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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

Posting Title: Office Coordinatar

Job Opening Status: 010-Open

Job Title: Office Coordinatar

Position Number: Q0001510 Office Coordinator
Business Unit; 12000 Augusta University

&% Print.Job Opening

Job Opening 1D;
Job Type:
Job Code:

Esave E¥cione [Efcreate ew  Previous Job Opening |Mext Job Opening |Job Opening List

Manage Applicants Find Applicants Activity & Attachments

Job Opening Details

View Applicants  Screen Applicants  Interview Schedule

Select Applicant Hame & 1] Type
L] Ext
n Ext
[] Cathy Carver-Parker 6325 Emp
[] Ext
] Ext
n Ext
] Ext
Select All Deselect All *Group Action:

Disposition~

050-Route

050-Route

050-Route

050-Route

050-Route

050-Route

050-Route

Rezume

N ™ R 7 S 7

Application

Select Group Action...
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Favorites | Main Menu > Recruiting > Find Job Openings

Job Opening
Interview Schedule

Listed below are the interview schedules for the applicant(s) selected. Create a new
interview schedule or update an existing schedule. Choose the Delete icon to remove
corresponding interviewers. Use the Add Interviewer hyperlink to add interviewers not defined
within the Job Opening.

&% Print Job Opening

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

Submit Save for Later Cancel | Reatyrn to Previous Page

View/Print All Interviews Expand All Collapse All
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Favorites | Main Menu > Recruiting : Find Job Openings

Job Opening
Interview Schedule

Listed below are the interview schedules for the applicant(s) selected. Create a new
interview schedule or update an existing schedule. Choose the Delete icon to remave
corresponding interviewers. Use the Add Interviewer hyperlink to add interviewers not defined
within the Job Cpening.

&¥ Print Job Opening

Posting Title: Office Coordinator Job Opening ID: 12234
Job Opening Status; 010-Cpen Job Type: Standard
Job Title: Office Coordinator Job Code: BO5X17
Position Humber: 00001510 Office Coordinator

Business Unit: 12000 Augusta University

_ Submit | | SaveforLater| | Cancel | Retym to Previous Page

Applicant Name: Cathy Carver-Parker Applicant ID: 56325
Applicant Type: Employee Preferred Contact: Mot Specified
F Consolidated Interview Letter

Add Interview

_ Submit | | SaveforLater| | Cancel | Renmto Previous Page

AUGUSTA UNIVERSITY




Select the appropriate Interview Status

AUGUSTA UNIVERSITY

FL

Favorites | Main Menu > Recruiting > Find Job Openings

Job Opening
Interview Schedule

Listed below are the interview schedules for the applicant(s) selected. Create a new
interview schedule or update an existing schedule. Choose the Delete icon to remove
corresponding interviewers. Lise the Add Interviewer hyperlink to add interviewers not defined
within the Job Opening.

&% Print Job Opening

Posting Title: Office Coordinator Job Opening 1D 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

: Submit: :Sauefor Later: Cancel

Return to Previous Page

= Cathy Carver-Parke r

Applicant Hame:
Applicant Type:

Applicant ID: AG325
Preferred Contact: Mot Specified

Cancelled
Completed
Caonfirmed
Scheduled

Interview Status:

Interview Type: Initiator: Cathy Carver-Parker

Applicant Appointment Status: & (] Notify Applicant
Interview Details

Date: IEJ
Time Zone:  |EST Q Start Time: End Time:

oierviewerl  [eniewer (e startTime [End Time | 17° el L Notify
Name fone Status

001381 @ Carla Symonds ] i}
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Favorites Main Menu > Recruiting > Find Job Openings

Job Opening
Interview Schedule

SElect the appropriate Listed below are the interview schedules forthe applicant(s) selected. Create a new
interview schedule or update an existing schedule. Choose the Delete icon to remaove

corresponding interviewers. Use the Add Interviewer hyperlink to add interviewers not defined
within the Job Opening.

