Talent Acquisition Procedure Guide, Part Two

As we had mentioned in the First Part of the Talent Acquisition Procedure Guide, we
would be sending this second guide after you receive your routed candidates and will
cover the hiring process from the application deadline to making an offer and
onboarding your new hire. The documents in these guides are intended to provide you
with everything you need to know about the hiring process. Please be sure to take
advantage of these resources that we have put together to make the hiring process
simpler and easier to manage. Your Talent Acquisition Specialist is also available to
answer any questions and provide any needed assistance or consultation throughout
the course of the hiring process.

- Your Talent Acquisition Team

In this document, we will cover these topics:

Interview Status Update Guide - 2

Reject Applicant Guide -5

Forward Applicant for Offer
Letter Guide - 8

Attached to this email:
Tax Compliance Form

Criminal History Declaration Form
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Recruiting in VTHR

Interview Status Updates

Quick Reference Guide

Step | Action
BEFORE YOU BEGIN, be aware of the application deadline for your job | Only applicants who are in “Route” status are available for action by the
opening. Do not take any action before that date. Hiring Manager.
1. Select the applicant(s) whose status you are Updating. Manage Applicants || Find Applicants | Activity & Attachments | Job Opening Details
View Applicants Screen Applicants  Interview Schedule
Then, click the Take Action list. Manage Applicants
Select Action... A | Display Disposition: [050-Route v|
. . Applicants Personalize | Find | & | =
Choose the Manage InterVIeWS fUnCtlon. Select Applicant Name 1D Type Disposition Application b?:::!tatecl *Take Action
. . . Capt =h 107217208 =
To take an action on more than one applicant, simply select the [Ny 121019 Ext 050Route B 7 A NG EE I R <
checkbox next t_o each appllcant'_s, name, choos_e an action from Select Al Desslect All “Group Action: [Select Group Action... ~] [ 6o
1 the "Group Action" drop down list and then click "Go".
BEWARE of "Select All", as an error can easily be made by including an
applicant whose status you did not intend to change.
2. | The system will bring you to the Interview Schedule page. o0 ST
Click on the arrow next to the applicant’s name.
3. | Then, click on the arrow next to Interview 1. LY|Captain America

Note: If this is a second interview, click on the “Add Interview” button.

Add Interview
Captain America

Applicant Name:

The system will add a row for each interview and you
will select the applicable row to expand and review or
update the details.

Applicant Type:

Interview 1

Interview2

Applicant Name: Captain America Applicant ID: 121019

Applicant Type: External Applicant Preferred Contact: Not Specified

Interview 1

Consolidated Interview Letter

Add Interview
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Recruiting in VTHR

Interview Status Updates

Quick Reference Guide

Step

Action

The State of Vermont does not use all of the fields found on the Interview
Schedule page. Please update ONLY the fields listed below and ignore the
rest.

Do not rely solely on the system to communicate with your
candidates regarding scheduled interviews. VTHR should be
used for confirmation and documentation , but you should
still make personal contact with candidates that you have
selected to interview. That is the most reliable
communication and makes the best first impression.

Enter the following:

e Interview status as ‘Confirmed’

o Note: If you update the interview status to “Cancelled”, the
details on this page become “read only” and cannot be edited.

Interview type as ‘Individual, Panel, or Phone’

Applicant Appointment status as ‘Accepted’

Interview Date

Interview start time

Interview end time

List interviewers by EMPLID (click on the magnifying glass to

enter the interviewer name).

o The originator of the job opening populates here automatically.
Click on the trash can icon if you want to delete that row.

o If interviewers are listed on the Hiring Team page, they will
pull over automatically to this page.

