Reviewing Resumes in OpenHire
A Quick Guide for Superintendents and Network Leaders

1. E-mail alert of application release
You will receive an email similar to that shown below, (one for each position for
which you are listed as the Hiring Manager (all positions) or, in the case of
Network Leaders, for Principal positions only), listing the eligible candidates
whose resumes you are being asked to review.
Note: You may receive more than one email for the same position. That is
because OpenHire only allows forwarding 25 resumes at a time. Depending on
the number of resumes submitted for one school, you may receive 2 or 3 emails.
Click on the link in the email.

—I" Resume Review Requested - Message (Plain Text) [:]E

! File Edit View Insert Format Toolks  Actions Help

i CuReply | GEReply to All | (3 Forward | S S | B2 | ¥ | 03 XK | 4 - @ - AP |af | '@)i

From: Openhire Customer Support [openhire_generated@silkroadtech. com] Sent:  Tue 10/23/2007 8:02 AM

To: Giaima Carl
Ce
Subject:  Resume Review Requested

Superwvisory Support has sent you candidates to review in consideration of the Ei0l Assistant
Principal - Elementary Intermediate ind Junior High 3chools (1265) position.

FPlease log into OpenHire to vwiew the candidates' profiles and provide your feedback online:
http://ats.openhire. com/authentication/verification.asp?scid=15651

Supervisory 3upport
supvsupportfischools. nyo. gov

Candidates:
Derek Jeter
Llex Rodriguez
Gary Sheffield

*This ewail was generated by the OpenHire applicant trackihg software system.
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2. Logging on to OpenHire
You will be redirected to the login screen for OpenHire. Be sure to enter your

User ID (your email address) and password exactly as it was sent to you when it
was first issued. For example, do not update your email address if it was issued
under the old nycboe.net address. Also, the password is case sensitive.

¢ File Edit View Favorites Tools Help

eBack 2 Q B @ Q pSearch *Favorites @ 3~ kf - LJ ﬁ 3

»

i Address ié’_’l http://ats.openhire.com/login.htm B Go |} Links
|A
OpenHire
Login: chijimo@schools.nyc.gov \
Password: """ ‘
Forgot your password?
Use SSL: []
v
. Internet

g w @OH user.. l @Re\uewnn @, BiS55 AM
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3. Your Posted Jobs
Once logged in, only Hiring Managers will see a list of the jobs for which they are
responsible. (For non-Hiring Managers, your initial view will be that depicted in #4
below.)

\E-OpenHire - New York (‘.lty 5epartment of Education - Network Technologies X

: File Edit VYiew Favorites Tools Help ;ﬁ"
@ Back - J @ @ é p Search ‘i“\{ Favarites @ B = i} M D ﬁ .'ﬂ
§ Address |@ http: //ats.openhire.com/index.cfm?fuseaction=frameset showframesetANOCHROME M Go :Links

OpenHire

C. Giaimo signed in f sign oot

Track My Jobs Track My Jobs
Inteniew Reguests
< Eewview Requests
andge RequIsitions | Dpen Johs
Shared Hiring Stages
Candidate Search f f
erT— : Review Interview
izl PRI Job Title/Trackingcode ::4?&% Requests Requests Sg:TIS )
Ly Fieports - {Completed) {Completed) 3
Do MOT Apply JH Principal TEST ) IRy} HOLD
() Send An Email (4497 T. Brissan 0oy
(H) Site Hel Principal - Day Elementary )] HOLD
_ ) Schoal T. Brissan 0 (o)
E Call, 8566-303-9663 (4446) 0|
F | LI YUl [Pt Principal - Day Elementary o) HOLD
Zchoal T. Brissan 0oy
(4445)
PADMI:\JRT Apply JH Principal TEST o . 00} HOLD M
< I it ] [L]
&] OperHire.com B Internet

B 0H user... | EReviewi... ]'@gg 11:39 &M
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4. Your Applicants
There is a menu on the left side of the page listing more options. You will click on
“‘Review Requests”, which will bring up a listing of the candidates resumes that
have been forwarded to you for review. They will be grouped by jobs, in the
reverse chronological order of the date they were forwarded to you.

