The system tracks everything and screens candidates
so that you can review your top candidates first.

It has made our recruiting process more efficient,

eliminating paper, automating approvals and supporting

hiring managers.

Director, Employee Relations and Staffing,
Sacred Heart University

E-Recruiting Top Talent

Best Practices to Streamline Recruiting in Higher-Ed

BENCHMARK YOUR RECRUITING
PROCESS AGAINST A STANDARD THAT
ENSURES YOU REACH TOP CANDIDATES

A Does your website wel
candidates or turn them off?

A Does your recruiting process reflect the best
elements of your campus?

A Find answers to these and more in a simple,
concise format.

~

selling them on the value proposition of employers, but
simply function as electronic application collectorsb

The Smart Way to Reduce Paperwork

Hiring Management/Applicant Tracking from
Interview Exchange is about more than just creating
online version of a paper form. Our 4" generation
technology brings you all the benefits of a fully digital
process — more features, ease of use and lower costs.

Nl Employero6s] sites are not

STRATEGIES

Employment Branding

Recruiting Assets

Paperless Hiring

Diversity Initiatives

Tailored Communication
EATURES

Auto-Screening

Job Requisitions

Work flow
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www.interviewexchange.com
4 Bellows Road

PO Box 792

Westborough, MA 01581

Ph: 877-599-4473 or 508-836-3800
Fax: 508.836.2020
Email: info@interviewexchange.com
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Testimonial:
Interview Exchange has made a significant positive impact on tearsh process at the
Universityat Albany. Our search committees are excited about the ability to now

OAAAEOA Ail OAOOGI A0 AT AACOITEAAIT UR OEOO
51 EOAOOEOQUOAAT toredice and événtidlyelimate unnecessary
DPAPAOXxT OES AEA OAAOAE Al i1 EOOAAO AOA A

i AAOET cOhd xEEI A &usinArka of oukh @datrytatervisWOA OAT O
Exchange has also been a great resource to our Office of DiversityAH#mchative

Action, since the system provides the statistics that are essential to Federal Government
reporting. Overall, the reactions have been extremely positive, the system user friendly,
and perhaps most importantly, the staff at Interview Exchanlgas been very

responsive in addressing any issues that have arisen.

Associate VP for Human Resources, University at Albany - SUNY



Overview

Best Practices for a WorldClass Hiring Process

HR departments in many higher-ed and non-profits cannot afford the cost and complexity of Applicant Tracking

Systems (ATSs) that require a database server and a full-time IT support

person on staff. The good news, as colleges such as Wheelock College _
arediscovering, is that mo st coll ege su

With new technology, ASP-based solutions such as the Interview
Exchange offer enterprise-class features to suit the budgets of even the
smallest HR departments.

Why Do I Need Best Practices?

With technology developing rapidly, the one thing you can bet on is your
current process getting outdated before you know it. There are no hard-
and-fast rules for the best system or technology to use. Automating a
particular task or building a detailed process i s of ittt

The Application Service Provider model
enables an organization to utilize a
software application without installing
any hardware or software locally.

One of the main advantages of the
ASP model is that it requires no internal
IT support and dramatically reduces the
time and costs associated with
implementation and maintenance.

ASPs also “scale” g
needs and usage: pricing is flexible,

enabling your expenses to rise and fall
depending on your budget for the year.

e bh-e-n-e—f -t T-o-d-a-\—
€ P—e—H—-e—1——t LI S © e ©

issues and problems will recede from prominence while new ones such as the EEOC definition of an applicant

rise up out of nowhere. In this environment, your hiring process needs to be tested against a high standard that

ensures you reach top candidates and hire them. Interview Exchange Best Practices will help you evaluate your

current strategy and make it world-class!

| ns i d-Recrditing Best Practices
1. Get the Word Out
2. Focus on Top Applicants
3. Automate Diversity Efforts

Make Applying Easy

Get Everyone Involved

o o M

Embrace Paperless Security

Exchange




E-Recruiting Best Practices

#1: Get the Word Out

Use the best mix of Web-based applicant sources, i.e., national and local job boards and higher

Feature a link to career opportunities prominently on your home page. Take your Webmaster to lunch and

have him or her put a link on every page to a list of jobs — it does wonders for your jobs listings on the

A
education Career sites.
A Maximize applicant flow from your college or university website.
A
search engines.
A

Holy Cross

Current Job Opporunities
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Integrated Job Application

Use resume databases to find candidates. Send invitations to apply for specific open jobs.