List Interviewer’s Appointment Status as ‘Accepted’

Venue information is not populated — leave blank

Manually type interview location information in the Location box

If you check the boxes for Notify Applicant and Notify Interview

Team, the system will send email notifications when you click

submit — see Step 4. If you don’t want to generate notifications,

leave those boxes unchecked.

e Do not use the Letter, Attachment, or Notes functions

When the details are entered, click Submit

Captain America

Applicant Name: Applicant ID: 11019

Captain America 013
Mot Specified

Applicant Type: External Applicant Preferred Contact:
Interview 1
Interview Status:
Interview Type: Initiator: Gail Rushford
Pl
Applicant Appointment Status: =) i Jotify Applicant
Interview Details
Date: 10302015 |5
Time Zone:  [EST a, Start Time: | S:00AM End Time: | 10:00AM
Interview Schedule Personalize | Find | | B First ‘4/ 10f1 &/ Last
Intarviswar ID nterviswer Name Date startTime  End Time Pl Comments  Avallability
03223 @ Gal Rushford  10/3002015 2:00AM 10:004M EST  [Mone - [z=1] it] i
+|Add Interviewsr " Jotify Interview Team
Venue Information Personalize | Find | View Al | 5 | B8 First ‘4 10f1 ‘& Last
~Vanue Emall % paintment Comments  Avallabliity
a None v [=) L] 1]

AddMaintsin Venue Information

Location

120 State Street, Sth floor confersnce room, Montpelier

Preview'Edit Meeting Request
ntenviewer Mesting Request Applicant Mesting Request

Letter

Letter: | ] Date Printed: &

Generate Letter Email Applicant Upload Letter
Attachment

No Attachment have been added to this Interview.

+| Add Attachment +| Load JO Attachment
Notes

Mo notes have been added to this Intenview.

+! Add Note +! Load JO Motes

Consolidated Interview Letter

Add Interview

‘Submit Save for Later Cancel Return to Previous Fage

FAQ: How do we update the record when the applicant does not keep the
interview appointment?

Answer: Update the Applicant to “No Show” on the interview page. The
system will still record that the applicant was offered an interview. You
can then do the “Reject Applicant” process and choose “Applicant
Declined/Withdrew” as the reason and Submit without correspondence.
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Recruiting in VTHR

Interview Status Updates

Quick Reference Guide

Step | Action
5. | The State of Vermont uses “partial calendar integration” with the ¢ Today
Interview Schedule function. If you select “Notify Applicant” and/or - d”:“ : RTUItg“t sas i
« . . 9 s . . . . r.recruitment@ver :
NOtlfy Interview Team ? I'CCIPICIltS will get 2 email notifications. You are scheduled to interview foly ening 617407 staff Assistant, with the following schedule:
Interviewer: Gail Rushford
Date: 2015-10-30
One notification is an iCalendar attachment that the recipient can open and = d“:“ - Recruitment 0
. . r.recruitment@vermont.gov 8:48 AM
acce[:_)t to add the appomtment_to hlS or her OUtIOOi_( Calendar' ; (The The attached file has the details of thefftgrview and can be directly imported into Microsoft Outlook
appointment may also be declined here, but that will have no impact on the calendar. <end> P
information entered in VTHR. The “decline” email notification will go to =
the system profile email of the hiring manager.) Email text:
You are scheduled to interview for job opening 617407
The other notification is an email with the interview details. If more than | Staff Assistant, with the following schedule:
one interviewer is entered in the email, each one will be listed separately in Interviewer: Gail Rushford
the email. Date: 2015-10-30
Start: 9:00 AM
End: 10:00 AM EST
These notifications are successful only if the recipient has Location: 120 State Street, 5th floor conference room,
entered a valid email address in VTHR. Often, applicants Montpelier
have an error in the email or entered an address that they do
not often monitor for new email You should already have been contacted about this
T ' interview by the manager or recruiter who is filling the
= .. . . iti . This message is just to confirm the scheduled
= position. T g ]

4 For the !—hrmg Manager and Interview Team, the emails interview. The "location" shown above is only a quick
gene.rated in 'the InterV1.ew Schedule page go to the user’s “System Profile” | reference, not the full address -- if you are not sure
email. Thl_S is the email used f:OI“ “password help”. Your SyStem Profile is of the address or exact location of the interview, or if
accessed directly from the Main Menu: you need directions to the location, please contact the

person who scheduled the interview with you.
Favorites  Main Menu > My System Profile
6. | After you click Submit, the system will return you to the Manage Manage Applicants

Applicants page in the Job Opening. The Applicant’s status will be
updated to 060-Intvw.

