Request to Interview for Staff Position
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After Signing in to PeopleAdmin, make
sure your user group Is Hiring Manager

Position Management Welcome, Anthony Roark  *~

Pser Group.

[#-Austin Peay State University
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Dean/Executive Director
Employee

Human Resources
Search Chair
Search Committee

Welcome to your Online Recruitment System
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Inbox Postings Users 80 Hiring Proposals 7 Actions & Special Handling Lists




Select the three blue dots in the upper left
corner and then select Applicant Tracking

n Peay State Uni

Welcome to your Online Recruitment System

Position Management

O Applicant Tracking System Y




In the blue bar select Postings, then Staff

Applicant Tracking System

lewAustin Peay State University

Welcome to |  pFaculty
Student

ruitment System



You should now see the postings in your area. Select the posting
with the candidate you would like to interview by clicking the
position title.

Home Postings ~ Applicants ~ Hiring Proposals ~
Postings / Staff ¥¥

Staff Postings
=

Staff Postings x

"Staff Postings" (ZEp) Delete this search?  Selected records () Clear se lection?
2 3 4 5 6 7 8 9 . 41 42 Next—
Active
O Working Title Department Applications Workflow State
Director of PeopleAdmin Training Test Department 1 Posted



Select the Applicants tab and then click on the name
of the individual you would like to interview

= Posting: Director of PeopleAdmin Training (Staff)

Current Status: Posted

Paosition Type: Staff Created by: Anthony Roark
Department: Test Department Owner: Human Resources
Summary History ‘ Applicants Reports Hiring Proposals
Saved Searches v l
"Documents" () Delete this search?  Selected records () Clear selection?
OJ Full Name Workflow State (Internal)

Roark, Anthony  Under Review by Department/Search Committee



Select the type of interview you would
like to recommend for the candidate

B Job application: Anthony Roark (Staff)

Keep working on this Job

Current Status: Under Review by Department/Search Committee
application

Application form: Application

WORKFLOW ACTIONS

Mot Selected (move to Not

Full name: Anthony Roark Created by: Anthony Roark Hired)

Address: Cwner: Hiring Manager
Recommend for Phone

Interview- Send to AA (move to
Recommend for Phone

Interview)

Recommend for In Person
Interview-Send to AA (move to
Recommend for In Person
Interview)



The candidates will now be forwarded to the Office of Equity, Access, &
Inclusion. OEAI will reach out once they have approved the interviews.
The status of the applicant will also update.

Summary History Settings Applicants Reports
Summary History Applicants Reports Hiring Propos:
Saved Searches v
Documents b4
Documents x
"Documents” Delete this search? Selected records
"Documents" )  Selected records () Clear selection? o o
Full Name Workflow State (Internal)
Full Name Workflow State (Internal)
Roark, Anthony Approved for Phone Interview
] Roark, Anthony Recommend for Phone Interview ——————
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