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Hiring Process Overview

Below is a brief overview of the hiring process in Taleo.

1.

2.

10.

Submit a request to your department’s Vice Chancellor asking for their approval of your position.
Once the position has been approved, you may begin the recruitment process.

e [f you are afirst-time user of Taleo, you need to schedule a time to meet with Kathryn Pulliam
(kapulliam@astate.edu) so she can walk you through the process.

e Prior to your meeting, ensure you have given Kathryn the correct position number and an updated job
description so she can have everything properly loaded into the system.

Login to Taleo through the Taleo Admin icon in your myCampus portal.

e If you do not have this icon, please email taleo-support@astate.edu and someone will request that it be

added for you.
Hover over the requisitions tab and select job library.

You can search for your position by entering the position number, classification title or selecting your
department.

Once you have located your position in the job library, you can begin creating the requisition.

Once you have created the requisition, it will go through an approvals process. This process typically takes two-
three days meaning that it could be a few days before your position is actually posted to the Career Website(s).

After your position has been posted, you can track applicants by going to your requisitions and clicking on the
number next to the person icon. On this page you can see everyone who has applied to the position so far. Their
application and resume/CV will be visible here, but any additional documents will be viewable by clicking on
individual candidates’ names.

If you have a search committee, members can be sent candidate information by a requisition owner. Owners are
typically hiring managers and initiators. It has been approved for the chair of the search committee to be added
as an owner, but you will have to contact Kathryn so she can add them.

When the committee is ready to review candidates, a requisition owner send the information by doing the
following:

e Select all candidates by clicking on the checkbox in the top, left-hand corner. Specific candidates can be
chosen by selecting the box next to their name

e Choose the Send To button> Compress as a ZIP File> Choose Recipients> Next> Edit the email message>
select All Candidate Provided Attachments.
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e Note: Depending on how many applicants you are selecting at a time and the size of their documents,
the email may be too large to receive through your University email. You will have to select only a few at
a time.

Note: Again, if this is your first time going through this process in Taleo, you will need training. Once you get to this
point, Ashley Alexander will be able to guide you through the remaining portion of the hiring process. You can contact
her at abidwell@astate.edu to set up a training time.

11. Once your position closes and you are ready to select candidates for interview, you will:

e Choose the checkbox next to each of these candidates > press send to > click on select email template >
selected for interview (make sure you choose the correct template for the position you are hiring for.
Options are faculty, classified, non-classified and provisional).

e Inthe choose recipients field, click on add user and type in Astate HR. Choosing this user will send an
email to Ashley Alexander letting her know which candidates have been selected.

e After the Office of Diversity reviews and approves, Ashley will let you know that you can proceed to
scheduling interviews.

12. After you have interviewed and have selected a candidate you want to hire, you will need to begin working on
the Offer Letter. You can go into your requisition in Taleo and select your candidate. This will bring up a page
where you can begin a new offer.

13. Once the Budget Office has approved the offer, Human Resources will contact the candidate to extend the
verbal job offer. Upon acceptance, Human Resources will send the background request and the candidate will
begin working on their new hire paperwork.
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Human Resources Staff

Kathryn Pulliam
Title: Applicant Tracking Coordinator
Email: kapulliam@astate.edu Direct Line: 2639

Kathryn works with the hiring department from the time a position is approved by EC until they position routes through
the approvals process and is posted onto the careers site.

e Updates parts of requisitions that are not editable by HMs and Initiators

e Adds/Removes requisition owners

e Adds positions that are not currently in Taleo

e Grants user access to Taleo

e Requests user access through myCampus portal

e Posts jobs to the internal and external career sites

e Advertises with the external recruitment sites chosen by the hiring department
e Extends closing dates if a larger applicant pool is desired

e Answers general questions about the Taleo system

Ashley Alexander
Title: Recruitment Coordinator
Email: abidwell@astate.edu Direct Line: 8088

Ashley works with hiring department from the time candidates are chosen for interview until they are hired and have
completed their new hire paperwork.

e Sends applicants chosen for interview to Diversity for approval

e Sends approval notification to the requisition hiring manager

e Extends verbal offer to chosen candidate

e Sends background check requests

Updates candidate statuses once a hire has been made

Works with new hires to ensure the new hire paperwork is completed
Sends email with benefits enroliment information

Works with Payroll to ensure the new hire paperwork is accurate

e Answers general questions about the Taleo System

Payroll Staff

Brandi Dean Judy Clark

Title: Compensation Manager Title: Payroll Technician

Email: bradean@astate.edu Direct Line: 3929 Email: juclark@astate.edu Direct Line: 2272

Brandi and Judy work with the hiring department for Graduate Assistants from the time that they are chosen for an
Offer until they are hired and have completed their new hire paperwork.

e Handles Graduate Assistant current and new hires

e Sends Offer Letters to Graduate Assistants

e Sends Transfer or New Hire Packet to Graduate Assistants

e Updates status for all new and returning Graduate Assistants
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Taleo Training

If you are using Taleo for the first time, you need to contact Kathryn Pulliam (kapulliam@astate.edu) in Human
Resources to set up a time for training.

Suggested Browsers

Based on feedback we have received, these are the suggested browsers, respectively, when utilizing Taleo:

1. Mozilla Firefox
2. Google Chrome
3. Internet Explorer

System Access

Hiring Managers and their proxies will be granted access once their position has been approved by Executive
Committee.

e To access Taleo Admin, log in to myCampus.
e C(Click on the Taleo Admin icon in the Employee folder.

e |f you do not see the icon, contact taleo-support@astate.edu.

Getting Started

&

-‘ f’é\ { Requisitions J Candidates J Employees J Reviews J Reports J Accounts

The Home tab (first tab in the upper left) will allow you to see your tasks and dashboard, make changes to your settings,
and set up your profile.

Here is a brief description of each option:
My View - provides a view of Taleo activities awaiting your action for interviews, feedback, requisitions, approvals, etc.

Dashboard — provides the same information on the My View option but in a dashboard format. This option is
customizable by selecting the gears and dragging items up and down.

My Settings — provides the ability to personalize settings, establish a proxy, set up email defaults, and change your
password. Be sure to check your Time Zone on this tab. If it is set incorrectly, any scheduled interviews will not be
saved at the appropriate time.
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Global Settings:
Time zone: | (CST) Central Standard Time (GMT-06:00) AmericaiChicago ﬂ

Locale: | English (United States) ﬂ

My Profile - provides the ability to load your resume, CV or other documentation you want to associate with your
profile.