To review or update the interview information, choose "Manage
Interviews" from the Take Action drop down list.

Display Disposition: v

Applicants Personalize | Find | £ | B First ‘4 10of1 '} Last

Select Applicant Name D Type glon Application t:fital:ed *Take Action

Captain i =h 10/29/2015
O America 121019 Ext{ 080-Intvw B a7 AN [Select Action )
Select All Deselect Al “Group Action: Select Group Action... v| Go
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Recruiting in VTHR

Reject Applicant and Send Correspondence

Quick Reference Guide

Step | Action
BEFORE YOU BEGIN, be aware of the application deadline for your job | Only applicants who are in “Route” status are available for action by the
opening. Do not take any action before that date. Hiring Manager.
1. | Select the applicant(s) whose status you are updating. L —
Favorites - Main Menu > Recrgn:mg > Browse Job Openings e L S L
R . . @Hep Enp =
Then, click the Take Action list. Find Job Opening o
N Job Opening
Select Action... M | & Print Job Opening
Posting Title: PH Microbiologist Il Job Opening ID: 612866
Job Opening Status: 010-Open Job Type: Standard
- - - Job Title: Microbiologis Job Code:
TIP: To take an action on more than one applicant, simply select the el
- - Business Unit: eal
checkbox next to each applicant's name, choose an action from the "Group | | st e N
ACtIOI’]" dl’Op dOWﬂ |ISt and then CIle "GO". Boave @cione [Efcrestemew  Previous Job Opening [Next Job Opening |Jab Opening List
. . . Find Applicants | Activity & Atachments | Job Opening Details |
BEWARE of "Select All", as an error can easily be made by including an e oo Sarsaoicans | asie sacods [
applicant whose status you did not intend to change. .
Customize | Find | view ~i | B |
Choose the "Rej_ect Applicant" function, which changes the applicant T VO P FE g
status to "Not Hired". B o B[P0 -
Select All Deselect All *Group Action: Select Group Action. - Go:
Manage | Find | Activity & | Job Opening Details Fr
View Applicants Screen Applicants  Interview Schedule
Esave Bcione [EfcreateMew  Previous Job Opening |NextJob Opening |Job Opening List |
< I ] o
2. | The reasons for a Hiring Manager to reject an applicant are: ORrRACLE ' ' v 0
noms i MutChaonat Cosnom | AddisFavirten | Sgnea

~Another Applicant Was Hired

~Applicant Declined/Withdrew (use this reason when an applicant
declines or withdraws at the interview stage.

~Not Selected for Interview

~Offer Rejected (use this reason when an applicant declines or withdraws
at the offer stage)

~Requisition Cancelled (use this reason when the job opening is being
cancelled)

The other reasons provided in the dropdown list are for system-generated
rejection notices.

Frsgstes  Man Meou Recnsting Bowie IO Ooerrgs

Manage Applicant
Reject Applicant

T —

Apptcant Name

62854 Teavieol2 Testiop02
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Recruiting in VTHR  Reject Applicant and Send Correspondence

Quick Reference Guide

Step

Action

When you use the "Reject Applicant” function, you have 2 choices:

1. Submit: This action only changes the applicant's status to Not Hired. It
does not generate any communication to the applicant.

2. Submit & Send Correspondence: This action changes the applicant's
status to Not Hired and then generates an email for you to complete and
send to the applicant.

Once you click Submit & Send Correspondence, the system "submits" the
applicant's status change to "not hired". Even if you cancel the
correspondence, the applicant's status will be changed. Once the
applicant's status has been changed, the Hiring Manager cannot reverse
that action. If a change is made in error, contact the Recruitment Help
Desk (email dhr.recruitment@vermont.gov or call 828-6700, option 1,
then option 4).

