
Hiring Manager Job Aid 
Hiring Manager Role 

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

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

• 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

• 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.

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:

• Click on "Forgot your password"
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• Enter your username and the email address that you have used to register for Taleo.
Click Ok.

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

• 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.

• Enter the username and access code. Click Sign In.
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5) Preselected radio button of Use a Template page will appear. Click Next.

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

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

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.
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9) Click the next button

10) Click the selector to enter department number.

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

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

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.

6



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

15) Click Next
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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

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

Note:  Once the requisition is saved:
• The requisition is in Draft Status
• The requisition ID appears
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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.

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

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

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

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.
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24) Click Submit for Approval.
Note: The approval task is assigned to the initiator of the requisition.

Note: The requisition status is set to Pending- To Be Approved.
25) Click Log Out.

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

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

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

4) Click on the number indicating number of candidates applied for the position
(Active Submissions)
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5) If clicked on the number of Job Requisitions, the Requisition list page will appear.

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

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

8) To review a candidate’s resume. Click on the candidate’s name
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9) The Hiring Manager will be able to view the candidate’s profile, full resume and any attachment associated
with the resume.

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

11) The Hiring manager may also print the candidate’s resume by clicking on the print icon.
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12) The Hiring Manager will be able to view the history of the requisition by clicking on the History tab.

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. 

16



17

Notes


	Blank Page
	Blank Page
	Blank Page
	Blank Page
	Blank Page



