Employer Hire a Flyer Instructions
*Job Listings Module*

Note: These instructions assume that you have already been approved and released into
the system. If this is not the case, please read the “First Time / Overview’” instructions
located here: http://careers.udayton.edu/instructions.asp

1. To create a new posting, click on New Job in the My Job Listings menu.

e After you fill in the general information, scroll down to the Posting Information
section. You should pay particular attention to how you fill out this section.
These are the fields that match your job to students in the system. If you select
more of the Screening Options... by checking the boxes, students who don’t
match the criteria specified will not be able to view and/or apply for the position.

e In this area you also specify the Post and Expiration date of your job. The
position will only be visible to students within this date range.

e Make sure you pay attention to the final field in this section, Allow Online
Referrals. If this field is set to Yes, then students will submit their resumes to
your job via Hire a Flyer and you will receive an email message each time a new
resume is submitted. If you wish to have them apply in a different way, please set
this field to No and include your application instructions in the first section.

e NOTE: If you will be recruiting on-campus for this position, please view the
On-Campus Recruiting instructions.

2. Now that your job has been created, it will not become active until a UD Career
Services representative approves it. You can check the status of your jobs from the Jobs
List menu.

2 Jobs \

Job ID Job Title Applicant Type Status  Activity
17 Technical \Writer First Year Experience Course, Internship Active PR

We are currently seeking somecone to write the Hire a Flyer instructions for employers, alurmni, and students
so that I don't have to.

Cooperative Education, First Year Experience Course,
i Baker Internship

I've always wanted my own team of bakers. I'm a fan of fresh baked goods.
1

Pending PR

3. Also on the Jobs List screen you can see the Activity column. These are shortcuts the
main Activity page which will be discussed shortly. You can also access the activity
page from the View Activity link located at the top of the Job Details page.

e P —This stands for Placements. The letter will be bold if a placement record has
been created in Hire a Flyer for the position. Clicking the letter will take you to
the Activity page where you can view the placement details.

e R —This stands for Referrals. The letter will be bold if someone has submitted a
resume via Hire a Flyer. Clicking the letter will take you to the Activity page
where you can view the details for all students who have applied.


http://careers.udayton.edu/instructions.asp

4. The activity screen for a job listing has two tabs; Referrals and Placements (see
Example 1). The Referrals tab will show you any students who have submitted a
resume as a sign of interest in your job. Clicking View in the Action column on the right
will allow you to see the details of each referral (see Example 2). From this you can
view any message they included with the referral, view their resumes, and view basic
demographic information on the student.

If you would like to create a collection of resumes for certain students, you can create a
Packet. This contains a page listing the names of the students, as well as each of their
resumes. Simply click the check-boxes next to any student you wish included in the
packet, then click Create Packet. If “email packet to self” is checked, a hyperlink to the
packet will be sent to the email address in your profile.

Example 1:

Quick Links ~ Referrals for Job "
Below you will find all activity available for this job posting.

REnCSiIE In the Activity Information section you will find the activity types available. To view each type click the number next to it.

My Task List
e Referrals - a referral is recorded when a student submits a resume for a job posting,
Saved Searches e Placements - a placement is recorded each time a student is placed in a job,

2 Referrals 0 Placements
The following referrals have heen submitted for this job posting.

+ View referral details - click the View link next to the desired referral.

+ Sort the list of referrals - click on any column heading.

+ Create a resume packet - check the box of the applicants you are interested in or click Select all to include the
resumes of all applicants in your search results then click Create Packets.
NOTE: Check "check fo email packet to self” to have the packet directly emalled to you. Otherwise the packet will appear in a

View Referral
Details
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Page Functions A
Wiew Documents > Profile ¥iew Referral Message Control Information
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Report a Hire Please review the information contained in this referral, Click an the applicant's resume.

Click to view the
student’s resume

_ Click to view the
Tosk st Students <41 Student Detail
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Job: Manager in Training
*Date: 02/26/2008

Referral Message Edit

The Message section below indicates that this referral was submitted directly by an applicant. ¥ou may review the applicant's
message and complete the Employer Response and Employver Message fields to respond directly to this applicant,

Referral Detail
Page

v

Once you have completed making changes click Save at the bottom,

Student Message:
Employer Response:
Employer Message:

Control Information Edit
Referral Type: Student Self-Referral




5. When you hire a UD student or alum for the job, you should contact Career Services
so that we can create a Placement record. This not only allows Career Services to
generate future statistics, but also allows us to deactivate the job if it is filled before the
deadline date.



