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In order to go into the system to enter the selected
candidates in a “Make Offer” status for HR to review and
finalize with your department, please be sure you have
first completed the Creating Interview Schedule and
Evaluations instructions.

NOTE: All official offers are to come from the Human
Resources Division for staff positions.
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1. Discuss with the appropriate decision makers to ensure all
Information regarding the offer for the candidate being
considered is fully supported.

2. Ensure that your office has entered the interview schedules In
the system

3. Ensure the evaluations have been completed on all candidates
who interviewed In the system.

4. Ensure that the disposition codes of all candidates that applied
have been updated in the system.

5. References should be completed before changing the status of
the selected candidate to "Make Offer”.
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From the PAWS Employee Portal
https://paws.augusta.edu
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Log in using your AU NetID and Password. This

Select a Language:
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Enter the Job Opening ID. Change the

g

Favorites | Main Menu > Recruiting » Find Job Openings

Find Job Openings

Title:

Search Reset

Job Opening ID: | 12254/Q
Status: | v|
Most Recent Activity: i vi
Job Opening Type: | v|
Hot Job: | v
Display Jobs: | v|
Manager: | ')
Recruiter: | Q
Originator: | ')
Business Unit: | Q
Position Number: | ')

|

|

Recruitment Contact:

Search Reset

Create Mew Job | Browse Job Openings Find Job Postings
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Favorites | Main Menu > Recruiting > Find Job Openings

Find Job Openings

" 1 Results Found

First &Y 4 of 4 L& | ast

Search Results Personalize | Find | \View A | B | 7
Target Available
Openings Openings

] (Office Coordinator 12234 |Standard Requisition [Augusta University 1 1 121912016

Select Al Deselact All |Se|ect.ﬂu:tinn... W Gu:

Job Opening IDHbr Type Location Hot Job Created-

Create Mew Job | Browse Job Openings Find Job Postings
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Favorites | Main Menu > Recruiting > Find Job Openings

Find Job Opening
Job Opening

& Print Job Opening

Posting Title: Office Coordinator Job Opening ID: 12234
Job Opening Status: 010-0Open Job Type: Standard
Job Title: Office Coordinatar Job Code: 505X17
Position Number: 00001510 Office Coordinator

Business Unit: 12000 Augusta University

Save EEClone @ﬁcreate Mew Previous Job Opening |Mext Job Opening |Job Cpening List

Find Applicants Activity & Attachments Job Opening Details

View Applicants Screen Applicants  Interview Schedule Add Applicant to New List
Add Applicant to Saved List
Change Applicant Status
Display: All W Create Interview Evaluation
7
i - o Former Manage Applicant Checklists
select LB T TR Aesume Application Employee L2stUpdateds Manage Interviews
_ Pre-Employment Check
[ 050-Route = gj{ggﬁm? Frepare For Hire—HR OMLY -
: Prepare Job Offer—HR OMLY—
EMLE L =l 01zoy Print Application Details
L 050 Rowse = 310PM Reject Applicant
Route Applicant
Cathy Carver-Parker 56325 Emp 050-Route = gjqugﬁm? Select Action...
: Send Correspondence
5 2 =h 01192017 Withdraw From Hire
O 050-Route B 310PI1 e ,
5 s =h 011942017 -
] 050-Route = 210PI | Select Action... v|
= 2 =h & 01192017 )
] 050-Route = ¥ 3 10P1 | Select Action... v|
£ L =h 01192017 )
] 050-Route = 2 10PM |Se|ec1.&n:t|nn._. Vl
Select All Deselect All *Group Action: Select Group Action... V| Go
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Interview Date: 0142012017 E Interview Type: |Campus V|
Rate Applicant

Category Interview Rating Score Comments
Communication Skills | 1 - Exceeds Expectations V| 3
Education/Training | 1- Exceeds Expectations V| 3
Technical Skills | 1 - Exceeds Expectations V| 3
Work Experience | 1- Exceeds Expectations V| 3
. Leadership 1 - Exceeds Expectations L 3
Choose the Overall Rating and : :
. Interest in Position & ALl 1- Exceeds Expectations W 3
Recommendation “Make offer” from
. Attentiveness | 1 - Exceeds Expectations V| 3
the dropdown menu for your final
. Decision Making | 1- Exceeds Expectations V| 3
candidate. — :
Initiative | 1 - Exceeds Expectations V| 3
: : : Customer Serivce | 1- Exceeds Expectations V| 3
Your Recruiter will receive a
notification that you have selected your
Overall Rating: | 1- Exceeds Expectations V|

Recommendation: [

final candidate when you submit the

IS

110-Reject
120-Withdrawn

1 | attest that if our department determines we are to select/hire this

individual, it will not conflict with Augusta University's nepotism policy.

