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) QE

! File Edit View Insert Format Tools  Actions Help

{ - Reply | dReply to Al | b Farward | & o | 4 | ® (S 3 X |4 - 9 - Aldle g

From: Cpenhire Cuskomer Support [openhire_generated@silkroadtech, com] Sent:  Tue 10§23/2007 8:02 AM

Toe Giairm Catl
Ce
Subject:  Resume Review Requested

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

Please log into OpenHire to view the candidates' profiles and provide your feedback online:
http://ats.openhire, con/authentication/verification. asp?scid=15651

Supervisory Support
supvsupportlschools. nyc. gov

Candidates:
Derek Jeter
Llex Rodriguez
Gary Sheffield

*Thi=s email was generated by the OpenHire applicant tracking software system.

@zinter.. v EJoHuser... | E]Reviewin... @ﬂ 8144 AM
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2. Logging on to OpenHire
You will be redirected to the login screen for OpenHire. (You can also access it at

www.openhire.com )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. If you are unsure of your login and/or
password, contact the C-30 Coordinator or email cgiaimo@schools.nyc.gov.

€] openhire E)penHire Applicant Tracking §ystem: Applicant Tracking, Appl...

File Edit “iew Favorites Tools Help ﬁ"

@Back - \.) @ @ {;j pSearch ‘i‘g‘Favurites @ B' % - |_J ﬁ .:ﬂ

i address |@htip:[fats.Dpenhire.comflogin.htm MGD ilinks >
]

OpenHire

Login: |cgiaim0@schools.nyc.gov |

Password: |"""
Forgot your password?

Use SSL: [
v
® Internet
Y @z M. <[RS E)oHuser... | E)Reviewin.. @Q B155 AM

Page 2 of 11


http://www.openhire.com/

3. Your Posted Jobs
Once logged in, only the Hiring Manager listed on the posting(s) 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 View Favorites Tools Help ;ﬂ"
e Back -~ J @ @ é p Search ‘?ﬂf‘\{ Favarites -@ 8 = F:"} = D ﬁ .'ﬂ
| Address |@ http: /fats. openhire.cam/index.cfm?fuseaction=frameset showframesetBNOCHROME M Go ;i Links

OpenHire

C. Giaimo =signed in f sign out

Track My Jobs Track My Jobs
Inteniew Reguests
< FEeview Requests
anage RequIsitions | Dpen JDhs
Shared Hiring Stages
Candidate Search f f
e— : Review Interview
EizTietl PRI Job Title/Trackingcode ::4?&% Requests Requests Sg:TIS )
by Reports - ({Completed) {Completed) 3
Do NOT Apply JH Principal TEST ) [y} HOLD
(& Send An Email (44397 T. Brissan 0oy
{H) Stte Hel Principal - Day Elementary )] HOLD
_ : Schoal T. Brissan 0 (o)
g Call SEE-S03-9663 (4446) R |
F Hueuee au ool Principal - Day Elementary oy HOLD
Zchoal T. Brissan 0oy
(4445
PADMI:\JRT Apply JH Principal TEST o . 00} HOLD M
(%] I | (2]
enHire.com nterne
OpenH Internet

B 0H user... | BReviewi... ]'@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 Wiew Favorites Tools Help ﬁ"
O O RNBG| Pwe o @22 3 B
: Address |@ http: /fats. openhire.cam/index.cfm?fuseaction=frameset showframesetBNOCHROME MGD iLirks

OpenHire

C. Giaimo =signed in f sign out

(&l

. Listed below are Review Reguests made by Recruiters wiew instructions

Inteniew Reguests . .

Review Requests Displaving 1 to 19 out of 19 records.
Manage Requisitions

Shared Hiring Stages

Candidate Search Rermoaove Selected | | Incomplete Reviews [ll
Search Folders
hiy Reports
Job Candidate, - Cate
L] Score  Location Beayester — = Requested
(% | Send An Email Derek Jeter S, Support K101 Assistant Principsl - Elementary  Oct 23, 200
- O
~ [ Bronx, MY, Intermediate &nd Junior High Schools 2:09 AM
-H-SﬂeHeI s, [1z85)
|8 Call: 568-803-9583 Alex =, Support k101 Assistant Principal - Elermentary Qct 23, 200
- Ol
- [ Rodriguez Intermediate And Junior High Schools .09 AM
( F | Change Your Passwnord Bron, NT, (1265)
[il=
E Gary Sheffield 5. Support k101 Assistant Principal - Elernentary Cct 23, 20C
[ Bronx, N, Intermediate And Junior High Schools 09 AM M
[i] I ] m
\
i
OpenHire.cam Internet
P

[@ 4 Micr... ~ [ B 0H user... | BReviewi... ]'@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.