\E OpenHire - New York City Department of Education - Network Technologies

: File Edit View Favorites Tools  Help ﬁ"
Q- O @G| P froem @22 B-LIMA B
: Address |@ http: //ats.openhire.com/index.cfm?fuseaction=frameset showframesetANOCHROME MGD ILirks >

OpenHire

C. Giaimo signed in f sign oot

(&l

. Listed below are Review Reguests made by Recruiters wiew instructions

Inteniew Reguests . i

Rewiew Requasts Displaying 1 to 19 out of 19 records.
hdanage Requisitions

Shared Hiring Stages

Candidate Search Rermoaove Selected | | Incomplete Reviews [ll
Search Folders
iy Reports
Job Candidate, - Cate
L] Score  Location Beayester — = Requested
--ﬁ-w O Derek Jeter S, Support K101 Assistant Principsl - Elementary — Oct 23, 200
—~ [ Bronx, MY, Intermediate &nd Junior High Schools 2:09 AM
-H-SﬂeHeI s, [1z65)
B Call: 566-803-9653 F Alex =, Support k101 Assistant Principal - Elermentary Qct 23, 200
- [ Rodriguez Intermediate And Junior High Schools .09 AM
( F | Change Y our Password Bron, NT, (1265)
[il=
O Gary Sheffield 5. Support k101 Assistant Principal - Elernentary Cuct 23, 200
[ Bronx, N, Intermediate And Junior High Schools 09 AM M
£ 1l >
&l | 2]
&] OperHire.com B Internet
j [@ 4 Micr... ~ [ B 0H user... | EReviewi... ]'@gg 12:07 P
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5. Application Review
Click on the individual applicant’'s name and it will bring up their profile screen.

E OpenHire - New York City f)epartment of Education - Network Technologies !!!
L

. File Edit View Favorites Tools Help

eBack e \_) @ @ :_;j pSearch ‘?/"n:.:‘Favorites @ B' h{_; - |_J ﬁ ‘5

 sddress |@ http://ats.openhire.com/index.cfm?fuseaction=framesst. showframesetRNOCHROME M Go iLlinks >
[
open H'r‘a C. Giaimo signed inJ/
I ——
' [a)
Track b Jab Job Score Qualified Source Recruiter
ra ¥Jlabs .
[Tr—— [T Linkncwen CEMTRAL STAFF Tracy Brizzon
Review Requests - =
Manage Requisitions What would you like to do with this Candidate? | ---- Select an Action ---- [LI “
Shared Hiring Stages Inel
Candidate Search Elig
Search Folders —
My Reports [ Inin
Candiclate: Derek Jeter Lew
yarkees stadium | Bronz, MY, US. 10048 Lew
&) Send An Email derekfiyahon.com
e primary; 7181111111 Mee
H stte Hel Primary Contact: dereki@yahoo.com
B Call §66-503-9663 . P . .
Tracked For: K101 Assistant Principal - Elementary Intermediate And Junior
P | Change Your Passward High Schools (1265)
¥ 0 B |
[‘_I Summany R ICy Attach it eForms Evaluations History
i
&] openHire.cormn  Internet
i 7 [@ 2 wicr... - E0H user... | B]Review. @JQ 12:10 PM

There are several tabs listed. The 3 center tabs are those you should access:
e Resume/CV — contains the applicant’s resume.
s Attachments — contains the OSL “Applicant Report”, as well as any
attachments the applicant chose to include.
Note: The Applicant Report should not printed and distributed to anyone.
This is for the use of the Hiring Manager/Network Leader only.

e eForms — contains the actual application, including the essays they were
required to submit.
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6. Choosing Level | Candidates

After reviewing each resume, click on the dropdown menu next to “What would
you like to do with this candidate?” and select “Complete Review”.
Note: Only Hiring Managers should make changes in OpenHire. For Principal
positions, only the Superintendent should complete reviews.

