Volume 1. HRMS Recruiting,
Applicant Tracking and Hiring




This is the first volume of our eBook How Retooling Your HR Management Will Help
Your Business Recover and Thrive. In this series, we describe how a Human
Resources Management System (HRMS) can fundamentally change the way

you manage employees.

An HRMS is an integrated suite of software applications that automate the employee
life cycle. If you implement an HRMS for your workforce, you will:

e Rebound faster if you were forced to shut down or curtail business due to the
pandemic

e Free up time to adapt your workplace for social distancing

e Help employees working from home easily access HR information

e Simplify compliance with FLSA, ACA, Emergency Paid Sick Leave, and Expanded
FMLA

Let's dive into recruiting, applicant tracking, and hiring.

If you are an , it's boom or bust right now when it comes to hiring.
Essential businesses are in a hiring frenzy. Others, regrettably, are laying off or
furloughing workers.

This volume is for those of you in either category. Choosing capable hiring software
and retooling recruiting practices is important whether you are doing high-volume
hiring now or building a talent pipeline for future growth.

Hire fast, hire strategically.

The HRMS recruiting and hiring platform is called an (ATS).
An applicant tracking system is a specific type of recruiting software. It automates the
hiring process from job posting to offer letter. Today’'s ATS are cost-effective, easy to
use, and quick to set up.

In this eBook, we include screenshots to illustrate ATS tools and features. These

images are taken from ApplicantStack, the ATS hiring solution in
WorkforceHUB HRMS.


https://www.applicantstack.com/coronavirus-what-your-healthcare-hr-department-needs-to-know-right-now/

11 Essential Things to Know About
Applicant Tracking Systems

An ATS Saves You
Lots of Money

Applicant tracking systems provide an impressive ROI. How much? A small company
can save up to $10,000 using an ATS. There are indirect savings as well. ATS help you
fill positions faster. This shortens the time it takes for the new hire to generate
revenue. ATS with onboarding tools further shorten the time-to-productivity.

Hire Top Performing
Candidates Before
Your Competition

If your hiring process takes longer than your competitors, the best candidates are
hired by others before you have a chance to make a decision. That leaves you with
less-desirable candidates. Automation and pre-screening improves both time-to-hire
and quality-of-hire. Let's describe how they are related.

First off, an ATS helps you find more qualified candidates by expanding your
recruitment marketing reach. Once you've cast a wide net and the applications start
flowing in, the ATS quickly identifies top candidates with prescreening questionnaires
that include knock-out questions. We discuss this more in #7. The upshot is that you
can present an offer to high-demand candidates before they are snagged by a
competitor. These high performers drive productivity and innovation.
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Track Hundreds of
Resumes With Ease

05

When it comes to administration, ATS automation is truly impressive. Systems can handle
hundreds of applications, resumes, and other workflows.

Not only do you save on the cost of labor for the hiring team, but you also free up their
time. They can use that time on improving hiring strategies. Improved hiring strategies can
then help your business grow even faster. With the strategic use of an ATS, you can
become the budget hero in your company.

04

During the recruitment process, your goal is to attract top people to your company. You
aren't just recruiting; you're marketing your company. In a recent study, LinkedIn found that
72% of recruiting leaders agree that employer brand has a significant impact on hiring.

An ATS Creates a Dynamite
First Impression

An ATS allows you to quickly post your ®)
jobs on popular job boards. They allow / >

you to personalize your application portal | é
so it's unique to your company and

reflects your overall branding.

This is how you communicate a professional image to job seekers.

A majority of job seekers use a mobile device in their job search. A mobile- friendly ATS
allows candidates to interact with your hiring system from their cell phone or tablet.
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https://business.linkedin.com/content/dam/business/talent-solutions/global/en_us/c/pdfs/ultimate-list-of-employer-brand-stats.pdf

Your Competitors
are Using an ATS

If you haven'timplemented an ATS, take note. 98% of Fortune 500 companies and at
least 66% of large companies use an ATS. The adoption rate for small companies is
lower, but growing quickly. Last year, it was estimated that 35% of small organizations
use ATS. Keep in mind that you are also competing with talent sourcing agencies. The
ATS adoption rate for professional recruiters is nearly 100%.

