INVITING PROFESSIONAL SERVICES
CANDIDATES TO INTERVIEW

A GUIDE TO INVITING CANDIDATES TO INTERVIEW USING THE
SCHOOL'S E-RECRUITMENT
SYSTEM.
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Now that you have your final shortlist, you will need to use the e-Recruitment
System to invite candidates to attend interview.

This guide has been created to help you navigate the e-Recruitment System when
inviting candidates to attend interview.

To begin you must ensure that all candidates you wish to invite to interview, have been moved to the Invite
to Interview stage on the e-Recruitment System.

On the top menu, select Interviews followed by create schedule without participants.
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The Schedule Details screen will appear and you will need to complete each box as below, noting the
following:

1. Your Schedule Name should match the job title.
2. The Description should be the same as the Schedule Name.

when completing the Add Vacancy(s) box.

3. You should always select PS - Invite to Interview

Home Panel Home Approval Request ‘ Interviews

—_——————————————
Schedule Name I JC Test Vacancy 1 I
Description I JC Test Vacancy 1 I
Application stage I PS - Invite to interview| iz @I
Add Vacancy(s) | Please select @I
This schedule Is I Interview confirmed
I Interview declined I
Invite to 2nd Interview |
Candidates at application stage |
Invite to 3rd Interview I
Candidates invited to schedule not yet accepted I (i St
Candidates that have accepted the schedule I PS - Invite to 2nd Interview I
New candidates that could be invited to schedule I PS - Invite to 3rd Interview I
I PS - Invite to interview I
S

Add Vacancy: to do this you will need to

1. Click Add Vacancy following which, you should
type the name of the post as it was advertised
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when it was first put into the System and select Set the schedule name and the criteria that will be used to select candidates
the search icon.

Schedule Name JC Test Vacancy 1
Description JC Test Vacancy 1
Application stage PS - Invite to interview v W
2. Select your vacancy and click OK | AddVacancy(s) | o T Vecaoy 1 8 @
______________________ This schedulels
I Search Vacancies Vacancy @ -i
I Vacancy Candidates at application stage 1 candidates
I 1C Test . I Candidates invited to schedule not yet accepted 0 candidates
I Candidates that have accepted the schedule 0 candidates
I S Jore Se I New candidates that could be invited to schedule 1 candidates

Note: If the incorrect ‘application
stage’ is selected, it will show ‘0
candidates’.
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You now need to create your interview slots. The two red boxes below are those you should use to create
your slots and interview schedule.

Prior to undertaking these steps, you should have your schedule time and dates already in mind.
You can opt to create each slot one by one, or create all slots at once.
Click on ‘Show all locations’ to select the interview location.

Once you have selected your slots, you should click Add Interview Slots.
N~ 7S
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r ____________I I I E—— o
| From 10:00 (0] | Bei== | [« « August 2019 b » || Revewsios o
| ™ 11:00 0] | | M T W T F s s|| selectEmaiTemplates >}
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Once you have clicked Add Interview Slots as shown in step 6, the below window will appear. If you are
happy with your slots, select OK. Should you wish to change your slots, select Cancel and you will be able to continue
to edit until your slots reflect the timetable required.
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Your Interview Schedule has now been created. Click Next to proceed.
The Review Slots screen will appear. Here you can view and delete any slots as required.

If you are interviewing over more than one day, you can add another date. To do this, follow again.

With your Interview Schedule(s) created, you can now invite your shortlisted candidates to
book into a slot.

From the Review Slots screen, click Next to be taken to the Email Details screen.
Select the templates you wish to use. You should always select Edit Template to ensure
that the candidate is provided with the correct information pertaining to the interview as
such details will not be automatically populated.
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Select the names of the candidates you wish to invite to interview, and click Publish Schedule-.

See which candidates are avallable o Invile and notity them of the schedure.
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To scoept an invitation on behalf of the candidste click the email address link snd then choose the sppaintments icon.
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A pop up screen will appear. If you are happy to proceed, select OK.

Your shortlisted candidates have now been invited to interview and will have received the invitation asking
them to log in to the e-Recruitment System and choose their interview slot.

As Professional Services Staff recruitment is anonymised, candidate details will only be revealed once the
candidate has booked their slot.



