D Have all committee members sign the Confidentiality Agreement for Recruiting. Only required if a committee is being
used.

D When received by HR and placed on the eligible list, applications are sent to the Online Hiring Center (OHC). Once
HR places the candidates at the Pass/Fail step in the hire workflow, each committee member will receive an email
notification with the subject line: Notice for Review. Below is a screenshot of the email.

D Each committee member assigned as an SME must login to the Online Hiring Center (OHC) using the link in the


https://na2.documents.adobe.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhBZRUPU9RKU9Oe1YmhA9kgt53XsFqaRx4g7ViDlwV5zp3BcvshxMWl8m2GsNx0leWU%2A
https://login.neoed.com/authentication/saml/login/una
mailto:kkharp@una.edu

D After logging in to the OHC, you will see a box at the top labeled “My Tasks”. If you are serving on more than one
search committee, you will see each one listed and the number of SME reviews that you have to complete for each
posting. Click on the posting title to open the applicant review section.

D Click on the posting title to open the candidate review section and scroll to the bottom to see the candidate list.
Click on each candidate’s



D Select candidates for initial interviews (telephone/Skype/Zoom) by


mailto:employment@una.edu
mailto:employment@una.edu
mailto:employment@una.edu
mailto:employment@una.edu
https://forms.office.com/Pages/ResponsePage.aspx?id=1Z3Lc55EVEKGvXoCH4BEbR-3xZHS-5lLu35BncBhUGRUQkRFOFBQVjBQNlBUUVE0RkdEQzMyMUxYTC4u
https://forms.office.com/Pages/ResponsePage.aspx?id=1Z3Lc55EVEKGvXoCH4BEbR-3xZHS-5lLu35BncBhUGRUQkRFOFBQVjBQNlBUUVE0RkdEQzMyMUxYTC4u
mailto:employment@una.edu

