Hiring Manager Job Aid
Hiring Manager Role

e The Hiring Manager Role will be assigned automatically based on “Reports To”
data in PeopleSoft.

e The Hiring Manager Role but may be requested for users who do not have
reporting positions by submitting a Security Access Request in TeamWorks.

e Hiring Managers can:

o create/initiate and request approval for the requisition.

o create and/or approve requisitions they ‘own’.

o view candidate lists which have been shared by the recruiter.

o move candidates through the CSW to the Move Forward step
e Hiring Managers cannot:

o edit requisitions once approval is requested

o post requisitions

o create offers

o hire candidates

Create and Approve Requisitions

1) The hiring manager logs in through the Recruiting Center tab with their employee ID number and

password.

>

( TEAM GEORGIA CAREERS m ; Login

Aworld of opportunity.

Georgia

Applicant Submissions

SElaTIST YTl Q Find jobs by keyword § Location (eg. "New York')

Applicant Profile

Current Employees

Recruiting Center

If this is your first time signing into the Recruiting Center, your initial Password is a combination of
the last 4 numbers of your Social Security number and the first 4 letters of your last name (ALL
CAPS). For example, Hiring Manager Bob Jones with SSN# 123456789 will have an initial password of
6789JONE. You will be prompted to change your password.
In case a password reset is needed, please follow the steps mentioned below:

e Click on "Forgot your password"

User Sign In

To access the application, please sign in. Mandatory fields are marked with a red
indicator.

Select a language
English v || Refresh

Remember my selection

ORACLE =



e Enter your username and the email address that you have used to register for Taleo.
Click Ok.

Forgot Your Password?

Please enter your user name and email address below, click OK, then follow the
instructions. If you don't have an email address. please confact your system
administrator for assistance at N/A. Mandatory fields are marked with a red
indicator.

* User Name

* Email Address

\ \
ORACLE Cancel

e Email sent message will appear. An email will be sent with an access code and reset link

Email sent!

Instructions on how to change your password have been sent to the email address
associated with this account.

If you don't receive the email, please check your spam folder or try o click on the
reset link again

For further assistance, please contact your account administrator.

DRACLE Reset Back to legin page

e This is an example of an email with an access code and a link to enter a new password.
Click on the enter your new password.

Forgot Your Password?
Team Georgia Careers - Staging/Training <noreply@invalidemail.com>
T -

(D thereare problems with how ths message s displayed, cick hee to view t ina web browser,

[ T e

Sir or Madam:

We have received your password change request. This email contains the information that you need to change your password.

Access Code: INZ8AY /WO
Click this link to enter your new password,

Best regards,
System Administrator
State of Georgia

Replies to this message are undeliverable. Please do ot reply.

e Enter the username and access code. Click Sign In.

Forgot Password

You received an email in regards to a forgotien password. Please enter the login
information as provided in the email. Mandatory fields are marked with a red
indicator.

Select a language
English v || Refresh

Remember my selection

* User Name
L J

* Access Code

ORACLE Sondn







5) Preselected radio button of Use a Template page will appear. Click Next.

5 Create New Requisition

Please select how (0 creale your requisition

[&] usc a template

6) The Create New Requisition- Find a template page will appear.

I@ Create New Requisition - Find a template I

Find Temp.late

7) Click the selector button to search for the job code

5 Create New Requisition - Find a template
Find Template

sclect 1 emplate ™

| - | E1

8) Choose the job code and click Select; If job code is known, type it in the job code field and click on
Apply Filters.

Find Template x

Filters (~N 1000 Requisition templates are available.  Select a template to proceed

No filters are applied

» Organization

Language Name Job Code Job Field Action
» Location

English Academic Advisor 11128 Education - Select
» Job Field English Accountability Specialist 32630 Education Select
Keyword English Accountant 40844 Financial Select
‘ ‘ English Accountant 50440 Financial Select

English Accountant 1 FIP020 Financial Select
Name
‘ ‘ English Accountant 1 (GTA) 40851 Financial Select

English Accountant 2 FIP0O21 Financial Select
Job Code ~ -

English Accountant 3 FIP022 Financial Select
‘ ‘ English Accountant 3 (CSC)) 40641 Financial Select
L English Accountant 4 FIP023 Financial Select
‘ ‘ English Accountant (GCl) 40834 Financial Select

English Accountant, Paraprofessiona 40538 Financial Select

Apply Filters English Accountant, Senior 32704 Financial Select
English Accountant Spv FIP024 Financial Select
English Accountant, Sr. 32697 Human Resources Select



9) Click the next button

Select Template *

Find Template

(2 )
.

