
Request to Interview for Staff Position
OFFICE OF HUMAN RESOURCES

1



After Signing in to PeopleAdmin, make 
sure your user group is Hiring Manager
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Select the three blue dots in the upper left 
corner and then select Applicant Tracking

3



In the blue bar select Postings, then Staff
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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.
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Select the Applicants tab and then click on the name 
of the individual you would like to interview
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Select the type of interview you would 
like to recommend for the candidate
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OR



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.
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