&% Print Job Opening

Posting Title: Office Coordinator Job Opening I 12234
Job Opening Status: 010-Cpen Job Type: Standard
Job Title: Office Coordinator Job Code: 505X17
Position Number: 00001510 Office Coaordinator

Business Unit: 12000  Augusta University

: Submit :Sa'u'e for Later: Cancel

Return fo Previous Page

= Cathy Carver-Parker

Applicant Hame: Cathy Carver-Parker Applicant 1D BE325
Applicant Type: Employee Preferred Contact: Mot Specified

Interview Status: Confirmed

‘ Interview Type: Initiator: Cathy Carver-Parker
Campus
. 4| Committee Interview . .
Applicant Appointme Final Interview @ ] Motify Applicant

Interview
Date: Phone .
Second Interview
Time Zone: Telephone Interview ime: End Time: |

T
personalize | Find | B | 7% First K1 q 010 [ aat
More...

nieriewer ) [TenRewer (e Start Time |[End Time | "C bl L L Notify
Hame Zone Status

001391 @ Carla Symonds O i}
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Select Applicant

AUGUSTA UNIVERSITY

FL

Favorites | Main Menu > Recruiting > Find Job Openings

Job Opening
Interview Schedule

Listed below are the interview schedules for the applicant(s) selected. Create a new
interview schedule or update an existing schedule. Choose the Delete icon to remave

corresponding interviewers. Use the Add Interviewer hyperlink to add interviewers not defined
within the Job Opening.

&% Print Job Opening
Posting Title: Office Coordinator Job Opening ID: 12234
Job Opening Status:; 010-Cpen

Job Type: Standard
Job Title: Office Coordinator Job Code: 505X17
Position Number: 00001510 Office Coordinator
Business Unit: 12000 Augusta University

_ Submit | | SaveforLater| | Cancel | Retym to Previous Page

* Cathy Carver-Parker

Applicant Name: Cathy Carver-Parker Applicant 1D: 56325
Applicant Type: Employee Preferred Contact: Mat Specified
Interview Status: Confirmed
Interview Type: Interview Accepted Initiator: Cathy Carver-Parker
Declined

Applicant Appointment Status: Mone '535

Tentative

] Notify Applicant

Date: IE'J
Time Zone:  |EST Q Start Time: End Time:

T
personalize | Find | B | # First & q0r1 0 (ast
More...
nteniewerm  [Mendewer (. startTime |End Time | "¢ e bl Notify
Name Zone Status

001391 @ Carla Symonds ] i}




Checking the Notify Applicant
box will prompt a message to be

sent to the applicant portal with

AUGUSTA UNIVERSITY

FL

Favc;r'rtes Main‘l':'lenu > F‘.ecrg'rting » Find Job Openings

Job Opening
Interview Schedule

Listed below are the interview schedules for the applicant(s) selected. Create a new
interview schedule or update an existing schedule. Choose the Delete icon to remove

corresponding interviewers. LUse the Add Interviewer hyperlink to add interviewers not defined
within the Job Opening.

& Print Job Opening
Posting Title: Office Coordinator Job Opening ID: 12234

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

Business Unit: 12000  Augusta University

. Submit | | SaveforLater | Cancel | Reiymto Previous Page

* Cathy Carver-Parker

Applicant Hame: Cathy Carnver-Parker Applicant ID: RE325
Applicant Type: Employee Preferred Contact: Mot Specified
Interview Status: Confirmed V|
Interview Type: Interview v|

Initiator: Cathy Carver-Parker

Notify Applicant

Applicant Appointment Status:

Date: Eﬂ
Time Zone:  |EST 6] Start Time: End Time:

Personalize | Find | B | 38 First ©) 1 0f1 1 Last
nternviewerll  [EnRewer (e startTime |End Time | ""C el Notify
Name Zone Status

001391 @ Carla Symonds ] i}




AUGUSTA UNIVERSITY
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Favc;r'rtes Main‘l'rﬂenu > F‘.ecrg'rting » Find Job Openings

Job Opening
Interview Schedule

Listed below are the interview schedules for the applicant(s) selected. Create a new
interview schedule or update an existing schedule. Choose the Delete icon to remove

corresponding interviewers. LUse the Add Interviewer hyperlink to add interviewers not defined
within the 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

: Submit: :Sauefor Later: Cancel

Return to Previous Page

* Cathy Carver-Parker
Applicant Name: Cathy Carnver-Parker

Applicant ID: 6325
Applicant Type: Employee

Preferred Contact: Mot Specified

Interview Status: Confirmed V|
Interview Type: Interview V| Initiator: Cathy Carver-Parker
- . e ffzj [7] Motify Applicant
Interview Details
Time Zone:  |EST Q Start Time: End Time:
Bl 4 ¥
Personalize | Find | ®° | = Firzt &0 1 of 1 Last
More... ==k
; Interviewer . . Time Appointment .
Interviewer ID Name Date Start Time End  Time Fone Status Notify

001391 @ Carla Symonds ] i}




Add Interviewers: the
interviewers will be the individuals
entered as the Interview Team
when the job opening was

created.