Ei OpenHire - New York City Department of Education - Network Technologies

! File Edit “iew Favorites Tools Help #’

Q- O 1 [@ Q] P forweme @3- B 3 UK B

: Address |@ http: /fats. openhire.cam/index.cfm?fuseaction=frameset showframesetBNOCHROME M Go ;i Links
OpenHire

C. Glaimo signed in £ sign out

(o]

Job Score Qualified Source Recruiter

Track My Jobs i
nzs iy Jisib s Unknoesn CENTRAL STAFF Tracy Brizson

Interview Requests
Feview Requests
Manage Reguisitions What would you like to do with this Candidate? | ---—- Select an Action ---- [ll
Shared Hiring Stages
Candidate Search
Search Folders

by Reports
Candiclate: Derek Jeter
vankes stadivm | Brone, MY, US. 10048
| g | Zand An Email derekifyahoo.com
&8/ =ena Sn Smet primary: 7181111111 Nee
' H Site Help Primary Contact: dereki@yahoo.com

"E Call: 566-503-9663 Tracked Far K101

[ F | Change Your Passyward fgh Schools {1265)

= - B 7
Resume / CV Attachments eForms aluations History
\ / i

&] OpenHire.corn \ / ® Internet
AT T 4M@OH " | #)Review.. mﬂg 12:10 FM

There are several tabs listed. The 3 center tabs are those you should access:

¢ Resume/CV - contains the applicant's resume.

¢ eForms — contains the actual application, including the essay they were
required to submit for this position.

e Attachments — contains the OSL “Candidate Report”, as well as any
attachments the applicant chose to include.
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The Candidate Report contains a link that will allow you to view the candidate’s
application to the Principal Candidate Pool. You must be logged in to Open Hire
in order for the link to work.

Sonogm PRINCIPAL CANDIDATE POOL
e CANDIDATE REPORT
Ecleatizn MAME Carl Ziaimio

L] ST

APFUCATION DATE  2M 2002
FILE MLIMBER Q00000

Principal Candidate P ool E valuation
Allapplizants are evaluated based onthe DOE School Leadership Compete ncies:

= Fostars a cufture of excellance through persanal leadership

» Uges data to sethigh lzarning geak and to dewelop plans for improwing student lzarning

» Lewerages deep knowledge of curriculum, irstruction and assessment to improwe student k= arning
= Dewelops staff and shares school leadership

» Manages resources to improve student learning

This zandidate has been evaluated and aceepted into the Principal Candidate Pool. The components of the
evaluation are an o line application fessay and resume) and three ire person modules (moderated case study of
school data, on-the-spot written lesson evaluation, and urrmoderated group dis cussion).

The information below & prowided solehy to assistyouin assessing candid ates, in identifying areas for follow-up
during the C-30 process, and in matching candidates toyour school's needs. Thewvalues given below represent the
percertage of the ma<imum attainable score. Please note thatthese are MOT percentile rankings of candid ates |, but
represent the pereentage of total available point earned on that competency or task.

FERFORMAMCE BY COMPETENCY

U of Proficiency The Proficiency Levels provided below are based on
Carnpetency Maxiriom | Lewvel [1-4] a1-dzcale, z panning from Undeweloped tao Highhy

Soone Fraficiant. The standard for a Proficiency Level seare
Personal Leadership 83 4 of 4is 3 highly qualified, experienced principal. In
Lze of Data 84 % 4 general, Proficiency Levels of 3 and higher represent
Curriculum & Instruction 86, % 4 areas of strength for members ofthe Principal
Cewelopment of Staff 02,4 4 Candidate Fool. Candidates rarely score highby in
hbnaging Resources 96, % L) Ewerny ared.
[Wkttzn Communication 86.% 4

