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NOTE:  WORKDAY IS CONSTANTLY UPDATING THEIR TOOLS, SO THIS JOB AID  
MAY NOT REFLECT EXACTLY WHAT YOU SEE IN WORKDAY. 

 



The Recruiting Process   

REVIEW CANDIDATES 
After a job requisition has been posted by the Primary Recruiter and candidates have applied for the position, the Primary Recruiter (or other 
members of the recruiting team) will conduct phone screenings. 

Candidates who perform well in the phone screenings will then be sent to the hiring manager for review.  

The hiring manager will receive an Inbox message for each candidate the Primary Recruiter has selected. The message will include the 
candidate’s application in its entirety, the application questionnaire, phone screen questionnaire, resume, etc.  
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If you want to interview the candidate: 

1. Scroll down to the Activity section.  

2. Type your Primary Recruiter’s name with an  
@ symbol in front of it, then provide details  
about when and where you would like to interview  
the candidate. 

If someone other than you (the hiring manager)  
will be interviewing the candidate,  
please include their name(s). 

3. Click the Post button. 

4. Click the Schedule Interview button.  

5. The Primary Recruiter will schedule the interview.  
You will receive a notification with the details. 

 

 

If you do NOT want to interview the candidate: 

1. Click the Decline button and select a reason.  

Please note that by declining the candidate, 
you are officially rejecting them and removing 
them from the recruiting/hiring process. 
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PROVIDE FEEDBACK 

1. After the interview, all interviewers will receive an Inbox task to give feedback.  

 

2. Click the Overall Rating field and select Recommend or Do Not Recommend. 

 

3. Click Submit, then Done. 

NOTE: If there were multiple interviewers, 
each interviewer receives the Give 
Interview Feedback task. This 
information will be visible to the Primary 
Recruiter. The Primary Recruiter will then 
submit all the feedback to the hiring 
manager to review during the Make 
Interview Decision stage. 
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MAKE INTERVIEW DECISION 
When interviews are complete, the manager will make a decision. 

1. You will receive an Inbox task to make a decision about each candidate who was 
interviewed. At this point, you will also review all other interviewers’ feedback.  

 

2. You have three options at this stage: Request additional interviews, make offer, or 
decline candidate. 

3. To make an offer, click Move Forward, then Offer. 

 

4. If you don’t wish to move forward with the 
candidate, click Decline and select a reason. 

 
 

NEXT STEPS 
The Primary Recruiter will obtain a verbal 
acceptance of the offer before initiating the offer 
process in Workday. It will then go through two 
or three levels of approval: 
- Hiring manager 
- Manager’s manager (only if compensation 

is out of guidelines) 
- HR Partner 
The Primary Recruiter will then send the offer to 
the candidate. If the offer is accepted, the 
candidate will be sent through a background 
screening. The Primary Recruiter will then hire 
the candidate, and onboarding will be 
scheduled. 
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NO SHOW 
If a candidate does not report to work on their first day, notify your HR Partner. He/she will notify HR Ops, who will do a same-day termination. 

The manager must then create a new job requisition if they still wish to fill the position.  

If there were other promising candidates in the interview process, the Primary Recruiter can move those candidates to the new requisition. 

 


