Everyone, I'd like
to introduce our
new receptionist,

Frank...

www. TrackerSuite.com/Applicant

www.Acentre.com
435 E. 9th Street
Tucson,. AZ 85705

(520) 882 - 9287 (phone)
(520) 623-8721 (fax)
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Simplify Recruiting and Employee Roll-On

Applicant Tracker streamlines the recruiting process, from job posting to job offer,
utilizing the organization’s Lotus Notes platform and the Web. Using Applicant
Tracker new positions can be defined and submitted for approval. Once a

position has been approved, it can quickly be posted internally or externally on the
organization’s Web site.

Applicants can review open positions and submit an application, with their resume
attached. Applicant Tracker stores, sorts and matches applications across the
organization.

Using Applicant Tracker, managers can easily review and rank applicants. Its
integration with the Lotus Notes Calendar and Address Book allows managers

to easily schedule interviews and generate notifications. Applicant Tracker also
provides functions for applicant ranking as well as reference checks. All materials,
interview notes, rankings, reference checks and related documents are stored
within the applicant file for easy reference.

Once an applicant becomes an employee, the information stored in Applicant
Tracker can be rolled into Tracker Suite’s resource management application,
Personnel Tracker, with the click of a button.
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IPOSITION BASICS INFORMATION

[Position Title: Gt System Admiristrator [Approval Status: New
[Position Humber- 10, Status:
Description: " S ystems Administiatars will have the (espansibiity to maintain the relisbiily, availabiit and perfomance of theil assigned 1T infrastructure envinment

These infrastiucture enviranments are; UNIX, Thin Clisnt, Windows/Intel, Messaging and Backup Operations.

[Additional Infa: 7 Skills/Qualifications: System Administiation, Developing Standards, LAN Knowledgs, Prory Servers, Training, Multitasking, On-Call, Mativating Others,
Supports Innavation, Conceptudl Skils, Networking Knowledge

ADDITIONAL INFORMATION

obCade: 7 Syshdmin [Cost Center:
Wacancy Status: "New_ = [Department:
[Position Locatian: F§an Francisco CA_yml [Division:
[Posted Date: 07262006 03,0734 PM Date Needed: 08/02/2006 1)
Date Post Expires: Wz ]
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Rale [Name [Phone [Title
Hiring Manager: " Hannah HR/demo v " (867 8883333 |” HFR: Administrator
Rectuiter: ["Mark Manager/dema i1 [raza19561212 " Proiect Manager S

Carlos Computer

Define a new position
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Job Code: HHRR-6SGEST
Request Info
Job Title: Ir. Web Designer
Customer Info "
First Name: [sereriah * Fleass fill out all sections.
Middle Initial: [m
Last Name: [Haleroft *
Email: [1_HalcroftoFiddiee.coml "
Password: [ "
Home Phone: (520 8885 - 9988
cell Phone: [{520) 333 - 4444

work Phone: [

Address 1: [1414 kKumquat Ave.
Address 2: [

City: [Tucsen
State/Prov: [az

zip/Postal Code: [85705

Country: [usa

Automation Centre An Equal Oppartunity Employer

€] Done @ Trusted stes

Collect applications and resumes over the Web
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Interview details (comments, referral. skills_etc): Check free time
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Find out more about his last job- did he lead any projects?
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Mark Manager -

Schedule interviews and record notes
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IBM Lotus Notes.

File Edit View Create Actions Section Help
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Welcorne | 55] Workspace ¢ | I Bizco Applicant Tracker ¢ | i leference Check | I Applicant Ranking |
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& Earl Ergonomic
Ranle Applicant
Job Title : Notes Developer Department: ADMIN - Administration
3 E-Mail: Cont. Phone:
ﬁ Applicant Details | Fanking I
=1 How you would rank the applicant for this position?
1. Hire - First Choice 3. Hold for Futue Consideration 5. Nat Qualfied
= € 2 Hire - Not First Cheice € 4 Meeds More Experience € & Do Not Hire Under Any Circumstance
LLJ DOn which of the following areas do you base this ranking?
¥ Educstion ¥ Atttude W Resume I Popdin
I Experience I~ Reference Check I Interview
m Ratings 1=Excellent S=Unsatisfactory
L Specific Job Knowledge: r 162030405
S ience: C1C 2/ 30 40

@ Work Experience: 10 263C4Cs
@ Communication Skills: C1C2F3C4CE

. Interest in our Company: RN DR R N

J Overall Motivation: C1C 2036408

€1,

5] Presentation and Appearance: 1020 3F 40§
FA Self-confidence: e 9 ®» 9o ® =
r 4 This i the protected text area of the farm
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@ Document - IBM Lotus Notes
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‘Subrmit to Coordinator’ to sand the reference check request to the coordinatar

Click on Bactions'--

Reference Check 1 ] Reference Check 2 | Reference Check 3 1

Name of Applicant.  Jeremy Bascomb

Person Contacted  * Adriana Bashir Phore: Number 75954443333
Compary " Deep Space 9 Websites |
Title T Dwner Relationship to Applicant T

™ CoMworker W Supervisor ™ Former Supervisor

1. What were the dates of histher employment with you?
Diates: 7 11405 - 11/06
Salary: 440,000 4
Titls [beg} © Jr. Web Diesianer 5
Titls [endt " wieh Designer s

AE Bogglieal

2. Why did he/she leave pour company?
" Looking for new opporturities

3. Would you re-employ? & ires T Mo
Why nat?
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4. |3 there anything else of significance we should know? =

t+
) Ashley Admin -

:

Manage reference checks

www. TrackerSuite.com/Applicant
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External Application for Alvin Applicant
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Questionaie | Applicant Resume | Skils | Education | Experience | References | Siuational Interview Fiesuts | Notes | Screening Infamation | Misc. Info |

Mame Alvin A Applicant
Email: Alvin@yoohoo.com
Password

Horme Phane: 555-666-4444
Wark Phone:

Cell Phone: 444-333-2222
Country: LISA

Address 1 1555 Resume Rd.
Address 2

City, State, Zip: Tucson AZ 85705
Wiilling to Relocate: ¥es

How did you hear about  Web

us

Other Referral Source:

Ashley Admin -

T stant
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Req. Code: HH
Click on ‘Subrmit->S ubmit for Appioval bution on the action bar, ta send it to Frscriter for approval
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) External Offer Letter. doc - Microsoft Word
! OFle  Edt
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Tools.

Yiew Insert  Format Table Window Help  AdobePDF  Acrobat Comments

Appicant Mame: Alvin A Applicant

Link to Fiesume: __|
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ﬁ - Extemal Offer Letter.doc . ! ! ' ' ' ! ' '

Aug 16, 2006 &l
M 5 Alvin & Applicant kel
b 5 1555 Resume Rd [l
E“ i Tucson, AZ 85705 -
E ; Dear Alvin & Applisant @
= : .
p— = TWelcome to Bizeo. Iam pleased to confirm your aceeptance of our conditional offer of @ ﬂ
3 employment for the grade position of Jr. Web Designer reporting to Mark Managern | A
the Division  ¥ou will begin 7offr employment on Aug 17, 2006, assuming successful o
E iy completion of the checks and verifications required. = =
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Correspondence templates
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