Submit Referral — provides ability to refer candidates for general consideration or for a specific requisition.
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User Roles

Hiring Manager — Employee responsible for posting requisitions and the hire process in Taleo.
Initiator — Employee assigned by Hiring Manager to initiate requisitions in Taleo.

Requisition Owner — typically Hiring Manager, Initiator, and Budget Office. The owner can make changes to the
requisition.

Approver —employee assigned to review, approve, or disapprove requisitions.

Proxy Approver — A proxy can be established to approve on the behalf of a department chair, dean or VC. Proxies are
typically department Admin Assistants or a personal assistant.
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Create a Requisition
Prior to submitting a requisiton, positions must be approved by the Vice Chancellor of your

department/college.

*Note: When you begin creating a requisition, there is no way to save it and come back at a later time. Pressing save
will submit the requisition and start the approvals process.*

STEP 1 — To begin a New Requisition, hover over the “Requisition Tab”, then click on “Job Library”.

D0 https://chj.tbe.taleo.net/chj05/ats/myView/Dashboard jsp £ ~ & € || 7 Taleo Business Edition ~ Pr...

x @R Convert ~ Select
x Go gle v ,' Search ~ 1] b4 " -Eﬁ a Share ~ 5] - Ap Check ~ &3 Translate ~ !AutoFiII s SignIn Q-

> c{ A-State Jobs Administration B Suggested Sites v cj: Web Slice Gallery v

Requisitions { €

B el i A

Requisitions

a Job Library ———
Summary
Search
Questions
AY O O Awaiting My Action: Offers O O Inberviews List O O
My Requisitions O 1 Active Candidates O O My View "My Tasks" O O October 27th 2015, 8:38:04 am
My i s K I ; -
Iy Onboarding Employees O O My Onboarding Activities O O Direct Reports O O Favorite Reports [
I
Subordinates O O Succession Planning O O My View "Positions” O O Mark Reports as Favorite to display here
Show More
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STEP 2 — Enter in the Position #, then press Enter or Refresh List. You can also search for a position by the classification

title or department.

E Job Library: Home

Templates are the available jobs preloaded in Taleo for you to post easily with consistency
Click on the appropriate Template below to start the process of composing a requisition

~ Search

Refresh List =~ Reset Filter

Pogion # anoo77

Classification Title:

>

Department. Lany = -
A-State Online Operations
ABC Program
Academic Services
Academic Support Ctr for Athletes
Accaunting
Admissions Recards and Reqgistration
Advancement Services
Advising Services
Affirmative Action Cffice
Agriculture and Technology Studies
Agriculture Research
AMC Degree Center
Arkansas Biosciences Institute

The list of requisitions can be sorted by
clicking on the column titles.

Click on the requisition title to create a
new requisition.

Art -
°
Refresh List =~ Reset Filter
[ ]
Delete  Mew Template
) position# = (Iassiﬁcation Titm Department

Type of Employment

Last updated

S E—,

[ ADDOTY Project Program Dir <— Fayraoll Services

Delete  MNew Template

Staff

9/27M5 705 PM
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STEP 3 — Click on the “Create Requisition” button

g Requisition Template: Project Program Dir

kod

v
Edit  Create Requisition Mew Template Clone  More @

~ Requisition Template Information
#ofopenings: 1
Position #  A00077
Classification Title: Project Program Dir
Warking Title: Director of Payroll Services
Title Code: 2104
Grade:
Department. Payroll Services
Department Contact Phone: 870-972-3454

Proposed Salary Range:

All fields marked on the Requisition in red and with an asterisk are required. Review all fields for accuracy and make
changes as required.

Requisition Owner(s) Section
The hiring manager, requisition initiator, and budget office need to be listed as owners to be able to edit the requisition

and receive email notifications.

If someone needs to be added or removed on the requistion owners section, please email these changes to mailto:taleo-
support@astate.edu.

Owners, Approvers and Agencies:

Requisition Owners: [ Add/Remove ]
Winn, Lori

A-State, Budget

* Requisition Approvers: [ AddiRemove ]

A-State, Budget

Cffer Approvers: [ Add/Remove ]
A-State, Budget

Privett, Amy
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Requisition Information Section

Requisition Template Information

# of openings:

* Position #:

* Classification Title:

Warking Title:

Title Code:

Grade:

Department:

Department Contact Fhone:

* Proposed Salary Range:

Replacement for:

* Reason for Opening:

Funding:

* Budget Page/Line:

If Other enter FOAP:

* Anticipated Start Date:

Employment Status:

Type of Employment:

* EEO Position Group:

*EEO Job Class:

FLSA:

Pasting Length:

Approvals Section

1

ADDOTT

Project Program Dir

Director of Payroll Services

2104

Fayroll Services

870-972-3454

Resign

Budgeted

Full time (29-40 Hrs)

Staff

003D - Instl Support Prof

30 - Other professionals

Exempt

10 days

e The “Proposed Salary Range” will
default in for classified positions.

e Enter the Salary for non-classified
and faculty positions.

Find the Budget Page/Line in the
appropriate Budget Book:
http://www.astate.edu/a/budget/

FYI: In Taleo, positions close at 12:01
a.m. on the closing date. They do not
stay open throughout the day.

The approval routing is viewable for both the Requisition and Offer. Send any questions/changes to mailto:taleo-
support@astate.edu.

Approvals:

* Requisition Approvers: [ AddiRemove ]

Frey, Len

A-State, Budget

A-State, Coordinator

* Offer Approvers: [ AddRemove ]

Frey, Len
A-State, Budget

Privett, Amy
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Position Description Section

Please review the position summary and send any changes in a Word document to mailto:taleo-support@astate.edu.

e For consistency, please list the individual duties/responsibities using numeric formatting (no bullet points). You
can easily change the format by clicking on the numeric format button.

Position Description

Position SUMMAry: | |)nder the general direction of the Assistant Vice Chancellor far Human Resources, the Directar of
FPayroll Services provides direction and leadership to the Payroll Department. The Director
ensures the compliance with State and Federal regulations, provides oversight of payrall

operations, leave processing, and bensfit deduction management.

Check Spelliing

Duties & Respansihilities:

£ Source [l ZR CHE= £ b m @B 71 U & |X x
= E|ls = = =||= P
Styles ~ || Format ~ || Font ~ || size ~|[| =~ EH- -

1. Ensures proper payment of wages and salaries by supervising the preparation of multiple payrolls, monitoring of paid
leave, holiday pay, and compensatery time.

