hourly rate of $20.19 on an offer letter, but will
be calculated by Human Resources as $20.192307.

If you desire, designate an Onboarding Assistant
onvaaraing Qs This field is optional. Onboarding Assistants will receive
No user selected. notifications related to the onboarding tasks for the new

employee, and will have access to the Onboarding Module
to mark tasks as complete.

y— Select “Required HR Approval” in the approval
orater as process field and click “Save and Submit”

If applicable, please replace the generic “Human
Resources” field with the name of your assigned
employment specialist for speedier processing.

Approval process: Required HR Approval v

1. Human Resources: uman Resource Q=

Please note: If you fail to select an approval process, Human
Resources will not receive notification of your offer and
processing will be delayed.

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



