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INTRODUCTION

This document outlines the use of the Interview Session Management package. Interview Session Management allows
companies to schedule interviews and collect feedback with ease. This application creates an interview that can have multiple
interviewers, assigns Salesforce calendar events and tasks, and prompts the user to provide feedback on their meeting with the
candidate.

INTERVIEW SESSIONS

Creating an Interview Session

To create an interview session either choose Step 1 or Step 2:
1. Click on the + icon within any tab in your Salesforce System.
a. Click on Interview Sessions.
b.  Click New.
2. Click on the Interview record for a particular candidate.

a. Scroll down to the Interview Session related list. (Note: This must be added to the page layout. See your
Administrator to include this list).

b. Click New Interview Session.

Now, fill out the details of the interview session.

Edit Interview Session |Save| |Cancal
v Details.
Candidate | Q
interview Type || Phone Sereen [+
saiws || Pending  [+]

Interview Date [6/6/2012] Tme

Default Session Length | 45 minutes E

Time zone || (GMT-04:00) Eastem Daylight Time (AmericaiNew_York) [+]
Room Q)
Notes to Interviewers
4
Coordinator Q)

Schedule Notes

Travel Required [

Urgent - [

Save| | Cancel
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3.  Select the candidate to be interviewed. If you created the interview session from the interview record, this will already
be filled out.

Note: The candidate must beapplied to the job and within the interview stage in order for the interview session to work
properly.

4. Select the Interview Type. Do not change Status.
5.  Select the rest of the details on the screen and click Save.

6. The next screen will allow you to add intereviewers. Click Add to add an interviewer.

» Interviewers

Action Interviewer

Add

7. Select the interviewer to schedule first. The time should be automatically filled out based upon the interview start time
and the interview session length. Click Save.

Interviewer | User |Z| Ted Elliot{] Q)
| Interviewer ] .
Role None IZ|

Start Time 01:00 PM

| End Time 01:45 PM

Save | Cancel

é‘

8. Repeat for any additional interviewers. Their start time should start immediately following the last Interview Session
Event. When you are finished, click Schedule.

9. Upon clicking Schedule, tasks and calendar events for the interviewers are created. You will see a success message
at the top of the page.

Editing an Interview Session

Events can be edited in an Interview Session in one of two ways:
1. Click Edit next to any of the interviewers.

2. Drag the interviewer name up and down to move them through the schedule.
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Action Interviewer Interviewer Role Start Time
Edit |Del Paulo Miguel # Recruiter 02:00 PN
Edit [Del Brian Peddle # Hiring Manager 02:30 PN
Edit [Del Ted Elliott # Employee 03:00 PN

3.  After editing, click Save and then click Schedule again to confirm the rescheduling.

All other items in an Interview Session can be edited by clicking on the Edit Icon.

ASSESSMENT

Providing Feedback

To enter assessment on a candidate:

1.  Click on their Interview Session. This ID can be found in the calendar event, the task, or by going to the Interview
Session tab. The Interview Session is shown.

Interview Session
(¥ 1S-0000000009

Interview Session Detail

Interview Session Name
Candidate

Interview

Time Zone

Interview Date

Default Session Length
Interview Type

Room

Coordinator

Status

Notes to Interviewers

Created By

Open Activities [3] | Activity History[2] | Interview Session Events[2] | Assessn

Edit | | Delete

Clone | | Enter Feedback | | Schedule

1S-0000000009
GEOFFREY PRICE
INT-051412-00009
AmericaNew_York
5/14/2012 9:30 AM
45 minutes
On-Site Interview

Scheduled

Paulo Miguel, 514/2012 6:43 AM

N

Edit | | Delete | Clone

Enter Feedback | | Schedule

2. Click Enter Feedback.
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New Assessment

Contact GEOFFREY PRICE

Interview Session  |S-0000000009

Comment |

Recommendation to Hire I
L e T ——

» On behalf of

Submit|  Cancel

3.  Fill out the Comment, Recommendation to Hire, and Confidence Level fields. Click Submit when you are complete.

4. Click Return to Interview Session to return to the Interview Session that was just completed. The feedback will show
up on the interview session and on the Candidate’s Chatter Feed if Post to Chatter was selected within the custom

settings:
OE R & m
"€ Hide Chatter| % Following
@prost Brile & Link
Write something...
Sort by: Post Date =
Paulo Miguel provided the following feedback on GEOFFREY PRICE:
Recommend to Hire: Yes
Confidence Rating: Neutral
Comments: Great guy!
Today at 2:57 PM - Comment - Like
Assessments Hew Assessment
Action Assessment User Contact Recommendation to Hire
Edit | Del A-1206-232 Paulo Miguel GEOFFREY PRICE Yes

5. To change the interview status to Completed, all open feedback tasks on the interview session must be completed.
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