To add more than one interview,
select Add Interviewer.

AUGUSTA UNIVERSITY

.

Favarites Main Menu > Recruiting » Find Job Openings

JUD I

UTCe Loorainamar JUL LU BUSAT
Position Number: 00001510 Office Coordinator
Business Unit: 12000  Augusta University
_ Submit | | SaveforLater| | Cancel | Retym o Previous Page
* Cathy Carver-Parker
Applicant Name: Cathy Carver-Parker Applicant 1D: FR325
Applicant Type: Employee Preferred Contact: Mot Specified
Interview Status: Confirmed V|
Interview Type: Interview V| Initiator: Cathy Carver-Parker

Applicant Appointment Status: Accepted W & Hotify Applicant
Interview Details

Date: Eﬂ
Time Zone:  |[EST Q Start Time: Eod Time: |

10f1 3 [ast

Personalize | Find | B | % First B

* Interview Schedule

_ Interviewer
Interviewer 1D Date
Name

001391 1 Carla Symonds

Start Time [End Time |17
Fone

Appointment
Status

e V] O @

L] MHotify Interview Team

Notify

[+] Add Interviewer

Venue Information Personalize | Find | View Al ] | ## First Bl 4 of 1 L3 | ast
. Appointment I

“Wenue Email Status Comments Availability

| Q & i

AddMaintain Venue Information

Location




DO NOT use the Venue
Information section.

Enter the address of the interview

AUGUSTA UNIVERSITY
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Favorites | Main Menu > Recruiting : Find Job Openings
- : - -
UL IS UMICe iLoorainanar

00001510 Office Coordinator
Business Unit: 12000  Augusta University

A UREF e DUDAT Y
Position Number:

- Submit | | SaveforLater | Cancel | Retum o Previous Page

* Cathy Carver-Parker

Applicant Hame: Cathy Carver-Parker Applicant 1D: BR325

Applicant Type:; Employee Preferred Contact; Mot Specified
Interview Status: | Confirmed v|
Interview Type: Interview V| Initiator: Cathy Carver-Parker

Accepted W @5

Applicant Appointment Status: Hotify Applicant

Interview Details

Date: Ii El
]

Time Zone:  |EST Q Start Time: End Time:
Personalize | Find | B | ¥ First B 4074 0 Last
. Interviewer . . Time Appointment .
Interviewer 1D Name Date Start Time End Time Fone Status Naotify

|I:II:I139‘I . Carla Symonds

[+]Add Interviewer

e v O @

L] Notify Interview Team

Perzonalize | Eind | Wiews #1070 |~ B

Venue Infor —=-- at Kl qor1 O aat

Availability

AddiMaintain Venue Information
Location




FL

Favorites Main Menu > Recruiting » Find Job Openings

— —
mieniewer i |[Tenvewer start Time |End Time |7 b bl Notify
Hame Zone Status
001331 @ Carla Symonds ] i}
[*+]Add Interviewer [ Notify Interview Team

= T
Venue Information Personalize | Find | view 20 | B | B Frat B g o1 O st

Appointment
Status

| Q & f

Add/Maintain Venue Information

*Venue Email Comments Availability

You can add an agenda or
important information regarding
the interview by using the Add
Attachment option.

PLEASE NOTE: This information will
be sent to BOTH the candidate and
the hiring committee members.

Preview/Edit Meeting Request

Interviewer Meeting Request Applicant Meeting Request

Letter: | v| Date Printed: 5
Generate Letter Email Applicant Upload Letter [ ] select

Attachment

Mo Attachment have been added to this Intenview.

Add Attachment Load JO Attachment

r

Mo notes have been added to this Interview.