Select Status

Status Code: 110-Not Hired
LTETEY RS R Another Applicant was Hired Ed

mit & Send Corespondence > Cancel

There are several rejection notice templates that can be automatically
populated to send to the applicant. These templates are not editable in the
Message box.

However, if no template is chosen, the Message box can be used to type a
free-form (custom) notification to the applicant.

There are three standard rejection letters for use by the Hiring Manager:

Interviewed IR: Rejection letter to someone who was interviewed
for the position.

Post Route RR1: Rejection letter to someone who was on the
Routed Candidate List but NOT interviewed.

Cancelled JobOpening: Rejection letter to notify applicant(s) that
the job opening is cancelled.

The other templates provided in the dropdown list are for system-
generated rejection notices.

v—r—v—+
oRACLE e
Home | Weeiist | UubChaenel Consste | Add e Faveites | Sgecu

Favgrites  Man Menu Eecntng rowia Job Openngs

Send Correspondence

Frowew Sand Cancel

- 20 Ty puci et .

ce Elet Macigstate o s

# inchede inberesied Parties

From: B St

*| Bewed
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Recruiting in VTHR ~ Reject Applicant and Send Correspondence  quick Reference Guide

Step

Action

It is important to "Preview" the Correspondence as there are occasional
conflicts in a Hiring Manager's system settings that result in the email not
working properly.

If the Preview opens with a blank email, click cancel and notify the
Recruitment Help Desk (dhr.recruitment@state.vt.us) so that the settings
can be corrected.

Please note that, if you are sending the correspondence to more than one
applicant at a time, all affected applicants will be listed in the "To:"

line. However, the email is sent individually to each applicant, similar to a
"blind" copy in regular email. The recipients will not see the other
applicant names listed on this line.

Notice that the system will default to include Interested Parties on the
email, meaning that anyone who is listed as an Interested Party on the Job
Opening Details will receive a copy of each email, unless you uncheck this
box.

SComact bathod:  Em

Listier: Fiappetion-Poxi Foubs RF

Tie

(3

B

7 Inchude nteresied Partes

From: Am Smish

"Subpect
“Accass

6 February 1013

TestAppl2 TestAppl2
123 Maim Street
Colchoster, Vermont 03446

Dear TestAppll,

Thaale v i

aik

ke

Click the Send button.

Recommended Practices:

1. Upon receipt of a "routed candidate" list, identify the candidates who will be offered an interview and those who will not be considered further.

2. Itis an expectation that hiring managers will communicate with all routed applicants in a timely manner. Once routed, applicants do not receive
any system-generated notifications regarding the status of their applications.

3. Once a decision has been made that an applicant will not be chosen for interview or further consideration, complete the process to reject and notify

the applicant.

4. Once an offer has been made to the top candidate(s) for the opening, it may be appropriate to delay notification to other interviewed candidates

until the offer is accepted.

TIP: Once the offer is accepted, any candidates whose status has not been updated will be placed on "hold" status. They can be updated until the hire is
processed, at which time the job opening is changed to "filled/closed" and all remaining candidates are changed to "not hired" by the system.
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Recruiting in VTHR Forward Applicant for Offer Letter Quick Reference Guide

Step | Action

Forward Applicant is the process used for Hiring Managers to notify the | Before you begin, the candidate must have been routed to you AND you
HR Administrator that a finalist has been selected and a formal offer must have documented in VTHR which candidates were offered interviews.
letter may be submitted to the candidate.

