awy

%,

N

\\

2

andal

Holiday breaks in nature

\\"\\\Il////

WOdeOyK Step by step Guide

Offer and hire process — managing interviews and candidate
evaluations
Purpose

To guide recruiters and hiring managers through the interview, offer, and hiring stages in
Workday, ensuring a structured and compliant process for selecting and onboarding
new employees.

Overview

The Offer and Hire Process in Workday includes evaluating candidates through
interviews, extending offers, and completing the hiring process. This ensures that all
steps are tracked, approved, and compliant with organizational policies.

Step-by-Step Instructions

Step 1: Candidate Review
« Recruiter/Hiring Manager evaluates the candidate’s application.
« Progress the candidate through the defined stages in Workday.
Step 2: Screening
e Conduct an initial screening (phone or virtual).
« Record feedback in Workday.
Step 3: Interview
e Schedule structured interviews with the hiring team.
« Capture interview feedback directly in Workday.
Step 4: Offer Process
« Recruiters initiate the offer in Workday.
« Hiring Manager reviews and approves the offer.
« Offer is extended to the candidate via Workday.

« Candidate reviews and accepts the offer.
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Step 5: Background Checks

Step by step Guide
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o Conduct background verification and pre-employment checks.

Step 6: Hire Process

o Initiate the Hire business process in Workday.

e This creates the employee record and completes the hiring cycle.
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