2. Administers the operation of payroll and benefits within the A-State Payroll System, including problem analysis and
resolution.

3. Maintains compliance with federal and state laws, rules, and regulations, by establishing contrels, monitering results,
and collaborating with Human Resources, Finance, and the Budget Office to medify and adapt methods and reporting as
needed.

4. Menitors contrel procedures related to the preparation and disbursement of direct deposits and payroll checks.
5. Performs various journal entries, account reconciliations and provides oversight of account management.

6. Facilitates employee participation in varicus veluntary payrell deduction optiens by precessing veluntary deduction
forms.

7. Ensures the accurate payment and reporting of all university employee benefits. in compliance with appropriate tax laws.
8. Develops a competent and professional, service oriented, staff by providing training, and appropriate oversight.

9. Facilitates a work envircnment that encourages knewledge of, respect for, and development of skills to engage with
these of other cultures or backgrounds.

10. Provides excellent customer service at all times to all customers, including. employees, fellow staff, supervisors,
department heads, students, and cutside agencies.

11 Callabaratse with s sesmoae domertesante e racsars b snd isslasssnt nosdad s bansse be smeestine mese sdiene e smboames s

General Days/HOUTS: | \yanday thry Friday 8:00 am to 5:00 pm with occasional avertime as needed.

e Send any additions/changes to mailto:taleo-support@astate.edu.

e Use the Other section to specify particular documents that you want applicants to include in their application.
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e On classified positions, the position summary and minimum qualifications are mandated by the state and should
not be updated by the hiring department.

Recruitment Section

HR has partnered with JobTarget, a company that assists with employment advertising and recruitment. This partnership
comes with eight resources to help the university be in compliance with the Office of Federal Contract Compliance
Programs (OFCCP) standards.

OFCCP Package

The OFCCP Package comes with eight diversity job sites that all positions are automatically posted to. This is free of
charge to hiring departments.

Be a Hero Hire a Hero

Black Perspective

Disabled American Veterans
disABLED Person

Hispanic Today

Vetlobs

Veteran’s Enterprise
Women in Business

Automatic Recruitment Options

Resource Description

PNV REWNR

An email goes out to them once a Full-Time position has been posted to the
Career Website
An email goes out to them once a Full-Time position has been posted to the
Career Website

The Beck Pride Center

El Centro Hispano

Higher Ed Automatically pulls from our Career Website for Full-Time positions
Inside Higher Ed Automatically pulls from our Career Website for Full-Time positions
Indeed.com Automatically pulls from our Career Website for Full-Time positions
Simply Hire Automatically pulls from our Career Website for Full-Time positions
Glassdoor Automatically pulls from our Career Website for Full-Time positions
A post goes out at the end of the day for any Full-Time positions posted to the Career Website that
Facebook day
Twitter A tweet goes out at the end of the day for any Full-Time positons posted to the Career Website that
day
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Additional Recruitment Options

Resource Cost Description

Social Media Upgrade: Broadcast this job opening to popular social networking sites with the HigherEdJobs Social
Higher Ed Upgrades S300+ Media Upgrade. Your job posting will be distributed through our social media groups, Twitter, Facebook, and
Google+. And it will also receive a Priority Job upgrade, keeping it at the top of the list above standard postings.
Priority Job: Maximize this job's exposure on HigherEdJobs. Upgrade it to Priority Job status and for 30 days it
$150+ will be listed at or near the top of the list before standard job postings. Also, to attract additional attention, it
will be highlighted in search results with our priority logo. On average, postings that have been upgraded to
Priority Job status are viewed three times more often than standard postings.
Diversity and Inclusion Email: Help recruit a diverse applicant pool for this job search by sending the posting to
our Diversity and Inclusion Email List. Your job announcement will be emailed to 337,076 job candidates who
have asked to receive job postings from colleges and universities that are actively recruiting candidates in
Higher Ed Upgrades S110+ accordance with diversity, inclusion, and equal opportunity policies.

Higher Ed Upgrades

For information on purchasing a pack of Diversity and Inclusion Emails at a reduced price, please contact your

Account Manager, Katie Hergenreder, at katieh@higheredjobs.com or call 814-861-3080 Ext. 220.

Diversity and Inclusion Spotlight: Highlight your job opening within the HigherEdJobs Diversity and Inclusion

$290+ Email. As the Diversity and Inclusion Spotlight, your job opening isn't just listed in the HigherEdJobs Diversity and
Inclusion Email - it's featured at top. Candidates will see the job title, location, and even your school logo. Each

HEJ Diversity and Inclusion Email is sent to 337,000 candidates.

VIP Position: The VIP Position is specifically designed to increase exposure for high-level openings at colleges and

Higher Ed Upgrades

universities.
. . Graphic ad on HEJ homepage, guaranteed to be seen 100,000+ times.
ngher Ed Upgrades $950 . Fully customized job posting (designed by HEJ staff) with your institutional logo, color scheme, and
photos.

. Includes free standard posting (5295 value) and Priority Job upgrade.
Promoted Job Listing: Attract more job applicants with a 60-day Promoted listing.

Includes Standard listing benefits, plus:

Inside Higher Ed

$450+ (] Promoted higher in relevant search results
Upgrades

(] Features your institution's logo

[ Drives over 200 more views than Standard listings

Diversity Focus Listing: Increase diversity of your applicant pool with a 60-day Diversity Focus listing, including:

(] Promoted in weekly Diversity Matters newsletter
Inside Higher Ed $595+ ®  Promoted higher in search results
Upgrades ® Institutional logo
®  Converts at a 44% higher rate than Standard listings
Maximum Exposure Listing: Maximize your impact with a 90-day Maximum Exposure Job Listing.
Includes Promoted listing benefits, plus:
Inside Higher Ed $749+ ° Showcased in the Daily News Update email, reaching over 118,000 faculty & administrators every day
Upgrades ®  Featured on Careers homepage
(] Highlighted & promoted in search results
° Increases engagement over 110% compared to Standard listings
The Jonesboro Regional Chamber of Commerce serves as a great free and local option, typically used for staff
Chamber of Commerce FREE positions 8 8 P ypicaty

15| Page


mailto:katieh@higheredjobs.com

The Chronicle of Higher The Chronicle of Higher Education is a great resource for faculty positions. We have purchased a package that
Ed Web and Print 52,760+ allows us to post to the Chronicle at a discounted rate.