Specify Attributes

GSS080-Admin Support 1

|/7 \\
N/

Complete and Save

10) Click the selector to enter department number.

= Lreate New Requisition - FInd a template

Find Template

Specify Attributes

Please validate the information below according to the requisition you are creating. Once satisfied, click "Next"

Requisition Structure

Hire Type
Professional

Requisition Style
GA_HiringManager

Template Used

GSS080-Admin Support 1

Job Field

Administrative & Operations Support ‘ v ‘ 9_']

Department

I/ 77\'\
\_/

Complete and Save

Organization

Location

0 Other Locations are selected

11) Choose the department and click select; If department number is known, type it in the Department Number

and click on Apply Filters.

Department Selector

» Organization

» Location

Keyword

Effective From

Effective Till

1000 Departments are available

FILTERS > No filters are applied

Select Department to proceed

Department Number

Department Name

~  Hiring Manager

Organization

Location Status

Action

1810200100

020Budget&Contracts

Transportation,
Georgia Department
of - GDOT

Active

Select

4840200200

020ConfigurationManagernent

Transportation,
Georgia Departiment
of - GDOT

Aclive

Select

1810200300

020PersonnelRepresentative

Transportation,
Georgia Department
of - GDOT

Active

Select

Department Name

Dcpartment Number,

4840200400

020Policy&sStandards

Transportation,
Georgia Department
of - GDOT

Active

Select

4840200500

020StrategicPlanning

Transportation,
Georgia Department
of - GDOT

Active

Tliring Manager

4840212000

02ASApplDevelopment

Transportation,
Georgia Department
of - GDOT

Active

Select

Recrulter

4840212100

02ASApplDevelopmentGroup

Transportation,
Georgia Department
of - GDOT

Active

Select

Apply Filters

Clear All

|___IERI I

TazT s Tul



Note: Organization is pre-populated as it is tied to the Department number.

T Create New Requisition - Find a template

© o D

Find Template SpecifyAttributes Complete and Save

Please valldate the information below according to the requisition you are creating, Once satisfied, click "Next"
Requisition Structure

Ilire Type Departmen
Professional | 4840200100 - 020BudgetaContracts

Requisition Style
GA HiringManager Organization

Executive > Transportation, Georgla Department of - GDOT
Template Used
GS5080-Admin Support 1

Location
JobFeid I [ o
Administrative & Operations Support | = ‘ Q

0 Other Locations are selected

12) Click the selector button to choose the location where the job will be located.
Note: Job Field is already pre-populated as it is tied to the job code while selecting a template.

£ Create New Requisition - Find a template

- © ©

Find Templare Specify artributes complete and save

Plense validare e infarmanon below According 16 e FequnsIton yom are creatng Once sansfied, cick SNexe

Requisition Structure

Hire Type Deparuncnt
Pratesmanal

41840200100 - 0200udget&Contracts |~ ] =
requisition style
GA_Hiringmanager organization

Cxecutive > Transportation, Georgla Department of - GDOT
Template Used
©55080-AdmIn SUpROrt 1

Eemm=rer=sopereonssupoor] |- | = © Omer Locations are selected

13) Choose the County or Nearest City where the job will be located and click Select; if the Nearest City
is known, type it in the Nearest City and Click Apply Filters.

Location Selector *

Filters (AN 377 Locations are available  Select Location to proceed

No filters are applied

» Location
Country Country State County Nearest City Action
United States - Sciect -
= Unired Srares Georgia Select
I: United States Georgia Appling Select
United states Georgia Appling Baxley Select
Ly United States Georgia Atkinson Select
United States Georgia Atkinson Pearson Select
=Ty United States Georgia Bacon Select
Unted saces Georga sacon ama setec
RO, united states Georgia Baker select
‘ United States Georgia Baker Newton Select
o United States. Georgia Baldwin Select .

