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Screen Candidates

Overview
This job aid outlines the process of screening candidates. For Faculty and Staff jobs, this process
will be done by the recruiter. This job aid outlines the process from a recruiter role. For student
jobs, this process will most likely be done by the manager.

Screen Candidate

1. Select your Workday Inbox.
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2. Select the Recruiter Phone Screen task in your inbox for this candidate.

Inbox
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EJ Actions Archive
@ Viewing: All Sort By: Newest
Recruiter Phone Screen: Jasmine Adams - JR100117
U[]I:I Assistant Director of Health Services (C100135)
8 minute(s) ago
Hire: Timothy Teacher - P200247 Associate Professor
of Humanities-2
@ 3 day(s) ago - Due 01/21/2022; Effective 01/10/2022




3. The Complete Questionnaire for the Candidate Screen has one question for you to answer
based on your conversation with the candidate (specific questions provided outside of
Workday).

Select Submit.

Note: The candidate cannot move forward in the recruiting process until this step is submitted.
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Complete Questionnaire

Remaining Process
Depending on the action selected, the candidate will move to the interview step or will be
dispositioned from the search.