The Chronicle of Higher The Chronicle of Higher Education is a great resource for faculty positions. We have purchased a package that
Ed Web Only $300 allows us to post to the Chronicle at a discounted rate.

Can post to several other websites as long as a membership fee isn’t
Other Varies | associated with the website. Please contact Kathryn Pulliam for more
information at kapulliam@astate.edu or ext 2639

Select an advertising source or multiple sources by holding down the CTRL key and selecting each source.

Recruitment Information

All positions are now automatically posted with nine diversity recruitment sites: Arkansas Job Link, Be a Hero Hire a Hero, Vietlobs, Black Perspective, Hispanic Today, Veterans Enterprise, Women in
Business, Disabled American Veterans and disABLED Person. Below are the additional recruitment options available to your department.

Hold down the CTRL key to select multiple options:

Sources: | academic Careers
Academic Diversity Search Inc.
Academic Keys
Beyond.com

1| »

1

Other Sources:

Check Spelling

Budget for advertising:

FOAP for advertising:
Formiat: #ke s s pu

Comments:

Check Spelling

e Enter additional sources in “Other Sources.” Please note that we no longer advertise with the Jonesboro Sun.
The University has decided that this was not a cost effective recruitment option.

e Enter the maximum dollar amount for the advertising budget and the account number (FOAP) to charge. Please
contact the Budget Office at 972-3700 if you do not know your FOAP (fund-organization-account-prog).

e The list of salary account codes are as follows:

Teaching Salaries
9 month faculty 610100
12 month faculty 610300
Summer salaries 610400
Teaching part-time 610500
Graduate Teaching Assistants (TAs) 610600
Non-classified
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e C(Click the “Save” button. The requisition will route through the approvals as shown above.

Administrative non-classified 611100

Summer administrative non-classified 611500
Classified

12 month classified 612400
University Research Release

University Supp Research Academic Year 613100

University Supp Research Summer 613200
Sponsored

Research - sponsored 614100

Teaching-sponsored 614200

Other-sponsored 614300
Part-time

Staff 615100

Undergrad/Grad student 615200

Graduate Assistants 615400
Online Teaching

Faculty Course Development 617100

Faculty Course Delivery 617200

e The hiring manager/initiator can only make changes if an approver disapproves or rejects the requisition.

Approve a Requisition

Approvers will receive an email notification from jobs@astate.edu. Approvers may also log in to Taleo Admin to

approve.
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e T Requrition request for approval | Requisition: Administrative Specialist T = Meszage (FTRIL] T —

B Message Adobe POF

N sgiiors x ) ?ﬁmeelma 23 advertising inte... [ To Manager "_3| & Rutes ~
— = P~ 33 Team E-mail « Done “= 5 onetote
- Delete  Reply Reply Forward Move
& tunk oY, iiRaRY B More =+ | 4 Reply & Delete iy Create New < ) Actions ~
Delete Respond Quick Steps 5 Move

© You forwarded this message on 3/13/2015 12207 PM.

From: testvovp@gmad, com
To: & budget
Ce
Subject: Requisition request for approval | Requisition: Administrative Specialist I
Test VP/VC sent you the isition for 'Administrative Specialist III' for your approval

Greetings! You have received a requisition that needs your attention.

Please click the link below to simply approve or reject the requisition without logging in

> B Y a}) A Find ©

| . D) Related ~ \

Mark Categorize Follow = Translate Zoom
Unread v Up~ . g Select -

Tags y Editing Zoom

o

> @

Sent:  Fri3/13/2015 12:04 PM

Gl o Approe o Refs -

POSITION NUMBER: 12005C

TITLE: Administrative Specialist IIT
LOCATION: ASU - Jonesboro
DEPARTMENT: Director of Alumni Relations
DURATION: Full time

ENTRY SALARY: $25,268.00

LAST UPDATED: 3/13/15

POSITION SUMMARY:

The Administrative Specialist I1I is responsible for coordinating office activities, researching and

Clicking on this link will take the
approver to another page (see
below). Additional comments may
be added at this time. Note:
Rejecting the requisition will send it
back to Hiring Manager.

preparing special reports, and developing, revising, and recommending administrative policies and
procedures as directed by supervisor. This position is govemed by state and federal laws and

» &1

agency/institution policy.

If you need more information, please follow this link to approve or reject this requisition:

https://chj tbe taleo net/dispatcherlogin jspZlink=ReqApprove&id=4138 -

Clicking this link will redirect the
approver to the Taleo website. This
allows the approver to review the
complete requisition. “Approve or
Reject” action can be completed, as
well as addition of comments.

© See more about: testvevp@gmail.com.

Approve/Reject screen from email:

= e e e

Approve or Reject Requisition

Approve Reject Cancel

Approve or Reject?
Please review the Requisition and either approve or reject it by clicking the Approve or Reject button.

Please add y text for record-keeping purp

Comments:

( Requisition Owner(s):

Requisition Information:

Approve/Reject by logging in to website:

Requisition approvers are typically HR, the dean of the department, the Vice Chancellor and Budget.

18| Page



& | reasson | cwocee |

Switch to My View

Search L
iate Keywords a, My View "My Tasks" O O My Requisitions Active Candidates
»d Search
1ate First Name U Interviews List OO @y)&ppmﬂ Requlsﬂ:m) Awan:mg My Action: Offers
Ta
1ate Last Name —
My Onboarding Employees O 0 My Onboarding A Direct Reports

tly Viewed

00

U Subordinates 0 0 U My View "Positions”

U Succession Planning

Administrative Spec...
Requisition Templat...

Sho

Institutional Sves ...
Requisition Templat...

Institutional Svcs ...

00
00
00
00

1D:4175 - [03004C] Awaiting My Approval:

Requisitions

The approver may click on either area

Associate Professor
1D:4174 - [FODDGS]

to pull up the requisition awaiting
' Candidates List
" Instructor

approval.

1 Instructor

The Hiring Manager will receive email notifications regarding the status of the requisition.
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Search Committee Process
All faculty searches require a formal search committee.
While creating the requisition, the hiring manager will have the opportunity to add the name and race of those selected

to be on the search committee. If your committee consists of more than five members, please email mailto:taleo-
support@astate.edu to have more options added.

Search Committee Members
Member Name 1: Member Race 1: Please select v
Member Name 2: Member Race 21 | _pjaasa salect v
Member Name 3: Member Race 3. | _pjagse select v
Member Name 4: Member Race 4. | _pjassa salect v
Member Name 5: Member Race 5. | _pjagse select v

The members listed will be granted access to Taleo and added as requisition owners. This will allow the committee
members to view candidates and the information they included with their application. Please refer to the Search
Committee Guide for futher information.