I—/ page of 26 (1-15 of 377 items .-1 .
ZiplPostal Lode ’ [ ]

Locations Selected (0)

O snow only work locations 5 -
‘ Primary Name Actions ‘
[0 Show only worker locations

w Cleer Al

‘ No data to display. ‘




14) Select location and Click Done. Note: Multiple locations can be selected. Locations Selected will
display on the page before clicking Done.

Location Selector x

Iters (AN 2 Locations are available  Select Location to procee:

Nearest City: Adanta ©  Clear All

* Location
Country Country State County Nearest City Action
United States Georgia Dekalb Atlanta Select
United States Georgia Fulton Atlanta - Sclect
State
[ ] e 1 et oo
County

Locations Selected (0)

Nearest City

Primary Name Actions

No data to display.

Keyword

Address.

Zip/Postal Code

[ show only work locations

O Show only worker locations

Iters [AY 2 Locations are available  select Location o pro

Nearest City: Atlanta @ Clear All

. ‘ Country State County Nearest City Action |
United States Georgia Fulton Atanta

State

County

Lz ‘ Primary Name Actions. |
‘ o United States > Georgia > Fulton > Atlanta Remove |

Keyword

Address

Zip/Postal Code

LShow only work locations

O Show only worker locations

15) Click Next

© o (-]

Find Template Specify Attributes Complete and Save

Ple:

validate the information below according to the requisition you are creating. Once satisfied, dlick "Next”
Requisition Structure

Hire Type Department
Professional

4840200100 - 020Budget&Contracts ‘ - ‘ Q

Requisition Style
GA_HiringManager Organization

Executive > Transpol artment of - GDOT

Template Used
GSS080-Admin Support 1
Location

Job Field United States > Georgia > Fulton » Atlanta | ‘ Y]

Administrative & Operations Support ‘ v ‘ Q 0 Other Locations are selected

=1



16) The template for the requisition is created. The requisition template is set to show what fields are
required for saving the requisition; Change the Fields Required to Request Approval. Fill in all the fields
highlighted with a red asterisk (*) required to be able to send the requisition for approval

= RECRUITING ‘ TASKS REQUISITIONS

SUBMISSIONS

OFFERS

You are here > Requisition List > Create Requisition

Requisition Sections (~) £ Create New Requisition - Find a template

INFORMATION —‘ m
Requisition Info

dentification

Profile O RequestApproval O Post Language | English (Base) || collapsean  save

Compensation

User Group 4 Information -

Strucwre

Owners

Requisition Title *

Working Title *

EXTERNAL DESCRIPTION

Admin Support 1

Cxternal Description

INTERNAL DESCRIPTION

nternal Description

Number of Openings

O Unlimited

PRESCREENING

Questions Justification If replacement, name of Incumbent
‘ Not Specified v ‘ ‘ max 25 chars

Posiion Number

Position Numbers (if more than one)

[-] @

Continuous Recruitment

17) Click the Save and Done button once all the fields needed to request approval are filled.

Requisition Sections @

I@ Admin Support 1 (1p: ADM0862) I

INFORMATION —

® &
dentification
Profile Requisition Info

Compensation
User Group
Structure

Owners

EXTERNAL DESCRIPTION

External Description

INTERNAL DESCRIPTION

nternal Description

PRESCREENING

Questions

Show fields required o* O Save © Request Approval (O Post

4 Information

Identification

Language:

English (Base)

|+

Collapse All

Requisition Title *

Working Title *

‘ Admin Support 1 ‘

| Admin Support 1

Number of Openings

o[ ]

O Unlimited

Justification *

If replacement, name of Incumbent

‘ Not Specified v ‘

| max 25 chars

Note: Once the requisition is saved:
¢ The requisition is in Draft Status
* The requisition ID appears

You are here > Requisition List > Requi

Summary (~]

Status: Draft

Latest Action: Requisition Created

fon View

£ Admin Support 1 (ID: ADM0862)

= &
Requ on Info Attachments

Interviews History
Hired Candidate(s): 0 out of 1
Active Candidates  New candidates
Requisition Successfully Saved
* Organization 4 Information
Transportation, Georgia
Department of - GDOT Identification
® Primary Location
Requisition Title Working Title

Atlanta, Fulton

Job Field
Administrative & Operations
Suppert

HIRING TEAM

Admin Support 1

Number of Openings
1

Profile

Admin Support 1




18) The requisition is ready to send for approval. Click on the More Actions drop down button and

select “Submit for Approval". Note: The requisition will be no longer editable after the request for
approval is completed.

