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About

This guide details how to interview applicants in CHRS Recruiting. You will use some of the same documents utilized in
the previous recruitment system.

What you will do

e Schedule interviews.

Transition applicants to the appropriate application status in PageUp.
Notify your recruiter of any declined interviews.

e Transition applicants to HR after completed interviews.

Prerequisites and Assumptions

e Your users role is assigned as a search committee chair on the job requisition in order to obtain access to the
applicants. If you cannot access the job requisition, then you might not be listed as a committee chair on the
job. Please contact Employment Services for support.

e The applicants have been transitioned to the committee to begin interviewing.
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Interviewing Applicants
The following steps will outline how to schedule interviews, transitions applicants, download documents, and transition

applicants back to your recruiter.

Scheduling Interviews
1. After you have transitioned the applicants back to Human Resources and they have reviewed the screening
documents, your recruiter will transition the applicants selected for interview back to the search committee
chair with approval to begin to call for interviews. You will be notified through an email (like the one below)

that you can move forward.

Email from:* noreply@csuchico.edu

Email subject:* Approved to Call for Interviews- {JOBTITLEY Job #{JOBNO}

Email body:* Merge fields
B 7 US E-i=-== romas- A .HB. L B L o @

Search Committee Chair,

You are receiving this email because you are listed as a search committee chair on the job listed below.
Human Resources has completed their review of the applicant({s) you wish to interview for the
{JOBTITLE}/ Job #{JOBNOF}.

You are appraved to move forward with interviews. The Interview Questions and Interview Summary form
are located in the documents tab.

Below are the interview instructions for the next steps in the process.

https://www.csuchico.edu/hr/_assets/documents/empl-staff-mpp-interview-process. pdf

Link to CHRS Recruiting.
Sincerely,

Jenni Merlo

530-898-6850

2. Click the link in the email to log into CHRS Recruiting or the following link for CHRS Recruiting.
3. Click on the Jobs requiring panel review link on the dashboard. You will have one of two views below.

L] - w
e Lol Manager Activities
Search committee review P il e
!_\\-j.)_!
5 Jobs requiring panel review Pt
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4. Click View Applicants on the line of the applicable job. The View Applicants page opens.

Your role &

Search Committee Member View Applicants (5) | View job

W

5. On the next screen, you will see the list of applicants and their statuses. The applicants in the status Committee
Chair Approved to Call for Interview, are the ones you have been approved to call for interviews. Click on their
name to show the applicant card to view contact information.

Program Coordinator (505673)
Job Code/Employee Classification: S5P 11I-NE

Bulk compile and send Bulk move Sort:  Qutcome v

— | Select all

B Committee Chair Approved to Call for Interview
(] Emma Watson P Ja

Mar 16, 2022

[ Jim Carey e
Mar 16, 2022

6. Applicants who have declined, are not returning calls, or multiple attempts to reach them, please email your
recruiter the name(s) so they can transition the applicant(s) out of the system.
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Downloading Interview Questions and Interview Summary Form

1. Next you will download the interview questions and distribute to the search committee members before the
first interview.

2. Click on the Jobs requiring panel review link on the dashboard. You will have one of two views below.

sl Manager Activities

Search committee review

=

5 Jobs requiring panel review P

3. Click View job or Edit Job (depending on your permission level) to download the interview documents.

Your role &

Search Committee Member View Applicants (5) | View job

N

4. Click on the Documents tab at the top of the page. View and download the Interview Questions and the
Interview Summary form. The Interview Summary Form is only for the Search Committee Chair to complete.

Position info Notes Posting Documents Reports (Legacy) Reports
Select v
Document Date Size Category \
Interview Questions Mar 8, 2022 37Kb Recruitment Documents View Delete
Criteria Mar 8,2022 17Kb Recruitment Documents View Delete
Applicant Screening Consensus Mar 8,2022 102Kb Recruitment Documents View Delete
Interview Summary Mar 8, 2022 68Kb Recruitment Docuw View Delete
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Interviews Complete — Finalize Documents

1. The interview summary form will be used to summarize each of the candidates interviewed. When all
interviews are complete, you will complete this form together with the entire search committee. Once all
applicants have been added to the Interview Summary Form, the committee chair will print their name, email
address and date on behalf of the entire committee. Save the document.

Committee Chair listed represents the committees consensus of all applicants interviewed

Committee Chair Name: Email: Date:

nterview Summary | Rev 12/06/2021

Returning Interview Summary to HR Recruiter for Review
1. After all interviews are complete and the Interview Summary form is finished, you will return the Interview
Summary to your HR recruiter for review via email.

2. Your recruiter will transition the applicants accordingly and will contact the Hiring Manager to discuss next
steps.

What happens next

e The Hiring Manager will decide if they would like to conduct second interviews or move forward to complete
employment verifications.
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