PERFORMANCE BY EVALUATION STAGE

B of Profici ey PROFICIENCY LEVELS
Stage Maxirnum | Lewvel [1-4)
Seone 1: Undewveloped
2: Approaching Proficie noy

Eszay 64.% 3 3: Proficient
Fezume” 100°% WA 4 Highly Proficient
hboderated Casze Study a90.% 4
Lesson Anahysis 40.% 2
Group Discussion a7 % 4

‘Feumes

T see this canddate’s application for the Principal Cardidste Podl | click hera:
bl =2 b op ¢ rhiine. o s p o e in gre e de_re porka 5p T =36 00 uid = e re o rifp = vi e we n s Al B e o= 000 00 e b b e

Taler

Some candidates have been idertified as high potential l=aders by Netwod Leaders, Superintendents, and Principak and
encouraged to applytothe Pool If this candidate was identifizd, the person identifying him or her i listed below.

Note: The Candidate Report is confidential and should not be
distributed to anyone. The report is for the use of the Hiring
Manager/Network Leader only.
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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: For Principal positions, only the Superintendent should complete reviews.
Network Leaders should not make any changes to the screens.

\MpenHire - New York Elty ﬁepartment of Education - Network Technologies X

© File Edit “iew Favarites Tools Help o
O O BRAG P e @25 3 LK B
| Address |@ hittn: //ats. openhire. com findex.cfm?fuseaction =frameset. showframesetBNOCHROME MGD iLirks

OpenHire

C. Glaimo signed in £ sign out

Tract b Job Score Qualified  Source Recruiter
Track My Jobs ’
o TS, Unknowen CEMTRAL STAFF Tracy Brizzon
Review Reguests
Manage Requisitions What would you like to do with this Candidate? | Complete Review [l]
Shared Hiring Stages ——-- Zelect an Action ----
Candidate Search Rank Candidste
Search Folders Add Comment iri
e Coniiate Prirt Prafile I [
andliciste: Derek Jeter Download this Profile .
: zank:e shldlum «Broro:, MY, US. 1 i RaiE Lev
() Serd A Emal S
8 end an tinal primary. 7181111111 Neq
' H Site Hel Primary Contact: dereki@yahoo.com

(Er) Call: BE6-503-9663
&) C= Tracked For: K101 Assistant Principal - Elementary Intermediate And Junior

[ F | Change Your Passyward High Schools (1265)

§ ) k &
[{_] Summany Resume / CV Attachments eForms Evaluations History

&] OpenHire.corn  Internet

(@4 Micr... ~ e B 0H user... | E)Reviewi... ]'@Mg 12:18 FM
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6. This will open another window:

& OpenHire - New York City Department of Education - Network Technologies Q@

i File Edit Wiew Favorites Tools Help #
eBack T @ B @ [:’_;:] |p59arch %‘Favurites @ @' h\} * D ﬁ Jﬂ
Address |@ htip:/fats.openhire.com/findex.cfim?fuseaction=frameset.showframesetBNOCHROME Go Links ™

OpenHi

Review & Intervien

! File Edit Wiew Fawvorites Tools Help @' gf_

Track My Jobs
Interview Requests

Eeview Requests
Manage Reguisitig

OpenHire

Candidate Search
Search Folders
by Reports

Customer Care

Complete Review

Please evaluate candidate to complete the Review,

ré& | Send An Email

(H Ste Help
17 Call; BE8-503-988

I.I;?Chane Your Pas You may provide a comment for the evaluation.

& OpenHire.com | :
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7. 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”. For those for

whom you've chosen to interview, please indicate in the comment section the

date of the Level | interview. (If not yet determined, as soon as it is set contact
the C-30 Coordinator.) You may also enter a comment for any applicant at this
time, which will become a part of the applicant’s record for this job only.

@Back T g

J \ﬂ @ ;‘1 jl'_-l Search "E?;:_'I__"Fa\torites | D~ _,; z _| ﬁ 3

P Address I,gj_ h_tip

2

= €] http:ffats.openhire.com - Complete Evaluation - Networ..