Look For: A Hiring Management System (HMS)
should enable you to post approved positions in an
automated fashion. It should automatically generate
job board postings and update your college website
instantly.

Currently, Interview Exchange HMS/ATS can track
responses from most career sites, job boards,
specialized industry sites and diversity sites both
national and international. It also powers your
Institution website — adding a searchable job section,
present open job listings in a customizable format,
and a quick, intuitive online application that accepts
Word and PDF files.

For the most part, [employerds]
and selling them on their value proposition as employers, but

simply function as electronic application collectors. This is one

way to justify the investment in corporate career sites i but it

hardly comes close to capturing their full potential value.

Source: “Corporate Career Bdtetes
Weddle, CareerJournal.
Haherbd €

R Wseruak il Pt e By s
Lo Evser Wi T
Zmmpry Szrwn e B s e e Crpmma
i LT B el 2 Pt
e D Cigess Limi Tilimp ‘.--“-—q.—
Tam il Frovm

Sl Wk (g

T e e
e T Dl S80S Ve 08 L L

Fommnd o1 THHG gud o aind v
LN B I (TEN B
N ETEEUN BCE W £ NTESEEEN fE-SLUED TVE e e S
rakrppakallr wd @ pfels pogiati B gl gal ripalve iy ey
B LA agEEsd B Cobags bR T Fudrdun TECLEn o
CEEEE B BILL D TR BRI AL @ F st
BE Rl e 8 6 e

sl LI L E A

5 B LT L F. P SRR
BEI - DT £

Tom il Ai B §bEE PR
Rl AR CEalres O wtet ®
reviins v Se LETED i e Freed Sw

¥ | g

iy (T
e v m Sareares e (EERSSL S DS MR e Do 0 R S SRR 1 e w

T ETERCH TE ATTY FLMETE 1 SIS ©ETOE R ECTEE TH FEDLIEE T FLrwe
S Sty T [l o Ty SSuflfis 10 90 sbugm w ey, OF 1ha ol By am iy s o
e e
Ry W Ry e

Linked to National career website

EXchange

S i

Cal

t




E-Recruiting Best Practices

#2: Focus on Top Applicants

A Use screening tools to focus your time, effort and resources on qualified applicants.

A Use job-specific screening questions to cut down on the deluge of resumes from unqualified
applicants.

A Good questions reassure top candidates that they are applying for the appropriate job level.

A A one-size-fits-all application looks like a resume black hole to most applicants.

A Integrated, customized screening questions prevent resume bots, viruses and spam from clogging

your Inbox.

Look For: A hiring management system that offers
built-in job-specific screening that is easy for
recruiters and managers/search committee to set
up and use. A complex questionnaire development
process will (a) take lots of time to set up —so
much so that it never gets used, (b) miss the whole
point of what the hiring manager is looking for, and
(c) turn off candidates who are currently employed
and don’t have a | ot of -
questionnaire is short, has questions that are
simply worded, and provides good, actionable
information with each response.

o Human Resources

To illustrate this, cons|
describe a situation from your experience where
you had to train people to use software such as [t S e
Qui ckBooks or Pethiscriaybeae ?°
good interview question, it is too poorly worded to

be used online. Answering would take too much

time for most applicants. The nature and range of ;."'.2'.'.'-"3‘-'.' f.l'.'f.'fflf"'.".""".\:'.'.'T."."".".'."...
responses you could get may result in very little B Ca
actionable information. Worst of all, hiring i s | e M T TV o
managers may be looking for a specific skill Dy S BAARE My o e, Sekobing diiss P
(Peachtree) or specific experience (teaching). The  obaaet 4 soaliat moll v ebios it a1

difficulty of gleaning information from a wordy ' '

response may exclude a good candidate from Employing effective screening questions cuts down on the
consideration. Consider one or two simple deluge of resumes.

questions that get to the point of what you want to

know.