06

Recruitment Texting
is a Must in 2020

Many companies are using recruiting If you aren’'t engaging with your candidates
texting in their hiring operations. The through texting, you are falling behind. ATS
open rates for texts are legendary. texting helps you leverage the power of
Some studies put the text open rate many candidates’ preferred method

above 90%! Compare that with around of communication.

45% for emails.

Consider this: if a person has set up _l_
texting notifications, they can see a

preview without opening the message.

If the text is short, they can probably

see the whole message in the
notification window.
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https://www.jobscan.co/blog/fortune-500-use-applicant-tracking-systems/

Quickly Narrow Down
the Application Pool

Before you post your job, create an application questionnaire based on the job
requirements. The candidate answers the questions when they apply. If the
applicant doesn't have the qualifications, the system tags their application as Do
Not Pursue. The candidate will remain in the database, but you can easily see that
they didn't meet the qualifications. We discuss prescreening questionnaires in

greater detail ahead.

Another way it helps you quickly
identify top candidates is with resume
filtering. As you know, job seekers
format their resumes in a variety of
ways. The ATS extracts the information
and organizes it in the same format for
each candidate profile. There is a field
for each relevant piece of data. For
example, there is a field for each
degree earned, each previous job title,
and each skill.

This type of organization gives you
searching and filtering superpowers.
You can analyze and compare
candidates by work experience,
education, previous employers, job
titles, skills, or other variables.

oY

—
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Suppose you want to search by
several variables. Boolean searching
uses syntax and AND/OR logic to find
resumes with specific variables. For
example, you could search “engineer”
+“mechanical AND/OR electrical” +
“Bellingham, Washington.”

BEFORE you read even one resume:

1. Weed out unqualified applicants
with prescreening questionnaires

2. |dentify a pool of qualified
candidates that meet multiple
specific requirements

swipeclock



Weighted Screening
Questions Help You
Find Better Candidates

Accounting Manager (Sample) [SAMF

In the previous section, we discussed how
. . . . _ Set Stage - Cancelled
prescreening questionnaires eliminate 2
Current Stage: Open

unqualified candidates. In addition, they go Candidates: 0
a step further and rank the qualified

candidates who weren't knocked out. How

does this help you find top performers?

You assign a numerical point value to each

qguestion based on your criteria. When you

Summary Listing Questions Scoring Approva

Scoring Rules

sort the Candidates in your reVieW queue, Assign points for answers to Questionnaire "Accounting Manager Qu
the ATS OrderS them from the most . Arey?(::rtgzt;iz:gtowork|nthe United States for any empl¢
qualified to the least qualified. This is hio=hhCIck-DOT
+ Do you have a bachelors degree?:

based on how they scored on your Yes = 0 points

] . . No = KNOCK-OUT
We|ghted queStlonS. Your scoring Strategy « How many years experience do you have?:
. ) . . N = KNOCK-OUT
identifies the highly qualified, the barely o Yoare = KNOCK.OUT
qualified and everyone in between. 1°3 Years = 19 points

ApplicantStack custom screening questionnaire

ATS Can Post to Multiple
Online Job Boards

With an ATS, your job posting gets maximum exposure. With a couple clicks, post to
LinkedIn, Indeed, ZipRecruiter, Glassdoor, CareerBuilder and Monster (just to name a
few). You don't have to juggle login credentials for each account.