Open

",

Track by Jobs
Interview Reques
Eeview Requests
Manage Requisit
Shared Hiring Sta
Candidate Seard
Search Folders
by Reports

i | Zend An Email

H | Site Help
BT Call: 866-503-95

P | Change Your Pa

OpenHire.cam

. File Edit Wiew Favorites Tools Help : @
3
OpenHire
Complete Review
Please evaluate candidate to complete the Review,

---- Select an evaluation ----

| »

---- Select an evaluation ----
Do Mot Request to Interview

MEeds Background Check (Rec, for =electony

Mot Recommended for Level I Interview

dad for |

| Il Ins

==l

o

Mot Selected for Pasition
051 Reviewed- Mo Information on File

rersiFETEwed- Flease Lall
Fecommended for Level I Interviu_ew (provic_le date)

adfor |

IRk
Rejected for Position
Fequest to Interview
Selected for Position

withdrawing Positian

| IT Irberslen fog
F

e

I

ltﬂﬂihi’ = OGO [O]4Mar.. ~]]

) SjoHuser.. | Blreviewin., [(OW 12:22PM

8. 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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9. 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 6-8 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 |- ||7/E4

i File Edit ‘iew Favoribes Tools Help .ar

@Back T u m 'ﬁ / ) Search _T'“?‘Favurites '@1 [_j' :.-v 3 |ﬂ 3

: Address | = k
il lug ) http://ats.openhire.com - Complete Evaluation - Networ.. E]@WL

open It File Edit Wiew Favorites Tools Help ; @ T ""
| —
|| —| i
e o
OpenHire —!
Track My Jobs
Intenview Regues]
Beview Requests Li =
T ) Elig
Manage Requisiti Complete Review
Sharad Hiring Stg nell—
Candidate Searcl Elig
Search Folders Flease evaluate candidate to complete the Review. Lirir
hiy Reparts Bk
-- Select an evaluation ---- | Lew
-- Select an evaluation ---- Lenw
% | Send An Email Do Mot Request to Interview o
Needs Background Check (Rec, for Selectlon) =
H | Site Help LS =18 ) == N =R ) =
< Mot Recommended for Level I Interview D
B Call. 566-303-95 W‘U‘L‘S-elﬂf"‘ dfor Position i i
OEI Reviewed- Mo Information on File
P | Change Your P 051 Reviewed- Please Call
Rec t +
<Recommended for Level II Interview (provide date) D
Metested for Position
Request to Interview
Selected for Position
withdrawing Position 1
@ OpenHire.com

T [3] 4 micr... 5 Inter.. B oH user.., -"-@Reviewin... F@g 12:22 PM

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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10. 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 |- ||

e X

: Flle Edit “iew Favorites Tools Help

@Back T @ @ :h /"__WSearch “:Ti‘fFa\torites ﬁ} ‘,:-::j' :,’_. > _| ﬂ ﬂ

: address | @) hito e = e
w €]http:/fats.openhire.com - Complete Evaluation - Networ... EL

open silli File Edit Wiew Favorites Tools Help @ il ",'—'
e | |
| | —| =1
= =t ) |
OpenHire —!
Track by Jobs
Interview Regques]
Eeview Reguests i =
M arde Heg sk Complete Review :
Shared Hiring Sta nell—
Landidate Search Elig
Search Folders Flease evaluate candidate to complete the Review, Liat
My Reports HE
i : ---- Select an evaluation ---- | Lenw
---- Select an evaluation ---- Lev
& i Do Blot Paguestt ;
= <ueeds Background Check (Rec. for Selection) — |
H | Site Help Mot Recommendsd 1or LEvel L ]
Mot Recormnmended for Level 11 Interview
BY Call: B66-803-95 Mot Selected for Pasition
051 Reviewed- Mo Information on File
P | Change Your Pa O%1 Reviewed- Please Call
Fecommended for Level I Interview (provide date)
Recomrended for Level 1T Interview (provide date)
Rejected for Position
Fequest to Interview
Selected for Position
withdrawing Positian =
OpenHire.cam

&} oHuser... | HReviewin.. r@; 12:22 P

' |§| 4 M.

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 Carl Giaimo, Office of School Leadership Operations Director, at
cgiaimo@schools.nyc.qov or (718-935-5226).
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