Reviewing Resumes in OpenHire
A Quick Guide for Principals

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), 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.
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Frarm: Openhire Customer Suppart [openhire_generated@silkroadtech. cam] Sent:  Tue 10/23/2007 5:02 AM
Tt Giaimo Carl
Co

Subject:  Resume Review Requested

Supervisory 3upport has sent you candidates to review in consideration of the K101 Assistant
Principal - Elementary Intermediate And Junior High Schools (1265) position.

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

Supervisory 3Jupport
supvsupportfschools. nye.gov

W

Derek Jeter
Alex RBodriguez
Sheffield

*Thiz email was generated hy the OpenHire applicant tracking 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
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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.
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3. Your Posted Jobs

Once logged in, Hiring Managers will see a list of the jobs for which they are
responsible.
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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.
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5. Application Review
Click on the individual applicant’'s name and it will bring up their profile screen.
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There are several tabs listed. The 3 center tabs are those you should access:
e Resume/CV — contains the applicant’s resume.

s Attachments — may contain additional information that the applicant felt
was relevant to his or her application.

¢ eForms — contains the actual application, including the essays the
applicant was 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”.
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7. This will open another window:

€1 OpenHire - New York City Department of Education - Network Technologies Q
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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.
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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.
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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).”
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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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