Interview Evaluations/Notes Tip Sheet

To create Interview Evaluations you can follow these breadcrumbs:
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7. On the “Interview ‘ _
Evaluations” screen Interview Evaluations
change the “Show

Please complete interview evaluations for the applicants listed. Select the link in the Action column to
Interviews Between”

access an evaluation fom. The list includes only applicants who were interviewed during the specified time
dates and click the period. To view ofher applicants, change the interview dates and then select the Refresh button.
“Refresh” button. (show imerviews Between) 2202017 s ane foz202017 3 | Refesh ]

8. If there are applicants | MemenEvalrs

to be evaluated a list P anevalaton fom. The istinchudes only applc e nfeviwed durng hespecied

will populate. Look e

for the correct Showlnterviews Between 00202015 Gjand 320217 [ Refish

appllcam and select Interview Evaluations
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on the far right under

the “Action” column. il S04 000 EST Summer rem —g l Evalite Aplcant i
05042016 S00AM EST Summer Infem 0000  Evauate Appicant
05042016 11.00AM EST Summer Infem 0000  Evaat
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9. Complete the interview evaluation by providing a rating in the drop-down area on all four
categories as they pertain to the “Essential Functions” of the position the applicant is
interviewing for.

(Communication Skills, Education/Training, Work Experience, Technical Skills)

10. Provide an as appropriate from the drop-down arrow.
11. Provide a “Recommendation” from the drop-down arrow. (e.g. Make Offer, Not Selected, etc.)

Interview Evaluation

Save as Draft ‘ Personalize

Name khayla hardy Job Posting Title Summer Intern
Applicant ID 5814 Job Opening ID 1312
Status 010 Active Job Opening Status 110
Evaluation Interview Ratings Find First ‘4’ 1-40f4 ‘' Last

Interview Date 05/042016 £l ICatsgory Communication Skills l
Interview Type v Intervi v Score 0

Recommendation

Comment; &
Overall Rating v
'
Comments j &‘{ P
l Category Education/Training '
@ 4 Interview Rating v Score 0
Comment; Al
& ’
1 When writing comments, please avoid : Ww”— G Soore 0
| feedback that may be filled with ambiguity, I o
I superficial statements or generalizations. I )
L e e e e e e e e e e e e e e & )
Interview Rating M Score 0
Comment B
& )
Submit Save as Draft 4g=Retum Top of Page

12. Upon successfully Interview Evaluations

submitting an Interview w7 o ‘
. . 5 I You have successfully submitted interview evaluation for khayla hardy.
Evaluation you will

receive notification of a Please complete interview evaluations for the applicants listed. Select the link in the Action column fo access an
successful submission. evaluation form. The list includes only applicants who were interviewed during the specified time period. To view
other applicants, change the interview dates and then select the Refresh button.

Show Interviews Between 022012017 |3 and 03202017 |3 |  Refresh
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