Add Mote Load IO Motes

+ Consolidated Interview Letter
_m:ld Oig

.~ Submit | | SaveforLater| | Cancel | metum to Previous Page

AUGUSTA UNIVERSITY




DOCUMENTATION TO USE AND NOT USE WITHIN THIS PANEL

The appropriate documentation to attach the Scheduling Interview Page:

You can attach:
« An agenda
« Directions/map to location

NOTE: If you select notify candidate and committee, then both can receive the attachments.

You should not attach:
 Aninterview evaluation (complete or not complete)
« Documents related to other candidates

We do not want to take a chance that the candidate could view this information. If you have other
documents you need to send to the committee members, please use Outlook to provide this
iInformation.

Information which needs to be provided at the end of the search should follow the instructions which
are under the “Evaluation” process.

AUGUSTA UNIVERSITY
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The Interviewer’s Toolkit provides guidance on the following:

* Appropriate interview questions

« Equal Employment policies

« Tips for interview process

* Discussion points to avoid in the interview

Various interview classes can be scheduled through Talent
Acquisition & Management and Workforce Development.

The Interviewer’s Toolkit can be found here.

AUGUSTA UNIVERSITY


http://www.augusta.edu/hr/talent-acquistion-management/documents/interviewing_managers_toolkit_03252014.pdf
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If you are taking action on only one applicant, click on the Take Action dropdown menu with their name and

select Create Interview Evaluation.

T .

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 EBcione [Ef Create New Previous Job Opening |Mext Job Opening |Job COpening List

- Manage Applicz In.-." 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
|AII W Create Interview Evaluation
7 1]
] i - o Former Manage Applicant Checklists
Select Applicant Hame = D Type Disposition~ Resume Application Employee LastUpdated« Manage Interviews
_ Pre-Employment Check
[ 050-Route = gj{ggﬁm? Frepare For Hire—HR OMLY -
: Prepare Job Offer—HR OMLY—
— L =l 01zoy Print Application Details
L 050 Rowse = 310PM Reject Applicant
Route Applicant
Cathy Carver-Parker 56325 Emp 050-Route = gj:;gﬁmT Select Action...
: Send Correspondence
_ Wi i
o Ext 050-Route Fl% DjﬁEh’EEI'I? "'."lthdrguw Frn”r.n Hire
- F10PM I
5 g =h 011942017 -
] Ext 050-Route = 210PI | Select Action... v|
= 2 =h & 01192017 )
J Ext 050-Route = ¥ 3 10P1 | Select Action... v|
£ L =h 01192017 )
O Ext  050-Route = S 10P1 | Select Action... v|
Select All Deselect All I *Group Action: Select Group Action... V| Go I

AUGUSTA UNIVERSITY




NOTE: For staff positions, HR
Talent Consultants may
request comments for all
interviews.

Enter the Interview Date

Enter the Interview Ratings

4" Interview Date: |U‘1J'2EIJ'2EI‘1? .g

FL

Favorites | Main Menu > Recruiting > Find Job Openings

Manage Applicant: Cathy Carver-Parker
Interview Evaluation

Complete the evaluation form by providing an interview rating for each categaory, an overall rating and a recommendation.
Provide any appropriate comments. Choose the Submit Evaluation button when you are done.

HIRING MAMAGER: Mustverify that this individual being selected wouldn't conflict with the MNepotism Paolicy.

Submit Evaluation Cancel Return to Previous Flaqe

* Cathy Carver-Parker

Applicant ID: 5R325 Applicant Name: Cathy Carver-Parker Enter the Interview

ype

Job Opening 1D: 12234 Posting Title: Office Coordinator

Interview Type:

and Comments

Rate Applicant

Category Interview Rating Sgore Comments
Communication Skills | Vl 0
Education/Training | v| 0
Technical Skills | v| 0
Work Experience | v| 0
Leadership | Vl ]
Interestin Position & AU | v| 0
Aftentiveness | Vl 0
Decision Making | v| 0
Initiative | v| 0
Customer Serivce | v| ]
Recommendation

Overall Rating: | V|

Recommendation: | V|

General Comments

| ¢

AUGUSTA UNIVERSITY
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Favarites Main Menu : Recruiting > Find Job Openings

Manage Applicant: Cathy Carver-Parker
Interview Evaluation

Favarites Main Menu : Recruiting » Find Job Openings

Complete the evaluation form by providing an interview rating for each category, an overall rating and a recommendation.