AThe fl ood of ap ptbugheraQut s
officers are getting inundated. At times, you're looking
at volumes of resumes. It muddies up your thinking.
You may settle [for a less-than-ideal candidate]
because it's so easy to."

Dan Kaplan, Director of Recruiting, Fannie Mae

EXchange



E-Recruiting Best Practices

#3. Automate Diversity Efforts

A Capture EEO information automatically with the application.
A Post to diversity sites automatically without extra effort.
A Make full use of DET and federal government boards and other free resources.
A Measure results early and often, and target resources where needed.
Look For: Any acceptable recruiting
Step 4: Answer Optional EEOC Questions solution should have an EEOC
1-Gender — Select — ~ component that can be easily
2 Ethnicity — Select — - implemented. The number and
3.Race — Select — ~ | wording of these questions ought to
4.If "Two or more races”, please specifiy here: be customizable and consistent
across all positions. Good recruiting

solutions are set up so that the pos s iabthdreleivantinfolmationisa p p |
minimized. Surprisingly, many large ATS vendors add the EEOC questionnaire at the very end of an eight-page
application, almost as an afterthought.

I nt er vi ew EXx enbdaleapeearson th&same page as the rest of the application and takes only a few
clicks to complete. To date, the typical response rate is more than 90% across all positions, providing a strong
statistical base for reporting.

Applicants: Race

AEmpl oyers must hold on to
applications and relevant demographic information

O Asian/Pacific Islander related to a particular job search for at least a year, and
sometimes longer, to meet the Equal Employment
Opportunity Commi ssion's re

B Black/African American

O Hispanic/Latino (White Lawrence Lorber,
Race Only) . i
o Partner, Proskauer Rose in Washington, D.C., Former
O Hispanic/Latino (All Other] . .
Races) Deputy Assistant Secretary of Labor and Director of the
O White/Caucasian Office of Federal Contract Compliance Programs.

‘“How the Internet Changed T

@ Not Reported ' Candi Qasctréournal’

EEOreporting is a standard feature of the Interview
Exchange applicant management system.

Exchange




E-Recruiting Best Practices

#4:. Make Applying Easy

A Treat candidates — and their time — with respect. Making a good first impression is important. If you
want dynamic performers who wil/| revitalize your in
cumbersome website.

A Know your applicant: Today, nearly every college-educated applicant is Internet-savvy. They expect
“routine” features such aounges adwpdoameatsadenbilance, t ha
follow-ups — 24 x 7 x 365.

Look For: Your recruiting process should ensure A T A AN | AT | LAY | A1 FILL GONTEN T AR 90 AL T
that applicants from all sources can reach the [Tusd vk i
application page quickly. For instance, applicants
responding to a print ad should be given clear ® s
instructions on how to apply for that particular job. T ABHLATANT MAOFESHOR-GRADUATI
. . . . 1 -l PIROMGRAM T TREMATTONAL RIELATIONE
Generic instructions to visit the website leave - L
. . CENTINERL VAT P i, ]
applicants to hunt for your career section, let alone = ]
. . ) ) . Thank you lar ceasilesing Yalee bagisa Uiminrsfly in
the job posting. Your website should be available - pour joh pmarch.
d the clock and be tested to support a large o et it oty o e
with mir hire mavaps, pledd ke g frifated in
roun . . . pp 9 T ORI frirwicka th ioformuion rejusibed e
number of applicants. Keep in mind that even the :mlm:m P kot o T it Aot g i et
. y . LN B webife, 14 ande ta anpidite v applostion,
best technol o gy Isn t I mmt lm‘ﬁ- 1-:}1u:|:I-.-\r-I:|.u||+|Lulrll:f;?w:l:l.::t:‘:‘ll:ﬂ
aliaih arsy raleva el dicorvand (Msime, §ppl e, 1@
Look for an easy, clear alternate way that 8 Man iy o T
applicants can apply if the site or their computer g il Comiac avtaciin
fails for any reason. Faidi markid * e e
1 el Abidymass '
The integrated career site and one-page
Paimmad * I a=liste Bapareiils
application offered by the Interview Exchange
provides a seamless experience for applicants. The ,.,_, el ,,_,,__
applicant-friendly interface makes it easy for busy
professionals to apply while capturing all the O TR TR [ —
. . . . Arumirieg he Teleead j pmiliaes w il easlirm that g ael
information your process requires. Job-specific th bas Paurarantsfe the pasten
questions, EEOC forms and support for any L. B s et PAEH Cirne ®pm
resume format mean qualified, working applicants 2 Do vaw bavs eachog muperencet ey g
can apply in minutes. i L e i
L] Hars Dabummearhaf i bie
AaAl candi dat es, but especi all OCi1 1 Ul IHer s danu I.Illlﬁt!.'l:“V\;l:l"llllul
rare skills, expect to be treated with dignity throughout the Keep it simple. Treat candidates and their time with respect.

