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Log in using your AU NetID and Password. This

Select a Language:
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Dansk Deutsch
Password: Francais Francais du Canada
ltaliano Magyar
m Mederlands Morsk
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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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You are now able
to view all
applicants.

You will screen by
reviewing the
applicants resume

=}

Favarites Main Menu > Recruiting > Find Job COpenings

Find Job Opening
Job Opening

& Print Job Opening

Posting Title: DOffice Coordinator Job Opening ID: 12234

Job Opening Status:; 010-Cpen Job Type: Standard

Job Title: Office Coordinatar Job Code;

Position Number: 00001510 Office Coordinatar dNAIdALE d D E

Business Unit: 12000 Augusta University a follo -
ESave EE'CIDHE @:’ECreate Mew Previous Job Opening |Mext Job Opening |Job Opening List - a RO -

Manage Applicants Find Applicants Activity & Attachments Job Cpening Details

View Applicants  Screen Applicants  Interview Schedule

afe AP
Display: | Al v
Applica B - d o | 1 - L
Select i - ID T isposition~ R Applicati Former a  *Take Acti
ele Applicant Hame ype Disposition ESuUmMe pplication Employee Last Updated ake ion
! =i 12/29/2016 :
] Ext Screen |__|'§| 12:08PI | Select Action... V|
] Ext Screen % 1329;2015 | Select Action... V|
117PM
O Ex | Screen B 1212912078 [ Select Action... v/
2:15PM
2 =h 12/29/2016 -
] Ext Screen B 3-14PM |Se|ect.ﬂu:1mn___ v|
L =h & 12/29/2016 -
] EK Screen B ¥ p— |Se|ec1.&n:1mn... V|
] Ext Scred B2 1?I29I201E | Select Action... V|
4P
] Cathy Carver-Parker 56325 [Emp Screen ﬁ% |Se|ect.ﬂu:1inn...
Select All Deselect All *Grﬂupﬁ\.ﬂtiﬂﬂ: Select GrﬂUpAE‘tiUn... V| .GD. Indicates that applicant is
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STAFF

v" HR will add basic screening questions to the job opening at
the time of the posting

v If an applicant does not answer the screening questions
appropriately, the applicant will be placed in a “rejected”
status and marked as not qualified.

v The department is now able to screen the applicants by
reviewing their resumes and/or applications and either
ROUTE or REJECT the applicants based on their
gualifications.

v' The HR Talent Consultant/HR Representative will also
review ALL of the applicants (both rejected and applied) to
ensure they are routed/screened properly.

v If you have any questions regarding your applicants and
their statuses, please contact your HR Talent
Consultant/HR Representative.
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Faculty

v" HR will add basic screening questions to the job
opening at the time of the posting.

v If an applicant does not answer the screening
guestions appropriately, the applicant could be rejected
and marked as not qualified.

v Faculty Support Services will route all applicants in an
“applied” status to the department.

v' The department is now able to screen the applicants by
reviewing their resumes and/or applications and either
ROUTE or REJECT the applicants based on their
gualifications.

v If you have any questions regarding the applicants and
their statuses, please contact Faculty Support
Services.

AUGUSTA UNIVERSITY



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-Cpen Job Type: Standard
Job Title: Office Coordinator Job Code: 505X17
Position Number: 00001510 Office Coordinator

Business Unit: 12000  Augusta University

Eave @@Clane @ECreate Mew Previous Job Opening |Mext Job Opening |Job Opening List

i ) Find Applicants Activity & Attachments Job Opening Details
P

View Applicants Screen Applicants Interview Schedule

ReTEYE SR | SeIeCt aCt|0n
Display: All W “Route
O ”
Applicant
Select Disposition Resume Application E:;E:; . LastUpdateda  *Take Action
O Screen = E{ggfﬂm Select Action...
. i
: = 1202912016 Add Applicant to Mew List
Screen 2 pp
O = 1TATEM Add Applicant to Saved List
Change Applicant Status
: = 1202912016
] SCreen = 215PM Create Interview Evaluation
g Forward Applicant
: = 12/28/2016 Link Applicant to Job
Screen £ =
O & = 314PM Manage Applicant Checklists
R Manage Interviews
] Screen E% ¥ gé’?gﬁmﬁ Pre-Employment Check
i Prepare For Hire—HR OMNLY -
3 = 12/29/2016 Prepare Job Offer—HR OMLY—
o 3
[ =Ll2En = 7-14PM Print Application Details
Reject Applicant
Cathy Camver-Parker 56325 Emp Screen % DjHDIE[H? Route Applicant
9:13AM
: welect Action...
. . . . - Send Correspondence
Select All Deselect All Group Action: Select Group Action... V| Go Withdraw From Hire
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Favorites | Main Menu > Recruiting » Find Job Openings