Provide any appropriate comments. Choose the Submit Evaluation button when you are done. Evaluation Rating Comments

HIRIMG MAMAGER: Mustverify that this individual being selected wouldn't conflict with the Mepotism Paolicy.

Applicant Hame;

Cathy Carver-Parker

. ; ; ! Category: Communication Skills
Save - Submit Evaluation Cancel Return to Previous Page
Comment: Candidate was very articulate and demonstrated excellent @@
communication skills.

* Cathy Carver-Parker
Applicant D 56325 Applicant Name: Cathy Carver-Parker
Job Opening 1D: 12234 Paosting Title: Office Coordinator
Interview Date: 0112012017 El Interview Type: v | o OK I Cancei

Category Interview Rating Score

Communication Skills
1 - Exceeds Expectations

2 - Meets Expectations 0
3 - Below Expectations

Education/Training

Technical Skills 4 - Not Applicable 0
Work Experience | 0
Leadership | 0
Interestin Position & AU | v| 0

|

Aftentiveness

AUGUSTA UNIVERSITY
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Category Interview Rating Score Comments

Communication Skills W 0 it
Education/Training v 0
Technical Skills v 0
Work Experience v 0
Leadership v 0
Interest in Position & AU v 0
Attentiveness v 0
Decision Making v 0
Initiative v 0
Customer Serivce v 0

AUGUSTA UNIVERSITY
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Category Interview Rating Score Comments
Communication Skills b 0
Education/Training W 0
Technical Skills W 0
Work Experience W 0
Leadership W 0
Interest in Position & AU v 0
EnthusiasmiAttitude v 0
Interpersonal Skills W 0
Can Establish Research Funding W 0

AUGUSTA UNIVERSITY




Interview Date: 0142042017 [=1) Interview Type: |Campus hd

hdle Applica
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 V| 3
Choose the Overall Rating and
. Interest in Position & ALl | 1- Exceeds Expectations V| 3
Recommendation from the dropdown
Attentiveness | 1 - Exceeds Expectations V| 3
menu.
Decision Making | 1- Exceeds Expectations V| 3
. Initiative | 1 - Exceeds Expectations V| 3
Enter General Comments regarding the _ _
Customer Serivce | 1- Exceeds Expectations V| 3

Overall Rating: | 1- Exceeds Expectations W

Recommendation: [

005-Interview
120-Make
100-Hold 1l

110-Reject @
120-Withdrawn

General Comments

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 | SubmitEvaIuatinn_I Cancel | Return to Previous Page

AUGUSTA UNIVERSITY
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Favorites : Main Menu » Recruiting > Find Job Openings

Job Opening ID: 12234 Posting Title: Office Coordinator
Interview Date: |U1f2'3!'2'3'|? e Interview Type: | Campus V|
Rate Applicant
Category Interview Rating Score Comments
Communication Skills |3—Elelnw Expectations V| 1
EducationiTraining | 3 - Below Expectations V| 1
. . Technical Skills |3—Elelnw Expectations V| 1
Choosing a Recommendation of _ _
" . " . Wark Experience | 3 - Below Expectations V| 1
ReJeCt WIII prompt you tO enter C Leadership |3—Elelnw Expectations V| 1
ReaSOI? from the drOdeWT'\ AnTEIACE Interest in Position & AL |3-Elelnw Expectations V| 1
Attentiveness | 3 -Below Expectations V| 1
Decision Making |3-Elelnw Expectations V| 1
Initiative | 3 -Below Expectations V| 1
Customer Serivce | 3 - Below Expectations V| 1

AUGUSTA UNIVERSITY

Recommendation

| Overall Rating:

3 - Below Expectations

Recommendation: | 110-Rejact

Another Qualifed Cand Selected
Inadequate communication
Insufficient Education
Insufficient Experience
Insufficient Experience

Inable to contact applicant
nable to meet requirements
nacceptable dress-behavior

| attest that if our department determines we are to select/hire this
individual, it will not conflict with Augusta University's nepotism policy.

Save I Submit Evaluation I Cancel

Return to Previous Page




Select the Recommendation of “Make Offer” for your final candidate.

e —
Overall Rating: | 1 - Exceeds Expectations V|
Recommendation: | 020-Make Offer v| I

| attest that if our department determines we are to select/hire this
individual, it will not conflict with Augusta University's nepotism policy.

Return to Previous Page

Saye I Submit Evaluation I Zancel
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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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