recruiting process. They may be applying for employment,
but they are also customers -- working men and women who
are being asked to duydthe value proposition of an
organization with openings to fill.

AFor most candidates, that me
really matter, and the best evidence of whether people really
matter is the way the organization treats prospective

employees.

AAs a consequence, recruiters
experience that is consistently polite and respectful. It should
acknowledge that candidates aren't cogs in some supply

chain, but cognitive beings who have a choice of

organi zations for which they

“Strategies for-CHadddU #&dteg 5. Wedtle, CadaertJournal.

Exchange




E-Recruiting Best Practices

#5: Get Everyone Involved

A Involve managers and search committees early in the process.

A Bring all stakeholders to one online location where they can get productive quickly.

A Reduce complexity by keeping all communications, notes and follow-ups in one place.

A Designate roles to committee members so that everyone is clear about their part in the process.

Look For: A Hiring Management System that meets the special hiring needs of colleges and universities,

including the work of search committee members = - - _

. _ _ Dxchange - Support Engioeer-DEMO - Microsalt Internet ... |« 0
recruiting for faculty and academic executive e TR B Faohe Tk BF >
positions. Look for integrated workflow and Agiess @) Wit rterveveshangs. comfcardetvien. BTN TRNO=apTSTVRCaD=1 1t 00e ¢ () G0
candlda.tg relatlons.r.np management (CRM) tools R T e
that facilitate the hiring process. O N Db Thad. Ao . 25

45 Mk Stiei! .':;H'. I::,:-w‘ﬂ i
Purratd Folds b

Your system should support part-time, flextime and e i

. . -, Phon: (976 8567777 iR %] subma
a geographically dispersed recruiting team. Tools NB123BOEMD Cou woveto |- Sokcone - [y][  submn |
for enabling candidate communications and

managing the hiring process should be intuitive to

Documbil
anyone who has used Web browsers and .
. . . Armuens
conventional desktop application software. The
easier it is to use, the shorter your startup process
becomes for each new requisition.
COREquTRa Scofe M6
X . L. "1 Are o wiling to go occagional travel, d fagquied? v’r
A system that stores resumes in their original format i : .
L. 3 Do you cunintly bvé wilhin 1 bours comimubi f Besion, MA 1’-
makes the process less burdensome to hiring o Ty hecheton's ot Counoiaes Ecianes: Toaonmmsientn ccamisestt 40
mana g ers w h o v e never en =1y Do you hdve ssenants Foubieahnolng large SONETEDEAMAN aphical ewieh nabworks? y"
resumes before- EXeCUtiVeS Who traVeI frequently 5% Doyou have seporience with tésd equepmant inclydeg BONETSOH. Ememnt and Optical x
will appreciate a system they can use from out of Eputirm Ansbzers?
the Ofﬁce and on their own t|me Not to mention the By Oovou have provious saeriants with TCRIR, DHCP, DNS, modems, rutess, CEL DELL \J(
H H H “ ” winklnss acCess points and chomis?
satisfaction of seeing the “Source” column of your
star hire read “College/University Website.”
rﬁunqﬁn-n Teaim
Thiy, Dt 71, 2040 P EST, Ermployar Chrrnonsirabon Eda | Derlatn

Ragananting ov relpdsd oF ndr cocks b5 ooy pra-prodec o sensr for D48 Mading Winhe up Bups and
renoed tharn ko Denicoment

