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· Work with Business Partner to update the job description with desired adjustments 
· Hot Tip: This ideally should happen at least two weeks prior to posting the position.
· Submit job posting guide to open the job to accept applications 
· Hot Tip: Submit Job Posting as soon as you have all of the information for the position you are hiring for
· Review applications in UKG 
· Login to UKG > Choose Administration > Recruiting Gateway > Choose Published Opportunities > Select Number in the Applicants Column > Select each person’s name to view their application
· Hot Tip: Review applicants and disposition candidates every other day, by doing this we can keep candidates informed in a timely manner.
· Extend the posting if you don’t get a certain number (____) of qualified candidates. 
· You can do this by emailing recruitment@htop.org 
· Decline non-qualified candidates via automated email or phone call as you are reviewing applicants
· In UKG’s recruiting gateway, select the checkmark by each person’s name > disposition them to “program decline” and select a reason for the declination 
· Hot Tip: Internal candidates should receive a phone call or personalized email 
· Hot Tip: Contact the candidates as soon as a decision is made
· Identify your needs and create a hiring decision matrix 
· Hot Tip: Create this before you are ready to start interviewing, this can help you choose the right screening tool for your candidates
· Choose screening tool that are associated with the needs you identified or ask PeopleOps to help you screen. 
· Send screening tool to qualified candidates 
· Hot Tip: Notify candidates and clearly communicate deadlines
· Create interview questions that are associated with needs identified in hiring matrix
· You can choose interview questions by consulting your PeopleOps Generalist or Business Partner, creating your own or you can find some options on our Hiring Resources Page
· Notify additional interviewers & coordinate schedules with them to set up interviews
· Schedule first interviews & update dispositions in UKG
· Decline non-selected candidates via phone call & update dispositions in UKG 
· Hot Tip: Contact the candidates as soon as a decision is made. Some verbiage you can use to help assist you in these conversations can be found on our Hiring Resources Page
· Schedule second interviews (if needed) & update dispositions in UKG 
· If internal or rehire candidate, reach out to the former supervisor and/or People Ops. 
· Hot Tip: refer to the Supervisors Guidebook > Internal Hiring Decisions Process
· Call candidate to conditionally offer employment & update dispositions in UKG 
· Negotiate wage during this phone call - Submit special wage request ASAP if candidate requests anything above the minimum starting wage as this needs to be approved by Ops leader & PeopleOps Business Partner.
· Identify targeted start date with candidate during this call. Make sure they are aware that the onboarding process takes time to complete and to take that into consideration when giving a notice for their current job.
· Hot Tip: Contact the candidate as soon as a decision is made. Please refer to the Hiring Resources Page for verbiage you can use during this call.
· Submit a conditional offer form to notify about PeopleOps about the extended conditional offer to start background and other clearance checks required for the role. 
· Hot Tip: Watch your email for communication from the PeopleOps team regarding your new hire’s progress. They will contact you often and sometimes needs a response. 
· Decline non-selected candidates via phone call & update dispositions in UKG
· Hot Tip: Contact the candidates as soon as a decision is made. Some verbiage you can use to help assist you in these conversations can be found on our Hiring Resources Page
· Create onboarding plan for new hire. 
· Resources can be found on the Hiring Resources Page
· Welcome your new hire
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