While you're at it, post it to your social media sites and careers page. You create the job
posting in the ATS, and the software takes care of the posting. This is a huge timesaver
for busy hiring teams. ATS also measure performance of job boards to identify the most
effective hiring channels. Stop paying for boards that don't deliver promising candidates.
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Applicant Tracking Systems
Improve Collaboration

You are more likely to find high quality candidates if multiple stakeholders can weigh in.
But if expanding the hiring team and lengthening the review period brings the process to a halt,
the top candidates will lose interest. They will seek out firms that move faster.

ATS databases enable effective collaboration. Each decision maker can enter notes and
applicant ratings either during or after the interview. Your ATS will calculate average scores so
you can compare.

ATS also improve collaboration by standardizing your hiring workflow. Create a workflow in
your ATS based on your processes. Configure hiring stage changes to initiate actions such as an
auto email, internal team reminder, or a background check. For example, when you advance a
candidate to the interview stage, your ATS can send an email inviting the candidate to schedule
an interview with a link to the scheduling calendar. Email templates include merge fields which
personalize the email. Merge fields pull data into your email entered elsewhere in your ATS
such as the candidate’s name, job title and address.

Applicant Tracking Systems Help
You Comply With Labor Laws

To say that recruitment compliance is complicated is an understatement. The laws are always in
flux and they vary by location, industry, and business size. Small companies have fewer
resources to ensure that processes are compliant.

ATS help you comply with regulations related to hiring. Vendors update SaaS systems to stay
current with hiring regulations. In addition, ATS generate reports to protect you in case of a
legal challenge. For example, suppose a rejected candidate alleges discrimination. Don’t worry.
Your ATS has the documentation to validate your legal hiring criteria.

ATS have bias-reduction settings such as hiding personal information on resumes during
resume evaluation. Structured interview templates ensure your hiring managers don't stray
from a legal script. Standardized approved workflows help hiring managers and administrators
stick to legal practices.
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11 HRMS Applicant Tracking and
Hiring Features

1. Job description templates

ApplicantStac

\4 Home LI Candidates Emails Tasks  Events Library Reports

Create Job
Fill in the fields below and click Save to create a new job. Fields with an asterisk (*) are required. For help with Jobs see the Jobs Section Guide

@ Tip: You can configure these fields and options by going to Configure Job Fields

Job Infarmation

The unigue identifier for the job.

*JobID: 1004
b (T el rftonp-Livfelissin ) grsimlad
Location: Atlanta, GA a Enter the Location of the job
* Department: Information Technology 5 Enter the Department as it should appear on your job be

ApplicantStack job description template

® ¥ Q

Home QLI Candidates  Emails  Tasks  Ewvents  Library  Reports

ApplicantSt:

System Analyst [1002]

Current Stage: Open
Candidates: 2

Approvals Launch

Position Overview

Leads client business studies for smaller implementations, ensuring business needs are met within timelines and budgets. Identifies dient’s business needs for systems development, perfarming requ
partners with developers to ensure appropriate solutions are designed. Trains users on system functionality and supports them during all phases of implementation.

Responsibilities

Meat with clients to gain an understanding of their business needs. Perform gap analysis to identify possible enhancements to existing system functionalities, analyzing various complex busine
wark efforts,

Document the clients’ business needs in the form of formal requirements and/or use cases, and wark with the developers/designers to develop appropriate solutions; while ensuring the solutic
Complete rules analysis for alignment to client underwriting philosophies along with the client underwriting team; process updates using the tools provided; complete detail level review of und
Work with the project team to ensure expectations and prierities of clients are met, which may include negotiation of design aspects that will meet or exceed their needs while considering the i
Assurance test plans with input needed for successful validation of the work efforts.

Work within the constraints of time, cost, scope and quality. Document work flow using praject management tools. Ensure on-going communication and positive working relationship with client
Naoualnn tact cronarine and toct racoe ac wall ac accict with rouiow nf rliant dara ta dotorming tha uslidity of tho dars whick inclidos neontisting naceihle enliifinne ta nrahlame afforing cisooct

.

