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RECRUITMENT

The System Administrator configures the Recruitment module as follows:

1. Gotothe left side bar and click on “Administration”:

a+ Hiring -

Expenses

# Administration

2. From theleft menu click on the “Recruitment” button:

Ll Woting

&a Recruitment

@ Off-boarding

=] Onboarding

3. Next, click on the “Settings” button:

< CAREERS WEBSITE

Email Templates Job Application F...

M (o

FOR HR
CODE: HROO7EN

Managers

4. Here you can configure various settings, such as the text for the default acknowledgment email, your
career’s website appearance, and adding job application referral sources as in the example below:



5.

 BACK

Require constent for sharing the
ation / CV with other group

companies?

Text for default acknowledgment email

Spontansous Job Applications Enabled

Text for default acknowledgment email

Custom Policy Enabiled?

About Us Enabled

—@
@

) PeopleWeek

Hellz,

Thank you for your interest in our company. We hi
be contacted by our teamif the process confinues.

The HR Tearn

fas

in the coming waeks. You will

#

~ CAREERS WEBSITE DISPLAY

Careers Wensie Tile

Dsite Logo Alignment

Opportunities

Cenler

r

£

= JOB APPLICATION SOURCES

+ ADD

NAME ACTIONS

Linkedin

Other

Company Website
Employes Referral

+ JOB APPLICATION QUESTIONS

+ ADD ATTRIBUTE

~ SPONTANEQUS JOB APPLICATION QUESTIONS

Attributes

Radio

Label

Do you require & work permis
Cholces

. Yesd @
*No# @

+ ADD

‘& DELETE

+ ADD ATTRIEUTE

FOR HR
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Click on the “Email Templates” (see step 3), and if you have responsibility for employees in more than
one entity, select the entity you want to manage:

PeopleWeek
PeopleWeek 1

Peopleweek 2




) PeopleWeek

Below you can see a default email template for replies to applicants that is pre-configured by

PeopleWeek in English or French. Click on the pencil icon to modify the template.
Note: Only one “Email template for replies to applicants” template can be created:

ADD

Name:

Decline email - English

CHANGEABLE FIELDS:

+ [APPLICANT_FULL_NAME] Iy
+ [APPLICANT_FIRST_NAME] Iy
+ [APPLICANT_LAST_NAME] Iy
« [JOB_TITLEIIRY

+ [ENTITY_NAME] I

Text:

Dear [APPLICANT_FULL_NAME],

Thank you for your job application to [ENTITY_NAME] for the position of
[JOB_TITLE]

We have reviewed your application and have decided not to continue the process
with you. We have had a large number of applications, including from a number of
people that seem to be a better match for the role

| wish you future success

4 CANCEL + SUBMIT

Use the “Changeable Fields”* to create or modify the email template. Click on the copy button

FOR HR
CODE: HROO7EN

Wl n

next

to the field you want to use in the body of the email template. Paste the copied field into the text box

and when you have finished modifying the template click on the “Submit” button to saveit:

ADD

Name:

Decline email - English

CHANGEABLE FIELDS:

« [APPLICANT_FULL_NAME] &y
« [APPLICANT_FIRST_NAME] Ify
« [APPLICANT_LAST_NAME] By
« [JOB_TITLE] IRy

« [ENTITY_NAME] Y

Text:

Dear [APPLICANT_FULL_NAME],

Thank you for your job application to [ENTITY_NAME] for the position of
[JOB_TITLE].

We have reviewed your application and have decided not to continue the process
with you. We have had a large number of applications, including from a number of
people that seem to be a better match for the role.

I wish you future success.

€ CANCEL v SUBMIT

* Changeable Fields: When an email is sent, the changeable fields “[APPLICANT_FULL_NAME],

[JOB_TITLE], ...etc.” will be auto-populated with the relevant personal and job-related data, for example:

“Justin Philips”, “Rue du Lac 4”, “Marketing Director” ...etc.
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8. Click onthe “Job Application Flags” (step 3), to add new flags or to modify existing flags. Click on the
“Add” button to add the new flag or click on the “pencil” icon to modify an existing flag:

€ BACK + ADD

COLOR LABEL ACTIONS
® Refuse S0
[ J To interview S

Undecided S

9. Here, insert the name of the flag and select a color by clicking on the brush button. When you are ready,
click on the add button:

ADD

Label:

Undecided ‘ mv I

Color:

4

% CANCEL =+ ADD

The System Administrator configures the Recruitment Manager role as follows:

10. Gotothe left side bar and click on “Administration”:

&+ Hiring -

Expenses

£ Administration

11. From theleft menu click on the “Recruitment” button:

Ll Voting

&a Recruitment

® Off-bearding

= Onboarding
12. From the administration menu click on the “Managers” button:
<+ CAREERS WEBSITE

Settings Email Templates Job Application Flags Managers

& M (g
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13. Here you can add Global Recruitment Managers by choosing the employee from the dropdown list and
clicking on the “+” button to add the employee; or Entity Recruitment Managers by choosingthe “Entity”
and the employee from the dropdown list and clicking on the “+” button to add the employee:

& BACK
~ ENTTY RECRUTHENT MANAGERS

@ Andersson Sarah (Sarah_AnderssonS90@v “
Entities Gy Austin Esther (ssther austingeramplecom)
(53) Fieids Aeen x
Armetrong Wyart x
,,?_, Chadwick Matt x Acme Corp [:]

a Martin Alden * PeopleWeek

PeopleWeek 2

PeopleWeek 3

Note: Please note that once an employee is added as a Global Recruitment Manager, the system also automatically
adds them as an Entity Recruitment Manager. If you try to add the same employee again for an entity, the system

will show the following note:

€ BACK

~ ENTITY RECRUITMENT MANAGERS

I (3) Fields Aileen (aileen_fields7662@deavo.co ‘ +
9 Armstrong Wyatt x
?"’ Austin Esther x

Recruitment Managers:

14. Gotothe left sidebar and click on “Recruitment”:

& Talent Management -

& Time & Attendance -

&a Recruitment

Note: If you are using the “Onboarding” module, you can open “Recruitment” from the “Hiring” menu on
the left sidebar as the “Hiring” menu includes both “Recruitment” and “Onboarding” modules:

&« Talent Management v

&> Time & Attendance v

&a Recruitment

=] Onboarding

7.

15. You can select either “Vacancies”, “Applicants”, “Spontaneous Applicants”, “Agencies” or “Locations”:

RECRUITMENT

Vacancies Applicants Spontaneous Applicants Agencies

= Q Q

Total: 13 Total: &1 Total:

Locations
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16. To create or view a vacancy, click on the “Vacancies” button. Here you can see all vacancies, their status
and the number of applicants. By clicking on the “Download” button you can download a report with
detailed information about the vacancies. By clicking on the i putton you can choose the action you

want to take: “Manage Applicants”, “Close Vacancy”, “Unpublish”, “View”, “Copy Vacancy URL” or “Copy
the Application URL":

RECRUITMENT

» VACANCIES

€ BACK 4 CREATE VACANCY < CAREERS WEBSITE & DOWNLOAD

oPEN cLOSED ¥ VACANCY
YJOBTITLE YCODE  YENTITY  YDEPARTMENT Y LOCATIONS APPLICATIONS ~ APPLICATIONS  APPROVED BY PUBLISHED ~ CLOSED  ACTIONS
Budget Finance & Geneva, Switzerland | Genéve, Geneva, n
) Fi Al
Analyst 30qn9c3sq9 PeopleWeek s counting Switzerland | ZUrich, Switzertand C = @ Fiekda Alloen N3 L
Project Manage Applicants
Manager 4avf2ggzdwq  PeopleWeek IT Geneva, Switzerland 2 o ° Andersson Sarah  Yes Close Vacancy
Unpublish
IT Support
A GBWCZOKT(3  PeopleWeek IT Denmark 0 0 @ AnderssonSarah  Yes | View
Copy the Vacancy URL
m:;"g 1f4amdqd9  PeopleWeek Marketing Basel-Stadh, Switzeriand 0 0 . ChadwickMat  Yes | Copy the Applicaton URL

17. To create a new vacancy, click the “Create Vacancy” button:

RECRUITMENT

 VACANCIES

€ BACK + CREATE VACANCY < CAREERS WEBSITE

18. Next, complete the vacancy form. The key fields that need explanation are:

e Job Title: If the job title of the vacancy does not appear in the dropdown list, HR needs to create it
in the list of Job Titles in the Administration section of the system.

e Locations: You can choose one or more locations for the vacancy if it will be advertised in more
than one location. A dropdown list will appear showing the locations that have been configured in
the Recruitment module. You can add or modify the existing recruitment locations by clicking on
the “Locations” button (as shown in the step 15).