Sending Candidate Information

If you do not have a search committee for the position search, but want to send candidate information to others in your
department, please follow the steps below.

1. Click on the Requisitions tab

2. Click on the person image under the Candidates heading. This will bring up a list of applicants that have applied
for the position.
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Requisitions | Cafdidates | Employess J\ Reviews J Reporis J

mm Requisitions: Home

Requisitions are all of the job openings you want to track in Taleo Business Edition and post on your careers website.

Search: Gol

My Requisitions All Reguisitions T My Current Requisitions ]

Delete ~ Forms Change status to__.

[ Position #a Classification Title Department andidates

Research Project Analyst

[ 17030C . Compliance and Process Improvement
External Careers Website

p o

3. To send candidate attachments to the Search Committee members:
a. Select the checkbox next to specific candidates OR

b. Select the checkbox at the top of the page to select all candidates.

All Candidates Mew Candidates ]

Send Email  Wiew Resume Print Resume

L 7 Name Last updated ~ Ap

4, Select the More button, and Send To

Resume  Print Resume  Submit = More + @

Forms
Send Password
Convert to Employee
Parse Resume
Merge
Delete

Last updated ~  Appli

11710/15 2:45
P a

L a4 A AT T

5. Select the first radio button: Candidates data and resume attachment to send each candidate’s information as
separate email attachments OR
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6. Select the fourth radio button: Compress (as a Zip file) to send all candidates’ information in one email.

7. Click Next

A candidates: Send Multiple

Send Candidates Data

Step 1. Select email type:

() Candidates data and resume attachment

() Link to View page
() Select template: | —MNone-—

One consolidated e-Mail for all selected Candidates.

Compress (as a ZIP file) all Candidate resu In a single email.

ile all candidate resumesj single PDF 'Resume Book’

attached 1o

Users are only employees set up
in Taleo. You can click next and
manually enter the others’ email

Step 2. Choose Requisition related to the selected template:

Requisition: Research Project Analyst - [17030C]

addresses.

Select Users andfor Contacts to send thie@mail to. You can also specify
recipients manually by entering ema#addresses on the next page.

Step 3. Choose recipients:

Users: [ To: Add User ] Contacts: [ To: Add Contact ]
[ CC: Add User ] [ CC: Add Contact ]

[ BCC: Add User ] [ BCC: Add Contact ]

W[24e= Cancel
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10.

Enter the email addresses of the search committee members (separated by a space)

Select Send all Candidate provided attachments to receive additional candidate documents such as cover

letters, references, etc.

Click Send

Send Candidates Data
Step 4. Edit and send email:
Enter any additional recipients manually in the To:, Ce: and Bece: fislds. Multiple email addresses canb

To Selected Users:

CC Selected Users:

BCC Spertemosers:

Also To: ctune@astate edu cscallions(@astate e

CC:

BCC:

Sublect: | candidates sent for review

Body: ==|JSER_MNAME== has sent candidates for your review

Check Spelling

O IMark as high importance message

Attachments

O Send all Candidate provided attachments

[]Send all User provided attachments

R T -

Send Cancel Reset
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Selecting Candidates for an Interview

The first step in the interview process is to notify Human Resources of the

selected candidates.

1. Click on the Requisitions tab
2. Click on the person icon under the Candidates heading

= Requisitions: Home

Requisitions are all of the job openings you want to track in Taleo Business Edition and post on your careers website.

Search: Gol

My Requisitions All Requisitions T My Current Requisitions 1

Delete  Forms Change status to...
[] position#a Classification Title Department Candidates Status
[] 17030C Research Project Analyst Compliance and Process Improvement *m Open
Delete Forms Change status fo...
3. Select the checkbox next to the candidate(s) you wish to interview
4. Click on the More button and Send To
=
t= Candidates: Assistant Professor 12 Mo
This list shows all the candidates that have applied or have been submitted for requisition FO00D2%: Assistant Professor 12 Mo - [FOD029
Search these Candidates
All Candidates ( New Candidates T In Process ] /
Send Email ~ View Resume  Print Resume  Submit = More @ Mark as... Change Main Status to... Change Reqg-specific status to...
[;l 1-20f 2
¥ JJa Name Application Resume/CV Last updated Next Steps (Req) Req. Based Status  Main status Requisitions Req Rank
Smith, John es Assistant Professor 12 Mo...
= Referred by Lori Winn 111516 4:51 PM Hired Hired
Rainwater, Melody a0 Phone Screen o0 ; Assistant Professor 12 Mo...
= Referred by Taleo-Coordinator m H22/16 9:53 AM NEW NEW
Send Email  View Resume  Print Resume = Submit = More Mark as Change Main Status to Change Reg-specific status to.

a.

Faculty, Non-Classified, Classified and Provisional

b. Step 2: Select the appropriate requisition (if you only have one open requisition, it will default in)

Step 1: Choose the Select Template radio button and appropriate Selected for Interview. Options are:
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c. Step 3: Click on the To: Add User link and type “HR” in the first name box. No other fields need to be

selected or filled in. Close window.

Step 3. Choose recipients:

Select Users and/or Contacts tgsend this email te. You can also specify
recipients manually by enterjpd email addresses on the next page.

Users: [ To: Add User ] Contacts: [ To: Add Contact ]
[ CC: Add User ] [ CC: Add Contact ]
[ BCC: Add User ] [ BCC: Add Contact ]

Refresh List = Reset Filter

Filters:

Last name:

First name: hr

Employee |D:

Refresh List = Reset Filter

5. Click on Next

6. Leave the Send Candidates Data fields blank and click Send
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Send Candidates Data

Step 1. Select email type:

One email per selected Candidate.
() Candidates data and resume attachment
(") Link to View page

@ Select template: Classified - Selected for Interview
One consolidated e-Mail for all selected Candidates.
() Compress (as a ZIP file) all Candidate resumes in a single email.

() Compile all candidate resumes into a single PDF 'Resume Book'
attached to the email.

Step 2. Choose Requisition related to the selected template:

Requisition: Research Project Analyst - [17030C]

Step 3. Choose recipients:

Select Users andfor Contacts to send this email to. You can also specify
recipients manually by entering email addresses on the next page.

