Glossary

Panel: made up of one or more widgets that can display data in various ways, such as via
charts, factoids, links to reports, or search result previews

Widget: are items/information related to the Panel, such as charts, factoids, links to reports, or
search result previews

i Candidates to Review

Panel Widgets

4 Jobs to Post ‘——
3 Phone Screens to Schedule _
1 Offers Approved - Extend Offer to Candidate _
5 Offers Accepted - Begin Onbeoarding ‘——

Profile: Stores information in an organized manner. As a user you will access profile each time
you are in the system. (Below is a Requisition Profile)

iCIMS - Agility x + (-}

a

& C @ configl25icims.com aQ & % @ incognito
ictms €@ crestev  searchv  Reportv  Communicate v Library v Newicivs (@B
= | -] People Detail Description Approval Questions Source Attachments
=
REQUISITION T Fivers Displaying 19 Results

Human Resources Generalist
Hiring Manager: Heny s

= ByStaws | v | @ BySource | v | B ByApplicationDate | v | ® ByDistance | v

v [ Bin:Incomplete @

> [ Status: Recruiter Submitted (€)
3 "
8 3 Job Board v [ Bin: New Submissions @)
4 Katlyn Velazquez.emp113@pe. > [ Status: Exernal Portal @)

Q Holmdel, New Jersey, United..

v [ Bin:TAReview @
Y Al Activities v/

> [ Status: Reviewed @)
> [ Status: Pre-Screen Scheduled @)

> [ Status: Pre-Screen Completed ()
v [ Bin: Hiring Manager Review @)

> Status: Submitted to Hiring Manager @)

> [ Status: Interview Scheduled (@)

v [ Bin: Interview @

status: st Interview (@)
Status: 2nd Interview ()

terview Completed ()

>
>
>
> [ Status: Offer Requested (@)

v [ Bin: Dispositioned Candidates @

Profile card: provides quick access to pertinent information about the job and requisition.
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People Tab: organizes the candidates who applied to the job.

Bin: major categories/steps within the workflow. Here candidates can be place in a specific bin
and provided a status. Each user group will have different access to Bin types.

Status: each bin will have their own set of statuses (micro movements). Ex: Bin- TA Review,
Status — Pre-Screen Schedule. You will also have the opportunity to update the candidate on
their Status, via email directly through the system.

Displaying 19 Results

RECTuIting Workfiow Prafile (Person Full Name: First, Last Lanei)

Bin: Incomplete @)

Bin: New Submissions
Status. Exerral Porcal ()

Bin: TAReview ()

Bin: Hiring Manager Review )

tatus: Submitted to Hiring Managee ()

—

~ [ Bin: Dispositioned Candidates ()

Detail Tab: contains general information. Assignment section. HR Data section and
Compensation section. e
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Description Tab: contain the job description candidates will see through career portal.

Offer Approval

COMPENSATION

USD $80,000.00/¥7

REQUIREMENTS

Personal Profile: Stores information in an organized manner. As a user you will access profile
each time you are in the system. There are 4 types of Person Profiles: candidate, hiring manger,

employee, and contact.

Candidate Profile: will include information about the candidate as well as the workflows they are

part of.
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SUMMARY

Avid professional with over 9 years’ experience in fast paced Human Resources departments. Ability to
prioritize and execute multiple HR projects and deadlines concurrently. Proficient in employee recruitment.
staff development. benefits. compensation. HR policies and systems.

Staff Recruitment
Benefits Administration
Project Management

Employment Law
FMLA/ADA/EEO/WC
HR Policies & Procedures

HRIS Technologies
Training & Development
Performance Management

PROFESSIONAL EXPERIENCE

Club Aspire, Jersey City, NJ Jan 2011 — Present
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Hiring manager: will include information such as job title, name contact information, and work
flows they are connected to.

Employee: will include information such as job title, name contact information, and work flows
they are connected to.

Contact: general contact information (email and phone number)
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Tab: (A)
Section: (B)
Field: (C)

Field group: (D)

Profiles are organized with information in fabs, which are in turn organized by sections. Each
section can have fields (or field groups) within it.

Iforms: forms that candidates will fill out during the application process.
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ACTIONS

Move Job to job Folder: | Approved
Clozing the g will hide the job from any portals t s posted to.

"Closed” folders are not available until el £ of Openings are filled

Job Folder: sets the status of a Job when onboarding an individual. (“Approved” means there are
multiple opening within the requisition; “Close” means the requisition does not have multiple opening
and will be closed.)

Profile Audit trail: allows users to view past recruiting activities

Tags: are short terms used to categorize candidates; tags will be placed directly onto the candidate
profile. Ex: MA, Silver Medalist

Job ID:
A: Will indicate the year the req was created/opened

B: Will indicate the ID number
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Search Box: toggle between searching for candidate profiles or requisitions
Person: here you can search for any candidate’s profile by name (Ex: John Smith)

Job: here you can enter in a job number to find a requisition ( Ex: 45773)
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