Summary (] £ Admin Support 1 (p: ADMos62)

Qe &

Status: Draft

Latest Action: Requisition Created . . .
) ) Requisition | erviews History
Hired Candidate(s): 0 out of 1

Active Candidates New candidates

e Organization
Transportation, Georgia
Department of - GDOT

I_E_"e Requis

» Informal @ Add comments

» External'cescripoor
® Primary Location
Atlanta, Fulton

» Internal Description

19) The request approval page will appear. Click on "Add Approvers"

Approvals

You are submitting this requisition for approval

© Add Approvers

Order Approver

Decision Decision Comment

No data to display.

20) Add Approvers window will appear. Enter Name of the approver if known and click Apply Filters.

Note: You can select more than one approvers. For confidentiality purposes, the names have been
blacked out

Please select the approvers for this requisition (20 ma he sequence of selection will be respecte

32 Potential approvers are available

FILTERs ) User Group: All © Clear Al

Y o

(I Suggested Users O Select all across pages

([ Frequent Collaborators

Keyword

User Group

‘ All

Department

Name
]

®

Email Address.

Employee ID

Job Title

O | Name & Correspondence Email

o o

Tiusarlows. i gl

kil e
el izl e
N e L o

Al g el orizaill swrm

BB il il wwrm

il bl s

(O @ Patricia Barber ESA 271FE1F50EE3BDCDEQS31CFD6F0AS25F@invalidemail.com

==

Clear All

Page 0f3 (1-15 of 32 items) - 2

T



21) Once the approver’s name appears, click on the box on the left of the name to select.

3 Potential approvers are available

FILTERS » User Group: All ©

Name: buch @

Clear All

Ol Select all across pages

a Correspondence Email

= TR

S DI

it ol

(1-3 of 3 itemns) n

Page 1 of 1

22) Click on Add/Update Approvers
Note: You can select the box to add the approvers to the list of your frequent collaborators.

Add Approvers X

Filters + [AN  Please select the m Selected (1)

3 Potential approvers are available O select all across pages

The sequence o

rovers for this requisition (20 max

O Suggested Users

[ Frequent Collaborators User Group: All @  Name:buch @  Clear Al
Keyword & | Name a Correspondence Email
af
User Group
| Al - | 2
Department | bz 1 of1 (1:30f 3icems) -
Name
] &

Email Address

Employee ID

Job Title

(o] [ |

23) If you didn't select the box in the above step to add frequent collaborators, you can select at
this step. Note: The comment field is a mandatory filed, type a message in the field to the
approver.

Approvals

You are submitting this requisition for approval

© Add Approvers Reorder
Order Approver Decision Decision Comment
1 C Pending

E Add the approvers to the list of my frequent collaborators

ICommentto Approvers I

Characters remaining : 1000

Arzriroey s aEno \:\ aQ

Cancel

10




24) Click Submit for Approval.

Note: The approval task is assigned to the initiator of the requisition.

Approvals

You are submitting this requisition for approval

© Add Approvers Reorder

Order Approver Decision Decision Comment

Pending

O Add the approvers to the list of my frequant collaborators

Comment to Approvers *

Please cpprave requisition # ADM0862| Thank you HM

Characters remaining : 950

After the approval process, assign to * S QJ

Submit for Approval

Note: The requisition status is set to Pending- To Be Approved.

25) Click Log Out.

o
(@ Georgiar TEAMGEORGIA CAREERS

= RECRUITING TASKS REQUISITIONS SUBMISSIONS. OFFERS

5

Preferences

>3

Youare here > Requisition List > Requisition View
Summary £ Admin Support 1 ao: Apvose2)
* "
& | MoreActions ¥
Status: Pending - To Be Approved
Latest Re isition Af |
ot R::ﬁ';;l:’;‘ pprove Requisition Info Auachments Approvals Interviews History

Delegate mytasks [~

Back to Rex
@ Help

Hired Candidate(s): 0 out of 1

Approval process for this requisition
Active Candidates  New candidates PP P q

“ “ % Request Approval Process Modification

@) Send Reminder

Decision Comment

order Approver Decision Date & Time

1

« Organization
Transportation, Georgia After the approval process, assign to
Department of - GDOT

o Primary Location Message to Approvers

PR (D Sent on Mar 20, 2023 at 12:32 PM by |

* Job Field Please approve the requisition # ADM0862. Thank you. HM
Administrative & Operations

Support

This concludes the hiring manager's role of initiation, creation and approval

of the requisition.