[ To: Add User ]

Users: A-State, HR Remove Contacts: [ To: Add Contact ]

[ CC: Add User ] [ CC: Add Contact ]
[ BCC: Add User ] [ BCC: Add Contact ]

o= Cancel

Once Human Resources reviews the selected candidates, an email is sent to the Hiring Manager of those who are
approved for interview.
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Scheduling an Interview

1. Gointo your candidates section and select the names of those you have chosen for interview.

Fy—5
=
1=

Candidates: Assistant Professor 12 Mo

This list shows all the candidates that have applied or have been submitted for requisition FOO029: Assistant Professor 12 Mo - [FOD029]
Search these Candidates

All Candidates MNew Candidates

“iew Resume Print Resume Submit  More =

Send Email  View Resume Print Resume  Submit  More = @ Mark as... = Change Main Statusto... = Change Reg-specific status to... =
[l] 1-20f2
L) )20« Name Application Resume/CV Lastupdated Next Steps (Req) Req. Based Status Main status Requisitions Req Rank
» smith, John Rt 171516 4:51 i i Agsistant Professor 12 Mo..
d Referred by Leri Winn =) Pl Hired Hired
Rainwater, Melody .
@] Referred by -|—fa|eo_ / IE ;"25”5 511 Phone Screen « | nEW NEW Assistant Professor 12 Mo...
Coordinator
Send Email

Mark as... ~

Change Main Statusto... = Change Reg-specific status to... =

'.;.l 1-20f2

2. Select Schedule Interview under the Interviews section.

L candidate: John Test Smith rug © esutorornes ©

Full View | Short View T ‘Work History T Contact & Interviews T History Log T@- 1

Edit | Send To Forms  Printable View

More = @

~ Main Status Details:

Main status: Hired

~ Offer Letters New Offer

Last Updated ~ Creator

Requisition Status Approval Offer Letter Accepted Offer Action
o ) A-State, Dean - Pending
-5 ( -
11516 4:43 1y orae HINNG. Fonnag esseriane Waiting for A-State, Budget - Pending —
Fi ! g Approval Privett, Amy - Approved .
~ Interviews Schedule interview

Na interviews created
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3. Complete the required fields in the Interview Information portion and add anyone that will be a part of the

interview.

A candidate: John Test Smith

Cancel Reset

Interview Information

* Requisition:

* Type:

* Date:

* Start Time:

* Interview Building:

* Interview Room:

* Status:

Feedback template:

Assistant Professor 12 Mo - [FOD0D29] v | View

—FPlease select— v

]

2:00 AM ¥ | (CST) Central Standard Time (GMT-06:00) America/Chicageo

Scheduled v

Feedback v

Red = Required Information

Name

Interviewers Add Interviewer

Start Time

All interviewer times shown in (CST) Central Standard Time (GMT-06:00) America/Chicago

End Time

Action

Candidate Forms

User Provided Attachments

MNa attachments available.

Attachments for Interviewers

Candidate Provided Attachments
|#| John Test Smith_Resume.docx (12 KB)

|_| Printable Application Form

Add Additional Attachments Add Attachment

() Compress (as a ZIP file) all attachments in each email.

You can select attachments to send to the interviewers. Attachments may be pulled from the Candidate record ar may be uploaded as additional attachments.
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Add any additional comments and select the appropriate checkboxes. Upon pressing Save, an email with the
appropriate information will be sent selected recipients.

Comments from Interview Scheduler

Comments:

Al
Check Spelling

Send interview schedule email to interviewers. CC myself.

Send interview schedule email to candidate. (View

m Cancel Reset

Email Template)

Change Reg-Specific Status to Interviewing
*Note: Initiators do not have access to change this. It must be done by the hiring manager for the position.
Once an interview is scheduled, it is recommended that you update the candidate statuses.

1. Return to the candidate pool for the requisition.

Fy
4=
1=

Candidates: Assistant Professor 12 Mo

This list shows all the candidates that have applied or have been submitted for requisition FOOD29: Assistant Professor 12 Mo - [FOD023]
Search these Candidates

All Candidates - Hiring Manager Mew Candidates - Hiring Manager |

Send Email ~ View Resume  PrintResume  Submit = More -@ Mark as.. Change Reqg-specific status to... = '.;.I 1-20f2
a Name Application NEW Status Last updated Req Rank
R Phone Screen
Smith, John i A .
Referred by Lori Winn Pending Diversity Approval 115116 4:51 PM
Interviewing
Rainwater, Melody N . FEME £
< Referred by Taleo-Coordinator On-Campus Intervisw 1/2516 5:11 PM
Acceptad Verbal Offer
Declined Verbal Offer
Send Email  View Resume Print Resume Submit = Maore Mark as

Background Pending l.a 1-20f2
Failed Background Report

2. Select the checkbox by the name of those selected and approved for interview and choose the Change Req-specific
status to drop down menu.

3. Select Interviewing from the drop down menu options.
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4. Select Yes or No when this message appears.

L Candidates: Mass Status Change

B -

Change Candidates to Interviewing ?

Would you like to change status of candidates

Melody Rainwater
specific to requisition Assistant Professaor 12 Mo - [FOO029]

to Interviewing 7

B -

5. Ifyesis selected, the candidate’s req. based status will be updated.

Submit Offer Letter

Once the decision has been made on which candidate to hire, an offer letter must be generated. The offer letter

replaces the Assignment Change Form/Employee Status Form.

1.

Fy—=
A=
1=

Candidates: Assistant Professor 12 Mo

This list shows all the candidates that have applied or have been submitted for reguisition FO0029: Assistant Professor 12 Mo - [FOD028]

Search these Candidates

All Candidates MNew Candidates

Click on your requisition to access the candidates. Click on the Candidate’s name

Send Email  View Resume  PrintResume Submit = More Mark as...

Send Email  View Resume  PrintResume  Submit  More @ Mark as... Change Main Status to... Change Reqg-specific status to_..
[l] 1-20f2
=7« Name Application Resume/CV Lastupdated  MNext Steps (Req) Req. Based Status Main status Requisitions Req Rank
Smith, John =R 115/16 4:51 i i Assistant Professor 12 Mo...
Referred by Lori Winn L'E. P Hired Hired
Rainwater, Melody .
Referred by ‘Ifaleo- ! IE 1125116 5:11 Phone Screen NEW NEW Assistant Professor 12 Mo...
Coordinator P

Change Main Status to... Change Reg-specific status to...

'.;.l 1-20f2
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2. Under the Offer Letter section, click on the New Offer link.