RECRUITMENT

= LOCATIONS

e

NAME COUNTRY STATE ACTIONS
Geneva, Switzerland Switzerland Geneva
Genéve, Geneva, Switzerland Switzerland Geneva 7|
2Zinich, Switzerland Switzerland Zurich Eal
Denmark Denmark 8
Basel-Stadt, Switzerland Switzerland Baset-Stadt Ea
Bem, Switzerland Switzerland Bem a8
Luzern, Switzerland Switzerland Luzem el

Basel, Basel Stadt, Switzerland Switzerlang BasetStadt s@

Once you fill in the details about the new location, click on the “+Add” button to add the new
location the the list:
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ADD

Name

Lausannd Ba

Englsh | Lausanne
French Lausanne
German
Spanish

Portuguese

Italian

Country

Switzerland % -

State:

Geneva x -

e Vacancy approved by: Depending on the configuration your organisation has requested, the
vacancy approval field will either be a) a workflow that sends a vacancy approval request to the
person selected from the dropdown list, or b) you will select an employee from the dropdown list
but there will be no approval workflow.

e Code: You can create a vacancy code manually or click on the ° { button to auto-generate one.
The system will never create two job vacancies with the same code.

e Job purpose: Enter the job purpose.

e Position summary: Enter the position summary.

e Experience/Skills required: Enter the experience and/or skills required for the position.

e Acknowledgement email: An explanation is provided when you click on the L button.

e  Filtering Questions: An explanation is provided when you click on the o button.

e Allowed Job Application Sources: You can choose whether applications can be submitted by direct
applicants or by preferred recruitment agencies. If you select “Allow Preferred Agencies” a
dropdown list will appear showing the recruitment agencies that have been set-up in the
Administration section of the system.

e Hiring Manager(s) and Guests: Refer to the “User Guide for Hiring Manager(s) and Guests”. When
you select a Hiring Manager or Guest from the dropdown list of employees, clickonthe * icon
to add the person.

19. Click the “Submit” button once you have completed the vacancy form. You will now see the page below
that contains all the details about the vacancy. Check that the details are correct and then you can click
“Publish” to publish the vacancy on your careers website. Once submitted the vacancy will also appear in
the vacancies list:

RECRUITMENT

+ WACANCIES | HEW VACAREY

- s
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20. If you now navigate to the “Careers Website” by clicking on the button, you will see the vacancy you just
published:

RECRUITMENT

s VACANCIES
eonck o+ cREmTEVACANGY IR & DOWNLOAD
oPEN cLosep ¥ VACANCY
TJOBTTLE YCODE  TENTITY  YDEPARTMENT Y LOCATIONS APPLICATIONS ~ APPLICATIONS ~ APPROVED BY PUBLISHED ~ CLOSED  ACTIONS
n
Praject
b avizggzdwg  Peoplewesk 1T Geneva, Switzerland 2 [} @ Andersson Sarah  Yes Mo H
St gaweaskria Pecpleviesk 1T Denmark 0 0 @ Andersson Sarah  Yes Ho 1
:mng 1fdamdq49  PecpleWeek Marketing Basel Stadt, Switzerland o 0 - Chadwick Matt  Yes ™ Fl
Search by Location - ‘ Search by Department - REGISTER FOR JOB ALERTS APPLY SPONTANEQUSLY
Budget Analyst (100%) Geneva, Switzerland (CELID)
DEPARTMENT:

Finance & Accounting

JOB PURPOSE:

Analysis of the group's budgets - historical, actual and forecasts.

POSITION SUMMARY:
Elevate budget proposals to determine the optimal allocation of resources. Responsible for reviewing budget proposals and requests for funding, evaluating spending need and
conducting cost-benefit analyses, among other duties.

EXPERIENCE/SKILLS REQUIRED:

Minimum 5 years experience in a similar role in a complex organisation.
Chartered Accountant.

APPLY

Project Manager (100%) Geneva, Switzerland

21. In theright corner of the vacancy, you can check all the locations for the vacancy by clicking on the
button “+2 More”:

LOCATIONS

Geneva, Switzerland
Genbye, Geneva, Switzerland
Zirich, Switzerland
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22. Once thevacancy is published you can take a number of actions on the “Vacancies” page: “Unpublish”,
“Manage Applicants”, “Close Vacancy”, “Publish on Top” (of your careers website), “Share” with others
via LinkedIn, email, copy the URL or copy the application URL:

« SHARE

@ Linkedin

B E-mail

&y Copy Vacancy URL

Iy Copy the Application URL

23. To see the vacancy details, click the “View” button under the “Actions” button. HR (as well as hiring
managers and guests) can have a discussion between themselves regarding the recruitment process:

RECRUITMENT

“+ VACANCIES
& BACK + CREATE VACANCY # CAREERS WEBSITE & DOWNLOAD
oPEN cLosen T VACANCY APPROVED
¥ JOBTITLE ¥ CODE ¥ ENTITY 'Y DEPARTMENT Y LOCATIONS APPLICATIONS APPLICATIONS BY PUBLISHED CLOSED ACTIONS
Manage Agplicants
Project Manager  dviZpgzdwe  PeopleWesk 1T Genevs, Switzerland 2 [ @ Andersson Serah Yes Eiose Vacancy
Ungublish
IT Support Staff  g8wez6k7f3  PeopleWeek 1T Denmark o o @ Andersson Sarah Yes
Marketing Copy the Vacancy URL
direcior 1fdamxfqdd  PeopleWeek Marketing Basel Stadt. Switzerland o 0 .’ Chadwick Matt Yes Copy the Apglication URL
TSUpPOr S WOWIUIZ  Peopleesk 1T Genaa, Switzertand 0 4 o Chadwick Matt ves 3 i
Finance &

bucgel Anayst  ukysvite Acmecern  JERERE Gensva, Swizeriang [ o . Chacwick Matt ves 3 i
Marketing
o MDQ02  PeopleWesk Marketng Ganeva, Swizeriang 7 9 o Chachwick Matt N N i
HRSoecialist  HROOS Peoplelieek  HR Zrich, Swizeriand 2 i) @ Fiskis Allesn ves 3 '
T Support S 11083 Acmecom 1T Genaa, Switzeriand 3 . G Fieiss A ves 3 i
HR Specialist  HROO4 Acme Corp Ganeva, Switzerdand 0 ] of- Chadwick Matt Yos Mo 1
VACANCY DISCUSSION
@ . .

4

L Fields Aileen 111120225 1915
Hi Matta, couid you lst of apphcants nterview?
A Reply

24. If you want to manage applicants for a vacancy, click the “Manage Applicants” button under the
“Actions” button:

RECRUITMENT
= VACANCIES
€ BACK  + CAEATEVACANCY 3 CAREERSWEBSITE & DOWNLOAD
cLose ¥ VACANCY APPROVED
TJOBTITLE  TCODE  YENTITY  VDEPARTMENT ¥ LOCATIONS APPLICATIONS APPLICATIONS B PUBLISHED  CLOSED  ACTIONS

Project Manager  vf2ggadwa  Pesploteok 1T Geneva, Switzerland @ Andersson Sarah Yes

Clase Vacancy
Unpugiish
T SupportStaff  gBwezSkMf3  Pecpleesk 1T Denmark 0 0 @ fncerssonsamh Ve
Marketing Copy the Vacancy URL
- amxtgds  Pocgloosk Marketing Basel Stact, Switzertand 0 0 o Chadtwick Matt ¥ | e sppicanon UL

25. You can now see a list of applicants. You can click on the name of the applicant to view their application,

click onthe * button to download the CV directly, or click on the - button to make a recommendation:

RECRUITMENT

“+ VACANCIES / BUDGET ANALYST | MANAGE APPLICANTS
EACK X CLOSEVACANCY & pownLoa

Eiosed Apgicatians.

T FILTERING QUESTIONS

u ApUCANTS DATE = VOECAUTMENTAGENCY  VEXPETISEAREAS  TPAEFBMEDLANGUAGE  TSTATUS ¥ RECOMMENDATON ¥ NTEWIEWSS  TTAGE  ACTIONS
~ DuponaEmma ) 5]
' (emmacponapabcomstcom) V1R8N Engisn Panding ¢
) Josh i

(osh landemgsbosmallcom) N0 B 1624 Englisn Penaing ;D
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26. You can select different types of recommendation:
REVIEW JOB APPLICATION

Flags:

Interviewer

Notes:

Exceleni]

2
8/500

% CANCEL ' SUBMIT

Note: Flags are configured in the Administration section of the system (see steps 8 and 9).

27. From the “Manage Applicants” page you can also perform bulk actions by selecting multiple applicants
and then selecting the relevant action:

RECRUITMENT

+ VACANCIES / BUDGET ANALYST / MANAGE APPLICANTS

4 BACK x CLOSE VACANCY & DOWNLOAD e IRY

Ghange Status
{ Q | Y FILTERING QUESTIONS
+  APPLICANT & DATE = TRECRUTMENTAGENCY Y EXPERTISEAREAS  TPREFERREDLANGUAGE  TSTATUS  TRECOMMENDATION  TINTERVEWS$  TTAGS  ACTIONS
[l iy 1111/2022 @ 1831 English Pending i

(emma.dupond@beemail.com)
Landon Josh
{josh landong@abcemail com) /2022 @ 1824 English Pending &3

<]

28. If you click “Send Email” you will be requested to select an email template. HR can create emails
templates in the Administration section of the system:

RECRUITMENT

“+ VACANCIES / BUDGET ANALYST / MANAGE APPLICANTS

€ BACK ® CLOSE VACANCY & DOWNLOAD ACTIONS 2 =

Open Applications Closed Applications Make Recommendation
Change Status

{ a | T FILTERING QUESTIONS
+  APPLICANT & DATE * TRECRUTMENTAGENCY Y EXPERTISEAREAS  TPREFERREDLANGUAGE  TSTATUS  TRECOMMENDATION  TINTERVIEWS$  TTAGS ACTIONS
Dupond Emma ’ o
T s cupondgacematcomy V112022@1831 English Pending i
R

Landon Josh
{josh.landon@abcemail.com) 11/11/2022 @ 18:24 English Pending

29. You can prepare different types of email templates and in different languages:

SEND EMAIL

Email Templates:

Belect N

Decline email - English

Email de refus - FR

% CANCEL + SUBMIT
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30. The templates auto-populate core information, such as the candidates’ name, the employing entity and
the job position. This is information that is already known by the system. Other information can be added
to the template by simply typing it in, for example the name of the person in whose name the email will
be sent. Note: The email address from which the system generated email is sent has been configured in
PeopleWeek:

SEND EMAIL

Email Templates:

Decline email - English X -

Dear [APPLICANT_FULL_NAME], -

Thank you for your job application te [ENTITY_NAME] for the position of
[JOB_TITLEL

We have reviewed your application and have decided not to continue the process
with you. We have had a large number of applications, including from a number of

Dupond Emma

Landen Josh

% CANCEL + SUBMIT

31. When you click on a job application, you can leave comments, e.g. interview notes or reflections on the
application, in the section called “Discussion / Comments on Applicants”. Any comments will be visible to
your colleagues involved in the recruitment process.

“ VACANCIES / BUDGET ANALYST / MANAGE APPLICANTS / DUPOHD EMMA
& BACK  ACTIONS~ - SENDEMALL M MAKERECOMMENDATION (2 ADD INTERVIEW EVALUATICH
Mama Dupond Emma
Ema emma dupenaboemad oom
+41 54632489

g 45

Suitzetzng
Ben

Ben

as6.
BB
English

Suitzedand

o B0 Emma Bupond docx.

Heard abaut this vacancy fram Omer

D you nesd o vk permit? Yes @ Mo

RECOMMENDATION

wu )\ Fields Aileen ririz s
%) Taimerview
Excellern candidate.

B Delete

APPLICANT DISCUSSION / FEEDBACK

Team spirt, Ieoking for anaw chatenge

ke
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32. You can use “Interview Evaluation” button to evaluate interviewed applicants. You can rate in full stars or

half stars and also leave comments:

ADD INTERVIEW EVALUATION

Notes:

willing to accept the challenge.

4
111/500

Date Interviewed:

18/11/2022 ‘

x CANCEL « SUBMIT

Note: If there is more than oneinterview evaluation, the system automatically calculates the average
rating of all the evaluations. For example, if HR evaluates a candidate with 4,5 stars and the Hiring

Manager evaluates him/her with 3 stars, the average rating will be 3.75 stars:

RECRUITMENT

+ VACANCIES / BUDGET ANALYST / MANAGE APPLICANTS

& BACK % CLOSE VACANCY

Ciosed Apalications

a T FILTERING QUESTIONS

W APPLICANT & DATE = 'Y RECRUITMENT AGENCY Y EXPERTISE AREAS Y PREFERRED LANGUAGE TSTATUS Y RECOMMENDATION T INTERVIEWS &

Dupond Emma
E i B
(emms.dupond@ebcemailcom)  |1/11/2022 @183 English ending (1]

: e
a1 R o penc A . .

(los landon@abeemailcom) (@ Fields Allesn

. Chadick Mt

33. Once a candidate has been selected for the role, you can use the “Action” field to update the status

accordingly. You can change the status as the offer progresses, e.g. from “Offer Sent” to “Offer
Rejected” or “Offer Accepted”. Once the offer has been accepted you can initiate the onboarding process

from PeopleWeek (refer to the “Onboarding User Guide”).

+ VACANCIES / BUDGET ANALYST / MANAGE APPLICANTS / DUPOND EMMA
€ BACK ACTIONS ~ <A SEND EMAIL ™ MAKE RECOMMENDATION (& ADD INTERVIEW EVALUATION

Decline

Name Mark as Offer Sent Dupond Emma
Mark as Offer Accepted

E-mail Mark as Offer Rejected emma.dupond@abcemail.com

Phone Number +41 548632489

Address Line 1 Rue 45
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