-

Job description created from an ApplicantStack template
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2. Single sign-on job board posting

e - o0 @

Apphcant("-(i(k Home Candidates  Emails  Tasks  Events  Library  Reports

System Analyst [1002]

Current Stage: Open
Candidates: 2

Summary Listing Questions Scoring Approvals Launch Events History

& Edit Launch Status

Your Job Boards

Name Status Actions
j» Public job Board Posted [View Job] Edit Posting
Third-Party Job Boards
Name Status Actions
[ Glassdoor Posted Edit Posting
& Google For jobs Posted Edit Posting
i Indeed Posted Edit Posting
[B Linkedin Limited Postings Posted Edit Posting
Social Media Sites
Name Actions
n Facebook Post Job
L Twitter Post Job
(@ Linkedin Page Post Job

Manual Posting Links

The fallowing links can be used to manually post this job to your intranet, niche job boards, external recruiters, and ather third-party sites. For help with this section, see the Launch Section Guide.

Candidate Source: (Default) " (To copy a link below, right-click and choose Copy)
Job Listing: nttps://demol.applicantstack.com/x/detail/a2liaiyigsls This link will take candidates to the job listing page for this job on your website
2
Apply Online: https://demol.applicantstack.com/x/apply/a2ziiaiy8gsis ‘ Candidates can apply to this job by navigating to this URL, which takes them to
Apply Email: apply-a23iaiyBgsls@applicantstack.com | Alternatively, candidates can apply to this job by sending their resume to this e

ApplicantStack job board management

3. Prescreening questionnaires with knock-out questions and
weighted scoring

= . .
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4. Branded recruitment marketing

Linked {3
Q_ strategy Director in Midvale, UT
swipeclock

Marketing Strategy Director
SwipeClock - South Jordan, UT

Linked [

Jobs ¥ Strategy Director

ock

sSwipecC
e Marketing Strategy Director
SwipeClock - South Jordan, UT

2 weeks ago - © Be among the first 25 applicants

m See who SwipeClock has hired for this rale

2 weeks ago - ® Be among the first 25 applicants

m See who SwipeClock has hired for this role

SwipeClock, a leader in Workforce

Management, is hiring a Marketing Strategy

Director to join our team.

Show more ~
Seniority level
Director

Employment type
Full-time

‘SwipeClock, a leader in Workforce Management, is hiring a Marketing Strategy
Director to join our team.

Thanks for clckingl Lstiistalivotiair

Show more ~

Seniority level Employment type

Director Full-time

Job function Industries

Business Development, Sales Information Technology and
Services, Computer Software,
Internet

ﬁa Referrals increase your chances of interviewing at SwipeClock by 2x

See who you know

5. Reporting and analytics

HHA

PCA

CNA

RN

CNA Manager

MA

LVN

Maintenance
CNA-Memory Care

B Application Complete 1M Phone Screen M Interview M Drug Screen

Il Reference Check

Midvale, UT Q

Join now

People also viewed

Project Manager - Contractor
Ancestry

Lehi, UT

1 week ago

Marketing Operations Specialist
Ivanti

South Jordan, UT

2 weeks ago

Athletic / Sports Backgrounds -
Marketing and Communications
BeeDynamic

Salt Lake City, UT

10 hours ago

New

Vice President of Marketing
Lulu + Roo

American Fork, UT

2 weeks ago

Marketing/Consumer Insights Director
Intermountain Healthcare

Salt Lake City, UT

2 weeks ago

Community Manager
Wework

Lehi, UT

2 weeks ago

Copywriter

Creative Circle

Salt Lake City, UT

6 days ago - Apply Now

Director Of Business Development

Encompass Health

15 20 25 30 35

ApplicantStack

ApplicantStack graph showing time in hiring stage by job posting
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6. Application/resume parsing

