
Recruiting & Candidate Management FAQs

Q: Can the primary recruiter and HR partner be listed as the same person?
Yes, the primary recruiter and HR partner can be the same person, provided they have the appropriate security roles assigned in Workday.

Q: Can the BP be a delegate to still handle the processes?
You could delegate a task to them.

Q: Will a primary recruiter be able to see other jobs within their team? For example, we are a shared services center HR team, so we can see each other's job requisitions in current state.
Yes, you can see other recruiters' job requisitions, as long as you have access to the supervisory organization (sup org) associated with those requisitions.

Q: If we like to manage the job requisitions for managers, as long as we are given the hiring manager role, we will be able to do this, correct?
The hiring manager is set by the structure of the supervisory organization, so it would be the actual hiring manager for the role.

Q: Can a department have multiple hiring managers listed on a requisition?
No, the hiring manager is set by the structure of the supervisory organization. It would only be the one manager that the role reports to.

Q: By "manager," you mean the person listed in Workday as their direct supervisor, correct?
Correct, the hiring manager that we are referring to is the direct supervisor of the position.

Q: To confirm, the department chair will no longer be the hiring manager?
They could be. If you are hiring into the chair's supervisory organization, then yes.

Q: Can additional managers be assigned as recruiters?
Yes, managers can be assigned as recruiters if they are granted the appropriate recruiter role.

Q: What is the name of the role that schedules meetings, takes meeting minutes, etc.?
The primary recruiter schedules interviews within Workday, selects the interview type (phone, video, or in-person) and specifies the duration of each interview.

Q: Can other roles in the process, besides primary recruiter, (like search committee member) also schedule interviews through the recruitment system?
Primary recruiter and the hiring manager can schedule interviews.

Q: For faculty positions, the final interviews are an all-day or multi-day process. How would that work with the "primary recruiter schedules interviews within Workday" function?
The primary recruiter would still manage the interview scheduling in Workday. For multiple interviews, you can use an additional interview step in the recruiting process, or schedule multiple interviewers across different days and times within Workday, depending on how the department interview process is structured.

Q: Is the Schedule Interview function required to move the candidate through the process for hiring the final candidate?
No, the Schedule Interview function is not required to move a candidate through the process. You can move a candidate into the interview step without scheduling an interview in Workday and then move them to the next step when appropriate.

Q: What would be the best practice for the scheduling feature, for the record of when it occurred (after the fact), or prior to it occurring?
Best practice is to use the Schedule Interview feature before the interview occurs so there's a record of the planned interview and logistics; however, if the interview was coordinated outside of Workday, you can backdate the interview schedule for documentation purposes.

Q: Does this system have a way to designate 1st round and 2nd round interview stages?
Yes, it does.

Q: To confirm, we will need to use "additional interview" to indicate 2nd round interviews?
Correct, additional interview would indicate another interview after the first round.

Q: Will the candidate management process be the same for all salary plan recruitments?
The options to manage candidates will be the same, although we know that depending on the type of hire you may not utilize all of the available steps/stages for a candidate.

Q: Will special kinds of hires, such as time limited, show in the posting or details?
You will be able to add information specific to the recruitment when you are creating the job requisition. You would see that in the Details tab. 

Q: Regarding internal/external posts, can you post a job internally first and then externally later?
Yes, will you be able to change that later if needed.

Q: Are the graphics shown in the demo the only way to see the candidate statuses in one place?
You would be able to see this information from the Candidates tab. We will also have reports available.

Q: Will there be a report feature to see how candidates were dispositioned on a past requisition/search?
There will be a report available on the applicant steps/stages for each requisition. You would be able to view the data for job requisitions within your assigned supervisory organization (assuming you have the appropriate security roles).

Q: In the candidate profile/application page, can we see if the candidate has applied to other UF jobs or can we only see for our requisition?
You would only see jobs they have applied for within your assigned supervisory organization.

Q: Would you be able to see internal candidates UF Engaged or Reviews in the candidate profile? Or will that still be kept separate?
UF Engaged will live on the worker profile for an internal candidate, not the candidate profile.

Q: Will there be a report feature to see how candidates were dispositioned on a past requisition/search?
There will be a report available on the applicant steps/stages for each requisition. You would be able to view the data for job requisitions within your assigned supervisory organization (assuming you have the appropriate security roles).

Q: To confirm, Workday will not tell you in the candidate tab whether the candidate was interviewed once or twice, correct?
Yes, the grid will not indicate if they were interviewed once or twice. We do have a candidate status of "additional interview" that will be available after the interview status has been used.

Q: Is there any way to not have the system notify candidates? We notify our interviewed candidates ourselves as a matter of courtesy.
Our recommendation is to notify your candidate directly by phone or email first, then disposition them in the system to ensure they receive the communication in a more personal manner.

Q: Is there a message delay in the system to allow us to screen and mark that we don't want to move forward, but have the message sent at a later date?
Unfortunately, you will not be able to set a custom delay for the messages.

Q: Is it possible to withhold system notifications to be sent to candidates? (i.e., if we would like to schedule their interviews in the system as way to separate candidates we want to move forward with from the one we do not want to move forward with)?
We do have a status that can be used as a hold, after you have reviewed a candidate but have not made a "move forward" decision yet.

Q: Does “Do Not Hire” apply to applicants eliminated upon the 1st round?
The Do Not Hire designation is typically reserved for candidates who should not be considered for future opportunities. UFHR will determine when a Do Not Hire designation is appropriate.

Q: What response can we expect to see if a RISC screening fails? Will it give us a Do Not Hire status?
The RISC office or UFHR would reach out to the Primary Recruiter. There will also be a record of the decision on the candidate profile.

Q: To confirm, it's not that the recruiter needs to make the compliance decision (even though that's what the button says), it means that we need to make a decision about moving them forward or not because a compliance decision has been made, correct?
UFHR or RISC will make the actual compliance pass/fail decision. Then, the primary recruiter will make the "move forward" decision, which is dispensing the candidate or moving them forward to offer.

Q: Will the primary recruiter be able to see other jobs within their team? For example, we are a shared services center HR team, so we can see each other's job requisitions in current state.
Yes, you can see other recruiters' job requisitions, as long as you have access to the supervisory organization (sup org) associated with those requisitions.

Q: Regarding internal/external posts, can you post a job internally first and then externally later?
Yes, will you be able to change that later if needed.

Q: If a position is reposted, are applicants notified that they are still in the applicant pool or are they required to apply a 2nd time?
Applicants will not receive a notification when a job is reposted. A candidate would remain in the active pool until they are dispensed.

Q: If an applicant is dispensed and the position is reposted can the applicant re-apply to the reposted position?
No, they cannot reapply if they were dispensed.

Q: When dispensing candidates, are they automatically notified and is a reason provided based on the decline option selected?
Yes, the applicants are automatically sent an email. The email template is tailored to provide a reason based on the decline option selected.

Q: Can the disposition email go to multiple candidates at once (e.g., if you have 60 candidates for the same position) rather than sending 60 individual emails?
Yes, you can disposition multiple candidates at once and send the notification automatically.

Q: In the activity section in the applicant profile, will everything be public record or will only the messages tagging someone be public record? Will everyone with access to the job posting be able see the activity and comments?
Yes, this information will be subject to public record. Anyone with access to the job requisition will be able to see the activity and comments.