Save | ~ Submit Evaluation I Gancel | Rpeturn to Previous Page

AUGUSTA UNIVERSITY




Contact Motes Applicant Data

Current Status Interview Schedule/Evaluation Expenses

Job Opening Disposition Last Updated Resume *Take Action

Dffice Coordinator - - L 01232017 L .
12234 060-Interview 1:97PM | Select Action... L

Add Mew Disposition EI Wiew Activity History

Applicant Activity Contact Notes Applicant Data

Current Status Interview Schedule/Evaluation Expenses
i Take Action: Select Action... V| Go
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On the Disposition Details page, you will need to select the Final Recommendation of “Make Offer”. It is critical that you complete

this step because it will trigger the notification to the HR Talent Consultant/HR Representative to proceed with the salary calculation

FL

Favq’rtes Mainflenu ¥ Recrgiting > Find Job Openings

Manage Applicant: Cathy Carver-Parker
Disposition Details: Interview

Applicant Name: Cathy Carver-Parker Date Entered: 0110/2017
1D 56325
& Print Job Opening

Posting Title: Office Coordinator Job Opening ID: 12234
Job Opening Status: 010-Open Job Type: Standard
Job Title: Office Coordinator Job Code: 505X17
Position Number: 00001510 Office Coordinator
Business Unit: 12000  Augusta University

Save Return to Previous Page

005-Interview

| 020-Make Offer
U0-Hold
110-Reject

120-Withdrawn

Final Recommendation:

Reason:

Average Score:

Personalize | View Al B First

Interviewer Job Interview Rating l::';;:'ew Recommendation Score Action

Cathy Carver-Parker Office Coordinator 1- Excegds Campus 020-Make Offer 29.000 |Edit Evaluation
Expectations

Create Mew Evaluation

Personalize | Find | View A1 B Frst & qorq I Last

Start End Time

Date - : Interviewer Location Job Comments
Time Time Zone
Date Cathy Carver-Parker Office Coordinator

Manage Interviews
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™
Favorites = Main Menu > Recruiting > Find Job Openings

Business Unit: 12000  Augusta University

Save

Return to Previous Page

020-Make Offer

Reason: Recommended for Job Offer e I

Average Score; 29

Personalize | View A1 | B First B 4 054 T (st
Interviewer Job Interview Rating ?;serwew Recommendation Score Action
- 1- Exceeds ; -
Cathy Carver-Parker Office Coordinator ) Campus 020-Make Offer 29.000 Edit Evaluation
Expectations

Create Mew Evaluation

Persanalize | Find | View &1 | B First K1 g or1 I Last

Date 5.‘3'1 E'.-Id Lo Interviewer Location Job Comments
Time Time Zone
Date Cathy Carver-Parker Office Coordinator

Manage Interviews

~+ Disposition History

Disposition Status Reason Status Date  Offer D
Interview 005-Interview 01z02017
Eoute 010-Routed 3-3taff Candidate Basic Quals 01/19/2017

Edit Disposition Details

Save

Return to Previous Page
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Evaluations & Reference

Navigate to Recruiting
Main Menu > Recruiting > Find Job Openings > Enter Job Opening Number
OR,
You may go to the “My Job Openings” category on your Manager Dashboard, then select the appropriate Job Opening.

=

Favorites | Main Menu > Recruiting > Find Job Openings
Job Opening

& Print.Job Opening

Posting Title: Office Coordinator Job Opening ID: 12234
Job Opening Status: 010-Open Job Type: Standard
Job Title: Office Coordinator Job Code: 505X17
Position Number: 00001510  Office Coordinator

Business Unit: 12000 Augusta University

Esave Ecione @ECreate MNew Previous Job Opening |Next Job Opening |Job Opening List

Manage Applicants Find Applicants Activity & Attachments Job Opening Details

| Find | view a1 B8 | 2

Date Subject Reason Action Taken By
12/28/2016 010-Open Jackson Usry

12M 912016 006 Pending Approval Jackson Usry
12M9/2016 005 Draft Pamela Whitehead

] Eind | View Al By 2

ID Hbr Subject Note Date Author View Notes
1 Job Posting - LG 1212712016 Jacquelyne Gordon View Motes E
Add Note
| Find | View All]
File Name Description Audience Updated Uploaded By Delete
00001510pdf  [0D0001510.paf Puplic | 12272010 R i}

Add Attachment
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« The HR Staff will receive a notification that a candidate is in the "Make Offer”
status:

For Staff Positions: Your HR Talent Consultant will contact your with a salary
calculation (as we do currently) and will extend the offer to the candidate.

You will receive a notification via your AU email account as well as from your
HR Talent Consultant when the candidate has accepted the offer.

For Faculty Positions: A Faculty Support Services Representative will work
with you to collect the appropriate documents required on the faculty hire
packet checklist.
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__Points of Contact__

* System Access Inquiries: Sharri Peck or Cathy
Carver-Parker

* Faculty Support Services: Laurie Bush or Omar
Forbes

* Executive Recruitment: Carolyn Burns, Sharon
Wingard, or Sherena Hobbs

e Staff Recruitment: Dena Pickett, Jacob Usry,
Toneshia Rickerson, or Veeta Perry
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