1. Select the applicant(s) whose status you are updating.
pp (s) y pdating ORACLE"
Then, click the Take Action list.

Select Action... - | Find Job Opening

Job Opening
H H ou ave successiully scheduled an intennew for Geoege Washmgton foc the job Admunsirative Serv
Choose the "Forward Applicant™ function. . g : oS
& Prmt Job Operng

Posting Tithe Adminisiratve Services Coordnator IV Job Opening 1D:  §18023
Job Opening Status: 010-Oper Job Type Standard
Job Title Adminsstrative Seves Coed [V Job Code
Position Number 720140 Admmistrative Srwes Cord IV
Business Unit: 0G40 furr
Job Family: 00003  Classified'Competainve

W save Wcione [EfCreateNew  Previous Job Opening [Next Job Openin

Manage Applicants

Forwar
nk Ag

View Applicants Screen Applicants Interview Schedule

Manage Applicants

Display Disposition: | Al v
Applicants Personalize | Find | &2 J
Select Applicant Name 1D Type Disposition Resume Application :"l‘:,'_.'_(‘
r:’;‘ﬂ]" 127679 Ext 060dnbw ) ® ) x‘,
Select Al Deselect Al “Group Action: | Sedect Group Action v] | Gd¥Vehdray

Manage Applicants | Find Applicants | Activity & Attachments | Job Opening Detalls

View Applicants Screen Applicants  Interview Schedule
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Recruiting in VTHR Forward Applicant for Offer Letter

Quick Reference Guide

2. | A new page opens. Forward Applicant is basically an email template.

Enter the email addresses of the recipients — minimally, the HR
Administrator and the Primary Recruiter

Enter a subject — specify the job opening ID to make it easier for the HR
Administrator to quickly locate the candidate

In the message body, include the start date and any other information that
needs to be included in the offer, such as pay level. The system
automatically adds the applicant name to the message, but additional
information is needed to complete the offer, including:

Position number

Job Opening ID

Start date that you agreed upon in the verbal discussion

Any other information that needs to be documented in the offer
letter, such as schedule, position status (interim, limited service,
part-time), job share, approved hire-into-range or other unique
circumstances

AANENEN

Click on the Preview button and review the email.

Forward Applicant

Enter email address of the person to whom you are sending this information. Salect the "Send” button

when you are finished. Choose the "Preview” button to preview the email.

Preview Send Cance
Forward Applicant Personalize | View All | 15 First fof1 '® Last
Appllcant Nama D
George Washington 1278749
Recipient Information
*Ta- capiain. america@vermont. gov
Find
| A
Ci- pail. rushford@vermaont. gov
Find
&
Boc:
Find
| A
Sender Information
From: Gail Rushford
Message
*Subject: offer for job opening 618023
P orass: Public W
Messapge: E L \‘!‘":
: Position #111222

Job opening #513023
Start date 12715
Fermanent, full-time, Step 1

Updated 2/28/18
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Recruiting in VTHR

Forward Applicant for Offer Letter

Quick Reference Guide

Step | Action

3. Click on the Return button

Forward Applicant Preview

T |:apt5 n.amenicai@vermont.gov |
Ce: |;5 .rushfordi@wermont.gaov |
Bec: | |
From: Gail Rushford

Subject: offer for job opening 813023

Message

Start date 1277115

Step 1

Applicant Name : George Washington

Applid - 127879

You can view George Washingten's profile from

https=ifuthruat erp.state vt us/psplHRUAT/EMPLCYEEHRMS/2HRS_HRAT HRS_MANAGE_APP GBL?

Pape=HRS_MANAGE_APP&Action=UEHRS_PERSON_|D=127879 page.

hank You

Gail Rushiord
Return
4. | Click the Send button.
Preview Send Canca
5. | After you Send, you will return to the Manage Applicant page of the job Applicants Personalize | Find || B First (4 10f1 0 Last
Openlng‘ Forward Apphcant does nOt Change the Candldate,s Status‘ Select Applicant Name ID Type Disposition Resume Application ba;italecl *Take Action
O eamegon 127678 Ext 060-intww B " [SelectAction v]

Applicant”.

Once the offer has been submitted, the candidate’s status will change to 070-Offer. Once the candidate accepts the offer, all other applicants who were
in Route or Interview status, will go into a status of 100-Hold. When the hire is processed, the system will automatically close the job opening — the
hiring manager does not need to take any further action to manage the job opening. However, candidates do NOT receive any automatic notifications of
their status at this stage, so the hiring manager does need to take action to close the communication loop with applicants. See the instructions for “Reject

Updated 2/28/18
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