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COLLEGE CREATING AND USING RANKING CRITERIA QUESTIONS

[Note: Firefox and Chrome are the recommended browsers to use with PeopleAdmin.]

Job-related criteria may be added as a tool for Search Committee Chairs and Members to rate applicants and
submit comments. This is an important feature because ratings and comments can be easily downloaded to Excel
for a Hiring Manager to view at one time and if scoring is used, the Hiring Manager can see at a glance how

committee members rate and rank applicants. The results can also facilitate discussion at committee meetings
and be a factor in making a hiring decision.

NOTE: The Hiring Manager typically creates the criteria. However, for the Hiring Manager to view

committee member rankings, the manager must be given the Search Committee Chair role and select that
role when reviewing rankings and comments.

Step 1: While creating a posting, select the Ranking Criteria Questions tab or access it as you page
through the posting site. Hiring Managers may use this feature while creating the posting. To add
ranking criteria after a position is posted, please contact Human Resources for assistance.

Editing Posting Posting Details

Posting Details

¥ Check speling

Create a New Staff Posting

» Complete the Information below:

« Please notify Human Resources If you wan! to change the information in the pre-populated fiekds

= It you are not using the Supplemantal Cuestions, Search Committes or Ranking Criteria Questions feature you can select tha Applicant Documents page on the left-hand navigation
page.

= The Summary page is the final step in the posting process. When you are finished, to submit the posting for approval. click the Take Action on Posting button on the Summary
acreen,

Step 2: To add ranking criteria to the posting for Search Committee Members, click on the Add a
Criterion button.

Postings | S3af | HR Testing Avaistant (Dratt) [ Edet: Rariking Criteria Questicns

Editing Posting Ranking Criteria Questions o m

Used with Search Commiftees

Job-related criteria may be added as a tool for search committees to rank applicants. They provide assessments of applicants on subjective factors such as presentation skills or

i confidence. Search for existing criteria by using the keyword search or fitter by categery.
L -1

Add a Critericn
Ranking Criteria Quest...
» Click the Add a Criterion button to select an existing criterion. Search for existing eriteria by using the keywerd search or fiter by category.
« Select Add a new one i brit & new criterion for approval,
« Enter a brief description in the Name field.
= Repeat this information in the Label fleld
= Enter the evaluative criterion in the Description field and select whather the assessment will be an open ended or pradefined answer,

Assign Points or a Weighted Percent to Responses

= Click on the criteria that has been added and a dropdewn menu will appear that will allow you to assign points or a weight to the rankings.
= Select the point in the search process (e.g. Selected for On Campus Interview) when the Search Committee Members will need to rank the applicants
Included Evaluative Criteria

Category Description Weight Workflow State
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A new dialogue box will open on your screen with a menu of Available Evaluative Criteria. You can
search for existing approved questions by category or keyword. Select a question by checking the Add

box and click Submit.

J— s g

Expetience

Education ing resqured by the

I hafshe has the necessary experience in

1 Abilities icant has a commitment 1o and understanding of respansive and figh quality customes

Miscelaneous

it abaut the pasiton
Miscelaneous fo the pasition?
Miscelaneos
1 Miscelaneous W
Miscelaneous

Miscelaneous picant woukd or would not be a a good it with our team; and do you think

Wity o yoe Bhinik thiss Bl
thee appbicant would work wel with consituents?

Miscelaneous Would this appbcart be a good 5 wit m and wark wiel with ol corstiuents?

Displaying 1 - 15 of 19 in total
«— Previous | Next —
Can't find thy you want? Add a new one

Submit (=

Step 3: To create a new criterion: (Contact Human Resources if you need assistance with creating
ranking criteria.)

Select Add a Criterion at the bottom of the Ranking Criteria Questions page (orange button)
A new dialogue box will appear that will allow you to either select a criterion from available
guestions or Add a new one (the link is towards the bottom.)
Name the question/statement, choosing words that best represent the content and repeat the
name in the Label field.
Select the category that best fits the criterion — Education, Experience, Knowledge, Skills,
Abilities or Licenses/Certification
Description Field — this is where you enter criterion either as a question or statement.
Select the type of answer you want:

0 Open Ended — committee responses will vary

0 Predefined - requires the committee member to select an answer from two or more choices

Add & Ranking Criterion *
Nama *
Label *
Category Flease seledt a calegory =

Description *

Possible Answers

* Open Ended Answers
Predefined Answers

Submit Cancel
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Step 4: After you select an existing criterion or create a new one, click on the question.
e Predefined Answers - assign points and a weighted percent to criteria for multiple choice
answers. You must enter a weight in order for the system to calculate the ranking score.
0 Points —the sum total of points for each criterion does not have to equal 100; however, it is
advisable to be consistent in assigning points to each answer
0 Weight —add a percent to indicate the importance the criterion is — the higher the
percentage — the greater weight/importance that is given to the criterion. The sum of the
weights given to each criterion does NOT have to equal 100.