Note: Network Leaders should not make any changes to the screens.

#] OpenHire - New York City Department of Education - Network Technologies =J5E3

¢ File Edit WYiew Favarites

Tools  Help

eBack © J @ @ i’h pSearch *Famrites @‘ 8' »i_;g i |_,J ﬁ "3

Address |@ hitp: ffate. openhire.com/index. cfm?fuseaction=fr ameset. showframesetBNOCHROME M Ga

-

ilinks ¥

OpenHire

C. Giaimo signed in F sign out

Track My Jobs
Intervievs Regquests
Eeview Requests
Manage Reguisitions
Shared Hiring Stages
Candidate Search
Search Folders

My Reports

(i) Send An Email

Job Score Qualified Source
[l Unknoswen CEMTRAL STAFF

‘What would you like to do with this Candidate ?

Candiciate: Derek Jeter
yankee stadium | Brams, MY, US. 1
derek@@yahoo.com

Recruiter
Tracy Brizson

Complete Review [i]
---- Select an Action ----
Rank Candicdate

A Comment

Pririt Profile

Diovenilosd this Profile

Complete Review:

- primary; 7151111111 Nee
{H) Site Help Primary Contact: derek@yahoo.com
\EX Cal: BEE-803-59863 . P . .
? : Tracked For: K101 Assistant Principal - Elementary Intermediate And Junior
[P Change Your Passyword High Schools {1265)
[(_] Summany Resume / CV Attachments : eForms Evaluations History
i
&] operHire.cam ® Internet
4 Micr.., - [[he OH user... | BReviewi.. @d M 12:18 P
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7. This will open another window:

&) OpenHire - New York City Department of Education —mmvmwgmu@ﬁ

] Fias B2 view Faorites Took b

Qe - QW (@B Pt STreerns @ 275 B LJE B

| acress ) natp o //ats, openhire.comfnda, cfm7f.seaction=framaset showd amesetB NOCHROME

OpenHings

Aimw&tmnmm Fip Edt Vew Fanrites Took Halp

Zu Complete Review
Custoener Tirw
(P G

You may provide & comment for the evaluation.
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8. Completing the Level | Review:
At this window, there are only 2 options you may choose — “Recommended for a
Level | Interview” or “Not Recommended for a Level | Interview”. You may also
enter a comment at this time, which will become a part of the applicant’s record

for this job only.
€] =
i File Edit “iew Faworites Tools  Help -:,'

oaack M =7 ) \ﬂ @ ;j ,_J Search ‘;?i(Fa\rDrites QB hd :‘,\; v _J ﬁ ﬁ
L 1

Eadd ;
 Acirese & htp €] http://ats.openhire.com - Complete Evaluation - Networ...

open . File Edit View Favorites Tools Help i @ |y
OpenHire

Tradk by Jobs

Interwiew Reque:

Bewicw Reguests

BASEERS AL LI Complete Review

Shared Hiring 5t

Candidate Sear

Search Folders Flease evaluate candidate to complete the Review,

hiy Reports
---- Select an evaluation ---- [V
---- Select an evaluation ----

%, | Send An Email Co Mot Request to Interview )

Meeds Back or Selection)

B Call SEE-503-9 EfETrE T o FosTtT
P | Change ‘Your Pa]l

051 Reviewesd- Mo Information on File
0= Reviewed- Please Call

rfrecomnmended tor Level T Interview {provide date) >

H  Site Help =1 T Interview
Mot Recommended for Level IT Interview
]

Recornmended for Level IT Interview {provide date)

ik

TeTtefot
Request to Interview
Selected for Position
Withdrawing Position

@ OperHire.com

|&] 4 Micr... =

&) oHuser.. | BReviewin... l-@y 12122 FM

9. When completed, hit the “Submit” button and go on to the next candidate for the
position.

Note: You must choose at least 3 applicants for the Level | Committee process to
be conducted.