Route Applicant

Route Applicant
Applicant Hame
h6325 Cathy Canver-Parker
. 3-5taff Candidate Basic Cluals
*Overall Routing Status: | |[UQLEEINGE v Status Date: |01/19/2017 [} 3p-Routed Faculty/Executive
. | - | JE-Routed from Search Firm
Status Reason: < Expert Review Reguested
Peer Review Requested
To be interviewed within ¥days o
*Route Date *Houte To Response Due Response Response Date
0119/2017 [5 QY e sl | i [=]
Submit Cancel

* You will be prompted to use a reason from routing. For staff, faculty, and
executive searches, utilize the following status reason:
3-Staff Candidate Basic Quals
3D-Routed Faculty/Executive
3E-Routed from Search Firm
 When choosing the Route an applicant, you will be prompted to route
them to an individual. Select the Hiring Manager for staff position. Select
the Search Committee Chair for faculty positions.
* Leave the fields to the right of the Route To field empty.
e Select Submit.
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Disposition Codes
be responsible for updating disposition code for all applicants.

gepartment wi

)

Favorites | Main Menu > Recruiting > Find Job Openings

Manage Applicant:
Reject Applicant

foeee e When choosing to REJECT
56325 Cathy Carver-Parker .

an applicant, select the
Status Code: 110-Reject approprlate Status
status Reason: NN reason.

1A-Mot consid.Inelighpplncompl
. 1B-Mot consid.Inelig-Rehire

Submit || Su| 1C-InternalCand.NotElibleDis cel
10-Mot LegallyAuthtoWork:

1E-MotScreen-afterCandidateSel SElect Su bmit.

2-Failed Online BQ-ExEdLice
2A-Failed BQ Screen-Experience °
2B-Failed BQ Screen-Education DO NOT select Submit &
2C-FailedBQScreen-CeriLicReg
20-Duplicate Application

3A-Mot referred BQE&PQ ScreenEx Send correspondence'
3B-Mot referred BQ&PQ ScreenEd
JC-Applicant Withdrew

4C-Interv, Appl no longer avail
40-Intery,LInable to reach Appl
4E-Intery, Unaccept behaviar

4F-Interv, Inadquate Comunicat
45-Intery, Mot met requirem

4H-Intery, Insuff Experi/Certi

4l-Interv, Insufficient Educa
4J-Another-Quual.Cand.Sel
5A-CandDeclinedOfferOutsideGRLU
5B8-MoShow forPre-EmplTest
5C-Failed Pre-EmpyTest
50-CandDeclinedOffer@GRLU
5E-Falsified/FailedCrimHist

5F-Failed Reference Check
5&-Hired-MoShowtoStart '
7A-Cancelled Job Reqguisition

Select Status
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Sample of Disposition Code Reasons

Hiring Manager/Department Review
Preferred Qualifications (PQs) Met basic qualifications - Applicant (needs to be reported on OEE applicant query or ATF)

Stage 3 Alpha Numeric Code Reviewed by Talent Acquisition and forwarded to management - Recommended Disposition Code(s)
Applicant considered by 3 3-Staff Positions Met Quals (Staff Positions, GCHC Positions, East Central, etc.)
Talent Acquisition and 34 Mot referred - PQ Screen - Experience
deemed qualified-- 3B Not referred - PQ Screen - Education/Certification
Further review by the 3C Applicant Withdrew
Hiring Manager 3D Mot Screened -All Routed Faculty/Executive Search
3E Mot Screened - Routed to Management from Search Firm

Hiring Manager/Department Review
Telephone or Onsite Interview - Met basic qualifications - Applicant (needs to be reported on OEE applicant log or ATF)

Alpha Numeric Code Recommended Disposition Code(s)
44 Schedule Interview
4B Interview - Applicant under consideration
Stage 4 Interview - Applicant no longer interested, accepted another position; not interested due to salary,
Applicant Considered ac schedule, work location or travel requirements (removed self from consideration)
by Hiring Interview - Unable to contact applicant or selected for interview and was a no-show (removed self from
Manager/Interview 4D consideration)
Panel and qualified
4E Interviewed - Applicant not selected. Inappropriate behavior
4F Interviewed - Applicant not selected. Inadequate communication/presentation skills
4G Interviewed - Applicant not selected. Unable to meet position requirements/ location, schedule, travel
aH Interviewed - Insufficient Experience and/or Certification
4 Interviewed - Insufficient Education
4] Interviewed - Excellent Candidate, another candidate selected

AUGUSTA UNIVERSITY




How to Route/Reject multiple applicants at once..