* Candidate: Melody Rainwater rag @ ssxmus:

& Previous

| Full View | ShortView

‘Work History | Contact & Interviews | History Log | @ ‘

Edit SendTo Forms  Printable View

More - {8}

~ Main Status Details:

Main status: NEW

~ Offer Letters‘Neu\-' Offer

No offer letters created

~ Interviews Schedule interview

No interviews created

Classification Title «

~ Requisition Summary Aftach Requisition
Candidates Status Req.Based Status Next Steps (Req)

Req. Rejection Reason  Action

ACE RegRank

|1‘ Assistant Professor 12 Mo

*o Open NEW

Phone Screen Remove

Offer Letter Details

The information entered in the Offer Letter Details will populate the official Written Job Offer Letter which will be

emailed to the candidate. *All fields highlighted in red are required fields.

Offer Letter Details:

* Requisition:

* Offer Template:

* Title:

* Employment type:

* Start date:

* Salary:

Research Project Analyst - [17030C] ﬂ Y
Classified & Non-Classified  [W]
Research Project Analyst

Full time (29-40 Hrs) v
01/01/2016

32,249

Offer Template — Select the
appropriate offer letter

Classified & Non-Classified
Contract Offer Letter 12 Month
Contract Offer Letter 4.5 Month
Contract Offer Letter @ Month
PLEASE DO NOT USE

. Provisional Offer Letter

Title - retype the “Requisition”
title without the position number

Employment Type — select

appropriate working hours

Start Date — enter an approximate
start date, either the 1% or 16™ of
the month. HR will populate the
official start date after the
background check has been
completed and satisfactory.

Salary — enter the dollar amount
in this format - XX, XXX (example -
25,000).

For classified positions: Refer back
to the Requisition field titled
“Proposed Salary Range” for the

amount to enter.




“Manager: | 1yne Cassey M Manager (VERY IMPORTANT) - Click on

s _ D the drop down arrow to select the Hiring

* Supervisors ID: | 4no7g904
g 0276383 Manager’s/Supervisor’s name.

Selection should not remain A-State

* Leave/Time Approver Name: Cassey Tune

Dean.

* Timesheet Orgn: | 54049
310012 Supervisor’s ID — Enter the Hiring
* Dept Phone Number: | g70 075 3050 Manager’s/Supervisor’s A-State ID

number.
Format: &8-858

HR Use - Expiration Date: Leave/Time Approver Name — Enter the
First and Last Name of the Approver.

* Contract Term: | yona ﬂ ) o
Timesheet Orgn — Enter the 6-digit T-

* International Sponsorship: |y, ﬂ Orgn Code for the Leave/Time Approver.
Go to FTVORGN in INB. Query on COA =

‘T’ and Orgn Title like %Last Name%.

Dept Phone Number — Enter the

department’s phone number.

HR Use - Expiration Date — Please leave

blank. Human Resources will enter this
date once the Offer Letter has been
approved by all levels.

Contract Term — for Faculty &
Provisional Use Only

International Sponsorship — change to

yes if sponsorship is required
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Grant Information Section - Provisional positions only

e Enter the Grant Begin and End Dates:

*Grant Information**

Grant Begin Date:

Grant End Date:

Faculty Contract Information - Faculty and Childhood Services’ positions only

e Enter the Faculty Contract Type and Contract Start and End Dates

Type of Faculty Contract:

Start Date Month:

Start Day:

Start Month Year:

' **Faculty Contract Information**

—Please select--

Pre-Tenure

Tenure

Temporary

Childhood Services

1 Lv]
2015 [v]

Contract End Month: January ﬂ
Contract End Day: | 4 ﬂ
Contract End Year: | 5g45 ﬂ
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Budget Information Section — Enter the Job Labor Distribution for salary payments. Contact the Budget Office at

972-3700 for

questions.

e The total labor distributions must equal 100%. If more than one FOAP is utilized, please ensure the total

percentage equals 100% before submitting. The percentage can be no more than two decimals. For example:
95.45% instead of 95.449%

**Budget Information*

e Utilize the appropriate account code listed below:

FOAP's Must Total 100%

*FOAP#1: | 110000-211081-612400-1620

Format: s=emseamsme e

Account Codes for Employee Status Forms

* Percentage #1:

LABOR CODE
Teaching Salaries

9 month faculty 610100

12 month faculty 610300

Summer salaries 610400

Teaching part-time 610500

Graduate Teaching Assistants (TAs) 610600
Mon-classified

Administrative non-classified 611100

Summer administrative non-classified 611500
Classified

|12 month classified 612400
University Research Release

University Supp Research Academic Year 613100

University Supp Research Summer 613200
Sponsored

Research - sponsored 614100

Teaching-sponsored 614200

Other-sponsored 614300
Part-time

Staff 615100

Undergrad/Grad student 615200

Graduate Assistants 615400
Online Teaching

Faculty Course Development 617100

Faculty Course Delivery 617200
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e C(Click Save to save the offer.

e Return to the Candidate’s Page and scroll down to the Offer Letters section. Click on the magnifying glass to
preview the letter.

e C(Click on the drop-down next to the View action and select Submit for Approval.

e Onthe next screen, click on Yes to officially submit t letter to the appropriate approvers.

« QOffer Letters New Offer
Last Updated = Creator Requisition Status Approval Offer Le
~

- Pending
Tune ecearch Proiect Anahrat - - i
121451124 [0S Research Project Analyst Waiting for Dending
e St Appraval ing
- Pending

If the chosen candidate is not a U.S. citizen, Michelle Summers must be added as an Offer Approver. Please email
either Kathryn (kapulliam@astate.edu) or Ashley (abidwell@astate.edu) to have her added.

Once Budget has approved the Offer, Human Resources will contact the candidate to extend the verbal job offer. Upon
acceptance, Human Resources will send the background request.

Once the satisfactory background report is received, Human Resources will contact the candidate to determine the hire
date and then will approve the Offer. Human Resources will contact the hiring manager with the hire date and begin the
Onboarding Process in Taleo. The new employee will receive the Offer and Onboarding email notifications for
completion.
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Change Status of Applicants Not Chosen:

After the chosen candidate has approved their Offer Letter, return to the Candidates page to access each applicant to
change their status when the written offer has been accepted.