Included Evaluative Criteria

Category Descripion Weight Workflow State
Skils  appbcart has the ni technical skilk to periorm & s Under Revew by Hiring actve o
Mgr/Search Crte
Hame

Label
Workliow State Unaar Revers by Hiring WgrSearn Crie
Wesght

Possible Rankings Points
Exceeds requirements 15
Miets fecarements 10
Needs mode raining andior sxpanente

Does not meet reguirements 0

e Select the Workflow State(s) at which you want Search Committee members to rank applicants.
You can select/create different questions at different stages during the recruitment.
Recommended states are: Under Review by Hiring Mgr/Search Cmte, Selected for Phone
Interview, Selected for On-Campus Interview.

Step 5: How to Evaluate an Applicant
When an application is open, Search Committee Members and Chairs will be able to respond to Ranking

Criteria Questions for each applicant by selecting “Evaluate Applicant” at the top right corner of the
page. This link will give the Committee Member/Chair access to the Ranking Criteria Questions.

Step 6: Access Search Committee Evaluations and Ranking Criteria Scores

Accessing Search Committee Evaluations

e C(lick on the Applicants tab

e Click on Open Saved Search and click on Active Applications. A list of all applicants under
consideration will appear.
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= Posting: Laboratory Technician Il (Staff) Edn
Current Status: Posted

Pasition Type: Staff
Depatmirt. Biclogy

Created by Cynthia Beckwith
Owrwer Human Resources

pplications™ (31 lems o o

First Hama Last Hame Recrument Number

Worktiow State ||

e Click on the Actions button and then Download Applicants Evaluations. Search Committee
Member rankings and comments will be download to Excel.

2 New

Posting Number Applization Date Werkllew Stats (Internal)

POsE Juy 21, 2004 at 0251 PM Under Revew by Hing Mgr/Seaech Crte
POSs Juy 21, 2014 8L 0307 PM Under Review by Heng MgrSeasth Crie
POse Jury 21, 2004 8L 10,55 PM Under Review by HInng MgreSeanth Cote
PosE iy 22 2004 a8 1215 AM Under Review try Hing MgriSeasch Crie
POsE Sy 22, 014 2t 0434 AM under Review by Heing Mgr/Searth Conte
PosH ity 22, 2014 8t 0053 AM Under Revie iy Hifrsg MgriSesnth Coste
Poss ity 22, 2014 at 0635 AM Under R by Mg MgrSeacth Crte
POsE Juty 22, 2004 at 1107 AM Under Review by Hing Mgriseasch Crte
Poss July 22, 2014 at 0104 PM Under Revkew by Hirng MgriSearth Cebe
POsy ey 22, 2018 8L 02 25 PM Under R by Hinng MgreSeastn Cee
PO58 iy 22, 2004 at 02 26 PM Under Review try Hing MgriSearch Crmie
POSE Juy 22, 2014 at 0G50 PM Under Revew by Hiing Mgr/Seasth Cote
POsE Juy 22, 2004 8t 0313 PM Under Review by Hinrsy MgteSeactn Cee
Poss Juty 23, 2014 3t 0729 AM Under Revienw by Hinng MgreSsasth Cete

Accessing Ranking Criteria Scores
e Click on the Applicants tab

Ranking Criteria Seor
8083
9333
50.00
017
5150
3097
50.00
750

8750
o167
5750
5750
ras?

75.00

e Click on Open Saved Search and click on Active Applications. A list of all applicants under

consideration will appear.
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= Posting: Laboratory Technician Il (Staff) Edn
Current Status: Posted

Pasition Type: Staff
Depatmirt. Biclogy

Created by Cynthia Beckwith
Owrwer Human Resources

Seargn

Open Saved Seacch ¥

pplications™ (31 lems o o

First Hama Last Hame Recrument Number

Worktiow State ||

e Click on More search options to the right of the Search box
e Click on the arrow next to the Add Column box and select Ranking Criteria Score
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M g: Laboratory Technician Il (Staff) Ean
Current Status: Posted

Position Type: Staff Created by Cynthia Beckwith

Depastment. Biclogy Ot Human Resources

Summa Hist 35 Applicants Reports sl Assoaat Drescrp
Open Savea Search v Search: Search | de search options

Add Column: | Add Column = e
TS O -

Major
Actvenactive: | M3y we contact this employes?
Middie Name

Minoe
Application: | Moved 1o Aclive Recutmants?
oo n Name of School
Mumber of Yaars Completed
Workfow state: | Uther Nama
Other education/tranng/'skils
Other slalls and Lalents

Profirod Phone
Reason For L

Actee Applications 0 Heed Retated Employes Detal &

Flatated voluntear experience

Schol City

School Stale

Special Handing List U 2

& Saved Search: "Active Applicati

et —

o A column will be added to the list of applicants with their scores. You can arrange them in
ascending and descending order by clicking on the arrows to the right of the column title.

Inacive

actvamnactive: R

Draft Application?:

Deaft

Under Fevew by Hiring MgriSearch Cmita
Selactad lor Phone Intervew
Sedactad for On Campus Intarew

Workmow State:

Ad hoc Search o
Ad hoc Seanch (31 ltems Found)  Save this search? | Ashons
2 Mext

First Name Last Hame Posting Humber Application Date Workfiow Sate (internal} Ranking Criteria Score -tk (Actions)
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