Appllcant Home  Jobs Emalls  Tasks Events  Lbrary  Reports arch Candidates~ Q

Carter Roberts  EXRImE=IE O

Job: System Analyst [1002]
Stage: Reference Check

l RULEO  Resume 5 Feedback  Workflow T s History
First Name: Carter Last Modified: 05/20/2019 08:11 PM
Last Name: Roberts Created: 05/20/2019 09:06 PM
Address 1: 100 Skyline Rd Jab: System Analyst [1002]
Address 2: Source: Twitter
City: Atianta Rating: Potential
State: GA Disposition:
Zip: 34599 Referred By:
Phane: 9241347845 Score: 50 (Recakculate]
Email; carter.roberts@applicantstack.com [ Average Feedback: (@50Av)

Current Stage: Reference Check
Attachments

Resume [Soupy resume.pdf]

A candidate record created from the applicant's resume

7. Hiring team task reminders

Appllca I'Tt € Home  Jobs Candidates Emails Tasks Events Library Reports

View Emails

4, External Reply:  https://demo.applicantstack.com/x/reply/aa3iaiy23mlik8ue77/a13iaiyad14y
Between: Mark Sayles and Mark Sayles [Close Discussion]

Subject:  Team Interview for Mark Sayles

07/03119

10:40 AM Mark Sayles

You have been assigned to the following new task. Please click the link below to view the task details and submit feedback.

Company: Swipeclock Demo1

Contact: Mark Sayles

Candidate: Mark Sayles

Job: Executive Analyst

Task Name: Team Interview

Task Notes: your team needs to interview this candidate

Click the link below to view the task details:
https://demo.applicantstack.com/portal/viewtask/ah3iaiy05lcxad 14y

Reminder informing a hiring manager that a candidate needs to be interviewed
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8. In-app candidate texting

ApplicantStack saves a record of texting threads with
candidates. Several members of the hiring team can
text as if from the same person.

Jeremy Farming - (555) 123-4567

9. Hiring workflows with stage change triggers

-:\.|.I|.-Il\.ri . = &
N N | T

L L] |

4

{

|

i
7]
i
ir

Customizable ApplicantStack hiring workflow
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10. Standardized scoring

o S O,

ApplicantStack Home  Jobs Emails  Tasks  Events

Carter Roberts  EXZITEmIED

Job: System Analyst [1002]
Stage: Reference Check

Summary Resume Answers Feedback Workflow Tasks Even

+ Add Feedback £ Submit Questionnaire =

n Mark Sayles 05/2019911PM  R[Z 10

—

Interview Evaluation Form 1
1. Is this an individual or team evaluation submission? = Individual
2, Demonstrating Technical Proficiency = 4
3. Moving to Action =5
4. Operating Ethically =5
5. Planning and Organizing Work = 4
6. Valuing Customers = 3
7. Working Collaboratively = 1
8. Growing the Business = 4
9. Selecting and Developing People =2
10. Managing Employee Performance =3
11. Managing Unit Work =3
12. Overall Rating = 3
13. Team Recommendation =
14. If Other, please specify =

Example of ApplicantStack customized candidate scoring

11. Mobile-friendly

Applicants and internal hiring teams can easily use ApplicantStack on a smartphone or tablet
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An ATS can help you manage high-volume hiring now. If you aren’t hiring right now, you
can use the time to improve your hiring and applicant tracking processes for future
staffing needs.

WorkforceHUB has ApplicantStack Applicant Tracking

SwipeClock WorkforceHUB HRMS includes our ApplicantStack hiring solution. Recruiting
teams have been relying on ApplicantStack to hire smarter and faster since 2009.

How Retooling Your HR Management Will Help
Your Business Recover and Thrive

Check out volumes 2 and 3 of our eBook How Retooling Your HR
Management Will Help Your Business Recover and Thrive.

Volume 2: HRMS Employee Onboarding and HR Management

Volume 3: HRMS Employee Timekeeping and Scheduling



https://www3.swipeclock.com/