11



The Approver

This an example of the email from the initiator of the requisition to the approver.
1) Click on the Respond Link
Note: The summary of the requisition approval request is also included
Requisition Approval Request

@ Human Resources - Staging/Training <Careers@team.ga.gov:
To

() If there are problems with how this message is displayed, click here ko view it in a web browser.

| CAUTION: This emai originated from outside of the arganization. Do not click links or open attachments unless you recognize the sender

-
(® TEAM GEORGIA CAREERS
Georgias ok of epporunly.

Requisition Approval Request

Requisition Title: Admin Support 1

Requisition 1D: ADMO0862

Requested by:

Comments: Please approve the requisition # ADMO0862. Thank you. HM

Click “Respond. " to view more requisition details and respond to the approval request as soon as possible.
Respond...

Best regards,

State of Georgia

Replies to this message are undeliverable. Please do not reply.

Posting Requisition

1) Once the requisition goes through the agency approval process; the Recruiter completes and posts the
requisition.

2) Once the requisition is posted applicants can apply.
Note: In order for the hiring manager to see the candidates, the recruiter must name the Hiring Manager as
an owner on the requisition. The recruiter must place the candidates in the review/managers review step/
status.

HIRING MANAGERS - Candidate Review

1) The hiring manager logs in through the Recruiting Center tab with their employee ID number
and password.

-

( TEAM GEORGIA CAREERS Login

Aworld of opportunity.

Georgia

Applicant Submissions

SEl TNl Il Q Find jobs by keyword Q Location (2.g. "New York')

Applicant Profile

Current Employees

Recruiting Center

12



2) The Welcome page for the Recruiting Center will open.

e
(. Georgia® .

RECRUITING TASKS REQUISITIONS SUBMISSIONS OFFERS

Welcome
Welcome to the Recruiting Center.

3) Ensure the Show information for requisition is showing “l own or collaborated on”.

Welcome |
Welcome to the REU’UI[mgCEn[EI’

Show information for ‘ l own or collaborate on A ‘

@l Job Requisitions

Job Requisitions i~
Draft 0 1
Open 0 1

‘& Candidates

Active submissions 0 1

Manually Matchad 0 1

4) Click on the number indicating number of candidates applied for the position
(Active Submissions)

Welcome

Welcome to the Recruiting Center.

Show information for: ‘ | own or collaborate on A ‘
@l Job Requisitions
Job Requisitions ~
Draft 0 1
Open 0 1
&'- Candidates
|-
I Active submissions 0 1 I
Manually Matched 0 1

13



5) If clicked on the number of Job Requisitions, the Requisition list page will appear.

Welcome

Welcome to the Recruiting Center

Show information for. | | own or collaborate on

@l Job Requisitions

Draft

fou are here

Filters v

> &
() |@Requ\siuuns(r |

Active submissions

Manually Matched

]
0

Shew reqErons. FITES) Srowrecuisiions: |own o coladoratean @ Stas:Open ©  HireTypel ©  Jeardl
Town or collaborate on v
© B Vorehcions v LsiFormet | Standard Viaw B
Jirclude inactive -equisitions
ov | ¢ [ @ e 1a D Recruiter Sttus 2% Status Detail
¥ Status.
] i~ 1 Admin SUpport 1 ADMOS62 BuchKrushbu  Open  Postad(3/2523)

ApplyFilters -

Dizzmis) selected.

6) Click on the number indicating the number of candidates applied.

@ & List Format | Standard View v
a- & i~ @ Title 14 ID Recruiter Status 2 ¥ Status Detail
O |~ E Admin Support 1 ADMO862 Buch Khushbu QOpen Posted (3/25/23)

page 1 oft [1of1items) .

7) The hiring manager can now review the candidates that the recruiter has moved to the review step/status.

= Selection process
Step

Prospect

New Candidates
Review (1)
Pre-Interview Checks

Interview

Offer
Background Checks

Hire

» Candidates

» Submissions

2% Submissions for: Admin support 1 (Requisition ID: ADM0862) 3,

No filters are applied

G & [

List Format | Standard View v

Cv | ®  Candidate hia A 2a 9 3a g Requirements Assets. Step Selection Status
i H M

o |i™ # 0/1 0/0 IRewew I =BT I
Review

0 item(s) selected.

