JObS Training PARADOX

Updating your job title, description, default interview preference, and screening questions is easy!
Please follow the steps below.

1. Go to your profile to ensure your user role is a company admin, franchisee owner, or franchise staff
2. Go to All Apps > Settings > Jobs

3. Click into a job family

4. Select the job you'd like to edit

5. Edit the job title, job description, locations candidates can work in, and shifts

6. Press "Save”

. Template: Supercuts
PARADOX
i All Apps Do O SUPERCUTS (Regis Hire)
Settings - Jobs - Stylist A Q
< BacktoJobs Overview @& % English (default) -
® Published

Public Job Title ®
_ Stylist < fm— Edit the job title
v/ Overview

Additional Job Titles (optional)

=+ Add Job Titles
Add Public Job Titles that can be used at locations.

+/  Hiring Team

v/ Candidate Journey Job Description

Open Sans v o v B 7 Y i
/ Screening

Supercuts is one of the industry’s most recognized salon brands. We offer outstanding development and training, with
special emphasis on technical skills, have an established career path for those who want to grow their careers, offer a

competitive wage and outstanding benefits, and are dedicated to every one of our stylists and their success,

= Eit the job description v - o

Job Code

Optional

Locations Add the locations that ' / Edit Locations
Add the locations where candidates can work. candidates can work here

Available Locations
Scottsdale, AZ, Tempe, AZ, Phoenix, AZ, Lone Tree, CO

Shifts (optional) Add the shifts that ) i
. /' Add Shifts
Add the shifts that are available for this job. are available here

Shifts in Use

Full-Time, Part-Time
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7. Navigate to the left and select “Hiring Team”.

* This determines user roles and/or users can view candidates that apply for this job.
If “can manage job” is selected, then the user role or user will be able to post the job
under All Apps > My Jobs

e Note: Users must have access to the job and location a candidate applies to in order to
view the candidate.

e For example: There are 2 hiring managers on an account. Hiring Manager A has
access to the Scottsdale location and Hiring Manager B has access to the Denver
location. Assuming both locations were added to this job (in step 5) then Hiring
Manager A would only see candidates who apply for the Scottsdale location and
Hiring Manager B will only see candidates that apply to the Denver location.

* Press “Save”

& BacktoJobs

Hiring Team o

® Published Decide which users can manage the candidate journey for this job. Users will only be able to manage candidates at their assigned
locations.

v Overview Add Hiring Team

o + Add User
Select users or roles who have access to this job

v/ Hiring Team
Company Admin

s i ~ CanManagejob ® @
+/ Candidate Journey
s SUPEI'V_\SDI' Can ManageJob ® @
+/  Screening O Users
Hiring M -
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8. Navigate to the left and select “Candidate Journey”
€ Backtojobs Candidate Journey

e This allows you to fill in the type of interview,

® Published

interview duration, interview attendee(s) 1 Capre
v/ Overview

and the forms (such as application, offer, or

2 i
+/  Hiring Team Scheduling

onboarding) that will be sent to candidates E— -

+/ Candidate Journey
Auto-Schedule v

who apply for this job. o

e Note: Application and onboarding are created

under All Apps > Settings> Jobs > Forms and L v e '
offers are created under All Apps > Settings > @ S
Jobs > Offers e S
e Press “Save” 2 amrenoess o
P g

@ INSTRUCTIONS

+ Add Instructions

9. Navigate to the left and select “Screening”
< Backtojobs Screening and Outcomes

e This allows you to edit or add questions that

® Published
your Al asks your candidates . Cree e sesionsOivi s s i condidte
* Note: We recommend reaching out to your DT "o

‘; Are you 18 years or older?

designated support team if you'd like to adjust

+/ Candidate Journey

outcomes :)

+/  Screening 2 Authorization

° PreSS ”SaVe" ‘, Are you legally authorized to work in the United

States?

3 Cosmetology License

, Are you currently a licensed cosmetologist within
the state you would like to work?

10. To publish the job, select “publish

My Jobs = 9 AllLocations v | Qsearch
Receptionist :
1 ’] . Test or make the Job "||Ve" by go|ng to A” Apps > 9 Scottsdale, AZ & PDX_RE_74CADB29.0644-4CSE.8797..
My Jobs and toggling “on” jobs using the location
dropdown [
Stylist b

9 Scottsdale, AZ + £ PDX_RE_4DE9BIA9-4572-477C-AB32...

2 0pen shifts

Stylist in Training / Apprentice Stylist :
© Scottsdale, AZ + b PDX_RE_EF036393-A021-4928-869F.

20pen Shifts
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