Favorites ©| Main Menu > Recruiting > Find Job Openings

After screening all

& PrintJob Opening applicants, check

Posting Title: Office Coordinator Job Opening ID: 12234

Job Opening Status: 010-Open Job Type: Standard the Select boxes
Job Title: Office Coordinator Job Code: 50517 beside the names
Position Number: 00001510 (Office Coordinator

Business Unit: 12000 Augusta University

Save E@CInne @éECreate Mew Previous Job Opening |Mext Job Opening |Job Cpening List

k Y Find Applicants Activity & Attachments Job COpening Details
P

View Applicants  Screen Applicants Interview Schedule
- diiay S API-diii
Display: All L

Select Applicant Hame ID Type Disposition~ Resume Application EF':'"”“ Last Updated=  *Take Action
mployee
. = 122942016 .
o i A"
Screen B B | Select Action. . |
Screen B 1?@9;2015 | Select Action.. V|
TATPM
Screen B 12/2812016 [ Select Action._. v
Z15PM
Add Applicant to Mew List _ 121292016
Add Applicant to Saved List Fl% 3-14PM | Select Action... V|
Change Applicant Status :
Create Interview Evaluations =h o 12129/2016 -
v R Select Action... S
Edit Application = ¥ 6:27PM | |
Forward Applicant _
Link Applicant to Job E% 1?’129’12015 | Select Action... V|
i 7 14PM
Manage Interviews
Print &pplication Details =N 01M 082017 -
iy | o B LT
Cathy Carver-Parker 56325 Emp Reject Applicant |__|'§| 9-13AM | Select Action... |
Foute Applicant
Select All Deselect All *Group Action: 2| o Ac Go

Send Correspondence

AUGUSTA UNIVERSITY




FEI‘.'I:Ivr'rtEE : MainvMenu > Recrg'rting » Find Job Cpenings

Change Recruitment Status

Route Applicant

Applicant Hame

B6325 Cathy Carver-Parker

*Owverall Routing Status: 010-Routed W Status Date: (01192017 Eﬂ

Status Reason:
3-5taff Candidate Basic Quals
30-Routed FacultyExecutive
3E-Routed from Search Firm

*Route Date *Route To . e Response Date
Expert Review Reguested

EI1J"IQJ'2III1?|E1'J Peer Review Requested W E’J E|

To be interviewed within ¥days

Submit Cancel
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Favorites | Main Menu > Recruiting > Find Job Openings

Find Job Opening
Job Opening

g You have successfully routed Applicant(s).

&F 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

Bsave Z8cione [Efcreate New  Previous Job Opening |Next Job Opening |Job Opening List

i " Find Applicants Activity & Attachments Job Opening Details
- -

View Applicants Screen Applicants Interview Schedule
| Y S ARSI L
Display: All (v

Select Applicant Name ] Type Disposition~ Resume Application E:;;Ir;:;e Last Updated= *Take Action
~u ! = 01/19/2017 . v
0 050-Route L 3101 | Select Action... |
o : = 01/19/2017 : v
| 050-Route B S10P1 | Select Action... |
] Cathy Carver-Parker 56325 Emp  050-Route = gj{ggﬁ”ﬂ [select Action v
. gl
o . = 01/19/2017 : v
O 050-Route B 310P11 | Select Action... |
~u ! = 01/19/2017 . v
0 050-Route L 3101 | Select Action... |
O 050-Route B ¥ 01192017 | Select Action... v
3:10PM
] 050-Route = B [ Select Adtion__ v|
3:10PM
Select All Deselect All *Group Action: | Select Group Action... V| Go
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Tips for Screening Applicants

« Confirm that the applicant’s qualifications meet or exceed the minimum

requirements for the position. (An applicant cannot be considered if they do not meet
the minimum qualifications. Please speak with your HR Talent Consultant/HR
Representative if you should have any questions).

 Note any red flags such as employment gaps, short-term employment,
repeated changes in career path or decreasing responsibility.

« Selecting candidates who meet the preferred requirements is also a means
of narrowing the qualified applicant pool.
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Points of Contact

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

* Faculty Support Services: Laurie Bush or Omar
Forbes

 EXxecutive Recruitment: Carolyn Burns, Sharon
Wingard, Sherena Hobbs

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