[/ % Taleo Business Edi

“« C @ hup aleo.net/chjo andidates/Candidates jsp7ot=CAND&tabs =Y

it Apps [') BACKGROUND PeopleAdmin  ['] System Office - .. [ Blueprint for E. '] WEBEXTENDER 0 SELERIX sy myCampus [ Banner
517/ E - 0 Help Logout
‘ ,& Candidates | Employees | Reviews
o
J ' C a nd New Candidate
Search
Candidates are all of tl Sources aleo Business Edition who are either applicants, employee referrals, sourced prospects, agency submissions, etc.
Search: Lpecr Go!
Email Templates
————
First Name Last Name: Go!
Send Email  View Resume  Print Resume  Submit  More ~ {8} Mark as... - l;_l 4 <4901 | »[»
o = |- Name Resume Location Last updated Source Main status Requisitions
(=] 94 Gilmer, Vickie Jonesboro, Arkansas 6/7/15 2:26 PM A-State Jobs Website NEW PR LD 2 S A SR
Winn, Lori ones . Administrative Analyst - [PO02...
[=] 95 Reforrod by Ms. Julie Batos Bono, Arkansas 7/21/15 12:10 PM Other (Please Specify) NEW
(=] 118  Winn, Lori = Bono, Arkansas 5/1/15 9:32 AM A-State Jobs Website NEW P AR PR = P N
@ 126 Fletcher, Vicki Jonesboro, Arkansas 4/28/15 2:31 PM Professional Website NEW Svsteme nalvel 220030
(=] 139 Kalkbrenner, Karen Jonesboro, Arkansas 775 12:25 PM A-State Jobs Website Hired D et e R0 2 N
https://chj.tbe.taleo.net/chj02/ats/candidates/Candidates jsp?subtabs =Y -

Select the candidate. Click on the drop down box under Next Steps and click on Reject.

LS/ Ch. e EBIO.NL CryU2/ BT/ ANIGBKES/ L aNGIATEY (6w J5p (8CL=NOWCHIA=32 2 - eSO BRG] > Toleo Business =
ew Favorites Tools Help % &|Convert = (iSelect
£ Banner - Emp Dbaze [ Suggested Sites » @] Web Slice Gallery = 2] Welcome to the SHRM Ce... §] SHRM Certification Portal .. 37 Taleo Business Edition 7 Taleo A-State Jobs Exterr < Taleo Test Job App Site P~ B -1 #h = Pagew Safety~ Tools~ d@@v
H - H ~
rch & * Candidate: Michelle Summers rias @ sacktoList | next ©
teywords oy
s Full View " Short View I Work History T Contact & Interviews I History Log | {GF
irst Name: }
ast Name
Edit SendTo Forms  Printable View More ~ {G}
fiewed
~ Main Status Details:
:helle Summers
Main status: Hired
adidate
ira Johnsen
didate ~ Requisition Summary Attach Requisition
c Title = - Status  Req. Based Status Next Steps (Req) Req. Rejection Reason ACE ReqRank  Action
rstal Pierce
it Associate Professor
|1\ External Careers Website - &u Open Not Minimally Qualified Not interested in this position Remove
ina Corder
sociate Professor
Fiscal Support Analyst
kie Gilmer [#] externar careers wensite | - &n Open  Decision Pre-Employment Remove
cal Support Anal...
w Hire Packet Instructor
ke Qlimer [# ] Externai careers website - &B Open Hired fremove
w Hire Packet
'stal Pierce Librarian
[#]  Externat carsers website| - A“ Open  Interviewing el Remove
soc Director Stud...
4180 - [PD00T73] Decision
| Reject [
rstal Pierce ~ Candidate Information:
rarian
First name:  Michelle Street address: 1816 College Cove
ndidates List Lastname: Summers City: Jenesbere
rarian
WMiddle State/Territory: Arkansas y
Email._msummers@astate.edu ZIP code. 72401
H125% -

Utilize the pop up box to select the reason for rejection. (Click in the box to send rejection email to candidate. The
candidate). Once selected, the candidate will be sent an email indicating the position is closed.
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hitps://ch tbe taleo.net/chj0

File Edit View Favorites Tools Help % EHConvert v
3 b Sterling &) Banner - Emp Dbase 3] Suggested Sites = &) Web Slice Gallery » (] Welcome to the SHRM Ce... ] SHRM Certification Portal ... 3¢ Taleo Business Edition ¢ Teleo A-State Jobs Externa... 3¢ Taleo Test Job App Site I v Pagev Safetyw Tools+ @~
A
E@ Web Support  Administration Help Logo
: Requisit G l Ei l Cnnladsl Onboard/Offboard l Users l Reports l Position Control l Reviews lAl:cmlms J
Quick Search =

‘ Candidate: Michelle Summers

Candidate Keywords Qay

Advanced Search

v
Candidate First Name

Candidate Last Name }

Change Candidate

Would you like to chang

Recently Viewed ﬂ
Michelle Summers

Michelle Summers specific to requisition Librarian - |

Candidate to Rejected ? ~
eason for Rejecting the Candidate-
Laura Johnson Did not complete the hiring process::Ne show for interview
Candidate Did not complete the hiring process--Canceled the interview
Did not complete the hiring process: Withdrew from process
. pecific reason for rejection: | Unable to Contact Applicant
Crystal Pierce More qualified candidate selected
Candidate Note: Your Taleo Business Edition Adrministrtor can cheng| DS not meet the required criteria for the role

Does not meet the required criteria for the role::Lack of relevant skills /
Not eligible to work in this country

[[] Send rejection email to candidate. (View| Internal applicant is not eligible to transfer

Not willing to travel

Not willing to relocate

Diana Corder
Associate Professor

Plesse note that you may select sncther template on the fo

Vickie Gilmer Failed background check
Salary expectations are not in line with the role
Fiscal Si rt Anal
5cal Support Ana ves IV Offer was withdrawn
= 2 Position was canceled

New Hire Packet

—Reason why the Candidate Stopped the Process-

Vickie Gilmer No reason given
Personal reasons given
. b Copyright ©2002-2015 Taleo Corporation. Al ights reserved. Privacy / Security | Terms of Use
New Hire Packet Accepted counter-offer from current employer

Accepted offer from another employer
Accepted offer from another division within our organization
Not ready to switch jobs.

Crystal Pierce

2= BB

Assoc Director Stud... Pursuing additional education
1D:4180 - [P00073] Not able / not willing to relocate

Not able / not willing to travel

Due to spousal employment situation v
Crystal Pierce Not interested in our company v

Aot i this pnciting 1% v

Contact Human Resources at 972-3454 or taleo-support@astate.edu for further assistance.
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