Page 1 of1 (10f1iems) ..1

8) To review a candidate’s resume. Click on the candidate’s name

~ selection process
Step
Prospect
New Candidates
Review (1)
Pre-Interview Checks
Interview
Offer
Background Checks

Hire

» Candidates

» Submissions

2% Submissions for: Admin Support 1 (Requisition ID: ADM0862) (&

No filters are applied

i 8 (o]

List Format | Standard View v

(2915667)
'y

Cv| = ®  candidate *i1a @& 24 9 3a g Requirements Assets Step Selection Status
o |~ @ o/ 0ro0 Review Lneibianaesy
Review

0 item(s) selected.

1

page 1 of1 (1of1items) .. * ..

14



9) The Hiring Manager will be able to view the candidate’s profile, full resume and any attachment associated
with the resume.

o At support 1 (15, ADGS2:
=
UmieE] S = ErenEn Job submission Attachiments Interviews History

< resume

candidate Persanal Information

First Name Lozt Mame
Address (ine 1) Address (ine 2)
iy sipsposal Cods

cernal Camdidsts Lmployes Number

10) To view resume and other attachments of the candidate, click on the Attachments tab

Job Submission I Attachmems(a)l Referral History

Attached relevant to this issi Upload Resume Attachment

There are no file attachments for this section

Other A h relevant to this issi | Upload Other Attachment

There are no file attachments for this section
=

Related to Offer

There are nao file attachments for this section

JActachments relevant to Other Submissions or General Frofile |

Visible to

File Name Resume RelevantTo | Awached by s Size Date Description
BADeg (3 & 9
s [ No Cubmissions | Canidate ves 71kp Aug6, 2022
Coverle (3 & | no B Candidate Yes 323k0 Aug6, 2022
erpng Submissions
g
on
Res No Candidate Yes 19kb Aug, 2022
ume 2
oox

No t‘ Candidate Yes 135kb Jui 21,2017 Certificate Of Achievement
Submissions.

11) The Hiring manager may also print the candidate’s resume by clicking on the print icon.

|:'=|9 Submission: for Admin Support 1 (ID: ADMO0862) (4,

ﬁl E I More Actions ¥

Job Submission Attachments Interviews History

15



12) The Hiring Manager will be able to view the history of the requisition by clicking on the History tab.

ue

Job Submission Attachments Interviews I History I

e [ ——

1D: 2915667
United States > Georgia

“

 Noother submissions.

Modify Categories -
Submission (Jmm General Profie fy Categ 10 out of 11 event categories selected sortBy
@ HIGHLIGHTS (CURRENT SUBMISSION) 4 Admin Support 1 (: ADM0862)

Requiredmet  Assets met Date Events Details/Comments By
0/1 0/0
Mar 20,2023, 3:48:09 PM  Status changed to Hiring Manager  Event date: Mar 20, 2023, 3:48 PM - iinng
Step: Review Review in step Review Manager)
Status: Hiring Manager Review
Date of Application: Mar 20, 2023 Mar 20, 2023, 3:48:07 PM _ Status changed to Recruiter Review  Event date: Mar 20, 2023, 3:48 PM ‘Hiring
in step Review Manager)
= MOST RELEVANT EDUCATION
T P Mar 20, 2023, 3:48:07 PM  Moved to step Review Event date: Mar 20, 2023, 3:48 PM Hiring
Manager)
3 Mar 20, 2023, 3:48:05 PM  Status changed to Move Forward in  Event date: Mar 20, 2023, 3:43 PM (Hiring
This section contains no information.
step New Candidates Manager)
Mar 20,2023, 3:48:03PM  Status changed to New Candidates  Even date: Mar 20, 2023, 3:48 PM Hiring
in step New Candidates Manager)
Mar 20,2023, 3:48:03PM  Moved to step New Candidates Event date: Mar 20, 2023, 3:48 PM Knusbhu Buch (Hiring
Manager)

13) Once the hiring manager has reviewed the candidate they would like to meet, they email or call the
recruiter or the recruiting coordinator indicating who they would like to interview.

If additional assistance is required, the Hiring Manager can reach out to their agency recruiter.
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Notes
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