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Navigating for Search Committee Members
Search committee members will have Dashboards and dropdown menu functions similar to the image below.
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& Home

My position
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Search committee
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Manage applications

System settings

For more information about the hiring process, review the Hiring Guide. All members of the
search committee must complete Introduction to Search Committes Roles and Logout
Responsibilities training.

nstruction Guides are available online as a resource to navigate through the applicant

tracking system. ‘

Access List of Applications

Step 1: Click on the green SEARCH COMMITTEE REVIEW bubble from the dashboard. This will prompt the
My search committee jobs window.

SEARCH COMMITTEE REVIEW

1 - jobs requiring search committee review

Step 2: Click View Applicants to trigger the search committee member functions for rating and viewing applicants.

292504 7 Aug 2017 Approved  Cookl ()] 5 Chairperson

View responses | Editjob
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View and Rate Applications
Search committee member functions for rating and viewing applicants will look like the diagram below.

Search committee members will be able to:
e Sort by first name, last name, and date submitted
e Access an applicant’s application and application materials by clicking on the View Answers icon
e Access an applicant’s resume by clicking on the View Resume icon
e Rate each using the Select drop-down
0 Selection Criteria
= Does not meet criteria, Meets Criteria, Exceeds Criteria
0 Selection Criteria Outcome
= Recommend for Interview, Do not recommend, Additional review/maybe
e To move to the next applicant, click on Save and Next or Close when you want to exit
e Your work is autosaved and allows for interruptions
e PageUp will update to show a Reviewed icon when you have reviewed an application
e Selection Criteria Outcomes you chose when rating an applicant will reflect next to the applicant’s name

View Answers

icon:
Click on this icon
to aq:esE their Criteria:
Bppica o Minimum and
ap[:lnc@:; =k preferred screening =
materials i —_
criteria.
(Example: a Bulk compde and send
submitted cover COu-
S| Fimt e (AT) .
letter) e . 11 Mrumum Edutation Qualdcations)
The Selection
15 10 Do Criteria: Rate each
M5 in Bology Select v ; iteri
oS¢ " selection criteria
W Corl Dugard = 11, Mirrmum [utatien Qualdcatians) using the options

207 Apcimimand by wreryew
= 7 / under the select
View Resume icon: (3 E3/Q Jerwater Forsberg ke it drop-down [Does not

= G cle {1t
Meets crteria - i
Click on this icon to 26 2017 hhar meet criteria, Meets

access their (Coachng criteria, Exceeds
submitted resume. @ karen wikson i)
¥ jn 2007
Commurication Mol CToeria
(Commurscation)
(€
— Bachelers Degree MAcets Criferia =4
| [Fresentatonr)
(@ T essessseacrerell) .
The Selection Criteria Hat
Outcome you choose ' OnCall to Mlin for CEO Meets croeria .

when rating an
application. This will
reflect next to the

o ppplicant’s name. o Outcome:  Recommend for intervien ¥
Should only use

“Recommend for i m
: : [
interview, Do not 1

[Presentation)

=i recommend or ! X
Additional ; \
review/maybe. : :

O O O Save and next:

Click on this button
to navigate to the
next applicant.
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Navigating for Search Committee Chairs
Search committee chairs will have a Dashboard similar to the image below.
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For more information about the hiring process, review the Hiring Guide. All members of the new requisition
search committee must complete Introduction to Search Committee Roles and

Responsibilities training. Applicants

. . . i 1 A Manage applications
Instruction Guides are available online as a resource to navigate through the applicant LSRR

tracking system. Events

J New event

Manage events

ksystem settings

View and Rank Applications
Search Committee Chairs will need to rate the applications as well. Review the View and Rate Applications above

for details on how to navigate to rate applicants.

Access Search Committee Member Reviews
The Search Committee Chair has access to view ratings from Search Committee Members. However, Search

Committee Members DO NOT have access to view anyone else’s application reviews.
To access Search Committee Member reviews:

Step 1: Click on the green SEARCH COMMITTEE REVIEW bubble from the dashboard. This will prompt the
My search committee jobs page.

Step 2: Click on View responses to prompt the Feedback provided page.

Step 3: Click on an applicant’s name to view Search Committee Members’ reviews of that application.
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Only applications that have been reviewed by any search committee member will be visible. You will see the
Selection Criteria and overall Selection Criteria Outcome responses from the search committee member(s) who

reviewed the applicant.

v Bachelors Degree (Presentation)

Select all & Print Jacquie Kittler

Feedback provided

Carol Dugard

Martthew Wamback

Jennifer Forsberg

s iileen On-Call to fill in for CEO (Presentation)

The Selection Criteria from Jacquie Kittler
Search Committee —»  "Meets criteria

Matthew Wamback

Overall

The Selection Criteria

Outcome from Search _ ' o
Committee
Matthew Wamback
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