Aadd & nobay;

:

Get everyone involved on the same page.
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E-Recruiting Best Practices

#6:. Embrace PaperlesSecurity

requisition generation and approvals online

A Connect new requisitions to executive approvals and posted job opening so that your whole requisition
process is a streamlined

A Focus recruiting efforts more on the unique needs of each position and less on repetitive form-filling

A Designate permissions to approvers and hiring managers so that everyone is able to access only the

part of the process they need to know — no more, no less

A Save documents and audit trails in a secured, redundant offsite location — beats a filing cabinet for
foolproof security by far

Look For: A Hiring Management System that s e
lets you generate new requisitions and job
postings online. You should be able to use one of
many customizable forms for different position P —
types and hiring needs. Requisition approvals =
must be routed online to designated approvers
with quick and easy access to notes and
feedback. You should be able to specify required

M ﬂ L Iﬂ:'J:ww-mv-rr.w.-::"m;d'lu.n ) =l K-

¥ 8 FoR) atarl

[(EETSTT Co

approvers for positions and add new approvers E o PR ——
easily. R T Toirgsiar

Look for solutions that will alert appropriate team N L

members when changes are made to requisitions, P e s Reach Dcamard: b fesc e
and is flexible in allowing changes to approver ot | - L e

LT

lists.

Once jobs are posted, your hiring process should ickibaisen Erat
accept and process a wide variety of documents
and formats — resumes, references, testimonials,
artwork, background screening documents, even Fnalscrreeri Py oo

audio and video files. T_

environment go much beyond what used to be

captured on a paper certificate. Tying your hiring

process to paperwork unnecessarily limits the Post new requisitions and obtain approvals online
sear ch c¢commintgt erea’'nsa goerr shi rrievi ew of

a candidate to qualifications that fit into a filing
cabinet.

Exchange

A Clear up time-consuming paperwork andsign-of f s currently waiting on somefn



Interview ExchangeApplicant Tracking/Hiring Management System

Solution Guide

Sourcing

Recruit From Any Talent Pool

One-Page Application
This feature — an industry first —

makes it fast and easy for busy
professionals to apply while capturing
all the information your process
requires. Job-specific questions and
support for any resume format mean
qualified applicants are in; spammers,

viruses and robots are out.

Direct Applicants from all sources
into your ATS/ HMS

A unique Job-specific link directs
applicants from all free and paid job
boards, print ads and yourwe b s i t
career page directly into the Hiring

Management System

Branded Career Site with Internal
Postings

Have an interactive careers section for
yourl nst i twebsite.dost jabs on
your internet and intranet. Designate
certain jobs for internal employees to
find and promote the talent you have

in-house.

Sourcing Resumes online

You can save time and beat the
competition by scouring resume
databases like Monster,
CareerBuilder, Dice or HotJobs for
professionals who match your ideal
applicant profile. Then, simply use our
email invitation tool to send job
openings to those applicants and

receive their most recent resumes.

Employee Referrals

The career site includes tools that
make it easy to send jobs out to
listservs, friends and family. Your
referral program gets a boost at no

additional cost.

Screening

Focus on Qualified Applicants

Job-specific Custom Questions
We specialize in powerful yet easy-to-
use screening tools. Setting up a
COREquisites questionnaire that
identifies applicants who meet the
specific requirements of each job is

quick, intuitive and easy.

COREquisites Question Library
Easily create job-specific questions
from our COREquisites library of 50 +
questions. Select a question, modify it
if needed, or write your own. You can
weight each question or used it as a
screen. You can build a questionnaire
for each posting in minutes and save

them for reuse.

Dynamic Screening

Once you have a list of applicants, you
can quickly find those who have one or
two hard-to-find skills. Our tools help
you focus resources on a single
ShortList of the most qualified and

interested applicants.

Rule-based Ranking

Applicants are sorted based on their
COREquisites scores — not merely on
keyword matching. You can assign
weights to each skill upfront or change
them later to sort applicants to suit your

requirements.

Searchable Applicant Database
Using keyword search you can find
resumes and interview notes from the

HMS in minutes.