You must repeat this process for every candidate for a given position before the C-30
Coordinator can move on the next step in the process.

kkkkkkkkkkkkkk

At this point, you are done in OpenHire until the Level | committee work is completed.
You can sign out.
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10. Choosing Level Il Candidates
After the Level | Committee is conducted and your choice(s) for Level Il is made,
log back into OpenHire and repeat Steps 6-9 for only those candidates that you
chose for Level I, this time indicating whether or not they are recommended for a
Level Il interview.

€] OpenHire - New York City Department of Education - Network Technologies | || &

i File Edit WView Favorites Tools Help :','

eBack - @ @ @ _;j /':_j Search “;1‘5" Favarites {64 [/:f' u; i _J ﬁ 3
: Add ; -— Sl
: %SS e €] http:ffats.openhire.com - Complete Evaluation - Networ... Q@ﬁ L

- . . 3 _y ™
. File Edit Wiew Favorites Tools  Hel : e
OpenHil: P ; @ - 3
[— [ﬂ

OpenHire
Track My Jobs
Intervicw Reguesd
Eeview Requests
anage Requisi Complete Review
Shared Hiring Stg
Candidate Searc

Search Folders Flease evaluate candidate to complete the Review,
iy Reports
---- Select an evaluation ---- [i]
---- Select an evaluation ---- Law
% | Send An Email Do Mot Reguest to Interview o

Meeds Background Check (Rec, for Selection)

H ) Site Help LN =48 ] == I =) =
< Mot Recornmended far Level IT Interview D
B Call 866-803-95 [TotSedected for Position
0EI Reviewed- Mo Information on File
P | Change ¥our Pa: 051 Reviewed- Please Call
Rec

<Recommended for Level II Interview (provide date) D

Metested for Position
Request to Interview
Selected for Position
withdrawing Position T

@ OpenHire.cam

N SDavicr.. ~ R ot user... | BReviewin... J'@g! 12:22 P

Again, you must complete this process for every candidate that was recommended for a
Level | interview before the C-30 Coordinator can move on the next step in the process.
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11. Selecting the Final Candidate

After the Level Il process is completed and you have determined your candidate
of choice, log back into OpenHire and access his or her resume and from the
“Complete Review” screen, chose “Needs Background Check (Rec. for
selection).”

€] OpenHire - New York City Department of Education - Network Technologies |-
! File Edit %iew Favorites

Tools

Help

@Back e \_,) @ @ :_;j pSearch {?Favorites @ D/:{' ; - _J ﬁ ‘3

=53

 add hitp: = ks >
WQ http:ffats.openhire.com - Complete Evaluation - Networ... \__"EIEL

OpenHi

' File

Edit “iew Favorites Tools Help

L3

/3

Track vy Jobs
Interview Reques]
Eeview Requests
hdanage Requisit
Shared Hiring Stg
Candidate Searc
Search Folders
Iy Reparts

&% | Send An Ermail

H | Site Help
£ Call 866-503-96

P | Change Y our Pa

@ OpenHire.cam

OpenHire

Complete Review

Please evaluate candidate to complete the Review,

---- Select an evaluation ---- w

---- Select an evaluation ----

Jot B 44
Do Mot R

NLEFYIEW

nded for.LEvE
Mot Recommended for Level 1T Interview
Mot Selected for Position
051 Reviewed- Mo Infarmation on File
051 Reviewed- Please Call
FRecommended for Level I Interview (provide date)
Fecommended for Level II Interview (provide date)
Rejected for Positian
Request to Interview
Selected for Position

withdrawing Position

TG

)

E;-@4Micr... 7 CInter... .@]OHuser... H@Reviewin... J'@g! 12:22 P

You have now completed your work in OpenHire for that position.

If you have any questions regarding using OpenHire, please contact your C-30
Coordinator or Supvsupport@schools.nyc.gov or (718) 935-5226.
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