Workflow
Labor-Saving Tools

Document Storage and Management
We accept applicant resumes in
multiple formats including Word (.doc),
PDF and plain text. Also other
documents like employment
application. They are available to your
recruiters and hiring managers in one
organized location. This ensures you
capture the full value of your job

posting investments.

Collaboration and Messaging Tools
Your entire team can interact and
collaborate online. Managers and
senior executives can easily add notes,
comments and make decisions on
applicants in the hiring process. The
team can work on their own time while

the system maintains an audit trail.

Configurable Alerts

Use our email notifications system to
receive alerts when qualified applicants
apply online. You can configure it to be
notified immediately or use it to just

receive a summary every day.

Job Posting Library

Create and save job postings that can
be shared by all recruiters in your
organization. Use our 'Clone' feature to
post jobs with the job description,
questions, even weights already filled
in. Save time and effort while ensuring

compliance with all college standards.

Metrics

Good Data, Better Decisions

Source Performance

Our source performance metrics show
how many clicks were generated from
each job board, how many applicants
and the number of hires. You can
decide where to allocate your
recruiting budget based on past

performance and hiring plans.

Applicant Quality by Source

For the first time, Interview Exchange
HMS reports can tell you the average
quality of the applicants you receive
from each source. You can find out
how many qualified applicants came
from a job board or other sources

versus unqualified submissions.

Recruiting Process Overview

Our sourcing report shows HR
directors a snapshot of the entire
recruiting effort. How many applicants,
how many prospects, phone screens
and hires. You can customize the
report to fit your process (time to hire,
cost per hire etc) and get the business

intelligence you need fast.

EEOC Questionnaire

Large employers need to collect
information regarding the diversity of
their applicant pool. Our applicant-
friendly questionnaire ensures you get

the best response rate.

ExXchange




Applicant Tracking / Hiring Management System Solution Guide

OPTIONAL FEATURES

Employee Referral via Professional Networking
The best hires often come from employee referrals.
Using our ReferredHire tools, you can administer a
high-impact referral program, track referrals and

respond to applicants with tailored emails.

Document Management/Scanning Services
You can fax documents to a dedicated fax number.
We will convert your resumes electronically into PDF

format and upload them into the HMS.

PRICING:
PACKAGE:

SETUP TIME:

Scalable pricing and flexible modules make our
solutions affordable to Two- Year Colleges while
meeting the needs of Four- Year Colleges and

Universities.

1 Interview Exchange is dedicated to meeting
the needs of colleges and universities with

a wide variety of hiring needs.

1  Atthe Interview Exchange, we take a more
flexible approach to meeting the needs of

each of our clients.

Sourcing in-house and multiple online
databases simultaneously

If you're a large employer or a staffing firm and have
your own resume database and other subscribed
online resume databases like Monster,
CareerBuilder our ResuMining tools assists you to
search applicants from these databases
simultaneously and invite them to apply for a specific

job opening.

Vendor/Agency Management
Save time and avoid costly mix-ups while managing
agency and vendor searches. Agency staff can

submit resumes themselves

Annual Fee
Full Edition -100% Branding
Two Weeks

Technology Overview:

1  The Interview Exchange solution is based
on a computer architecture designed and
built around the scalable, high
performance, high availability, and

industry-standard J2EE technology.

1  The hardware infrastructures provide high
redundancy and fault tolerance in the form
of multiple servers, RAID 5 controllers and
multiple CPUs.

9 Our hosting facility provides redundant
power and bandwidth infrastructure to

ensure minimal downtime.

1  The location is highly secure with fire
suppression and continuous camera

coverage.

1  Data and physical access is secure with

multiple layers of security.

Support for HRIS Integration

The Interview Exchange HMS can integrate fully with
most popular HRIS systems. Our open-source
architecture and standards-based design is
compatible with the widest variety of platforms and
technologies. Our data is available in an HR-XML
compliant schema that is supported across the HR

industry.

Requisition Approvals
Generating new job requisitions by hiring managers,
tracking approvals, workflow and posting is a snap

with our job requisition module.

EXchange

4 Bellows Road

PO Box 792

Westborough, MA 01581
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