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HR Interview System- Phase 1

* New 100% Paperless System
« Saves trees and time (OKR objectives)
« Streamlines the process
* Minimizes mistakes
« Saves in the Cloud
« Updates as needed




For ALL positions

Except Teachers and
Paraprofessionals




Interview Packet Screening

HR Directors Campus Supervisors
* Nurse * Hourly

« Counselor * Custodians
 Librarian

 Asst. and Head
Custodians
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* tools.episd.org

@ ElPasoISD  # Tools Home

Employee Tools

Hello Christopher D. Smith! Below is a list of employee tools.

& Tutor Requests

B Student Covid Survey: February 15, 2021

I Title 1 Reporting

E_ HR Interview System




HR Interview System

@ El Paso ISD # Tools Home Signed in as Christopher D. Smith @ Sign

HR Interview System

Home Work with Interviews

Interviews - Main

Add New Interview
Update Existing Interview

View Former Interviews

HR Admin Interviews
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@ El Paso ISD # Tools Home Signed in as Christopher D. Smith @ Sign

HR Interview System

Home Work with Interviews

Interviews - Main

Add New Interview
Update Existing Interview

View Former Interviews

HR Admin Interviews
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@ El Paso ISD # Tools Home signed in as Christopher D. Smith @ Sign Out

HR Interview System

Home Work with Interviews [:]

Add New Interview (Those in red have NO applicants on file at this time!)

Accelerating Schools Division (839)

Analytics (912A)

Armendariz Middle School (054)

Bowie High School (003) Select you Campus or department
Brown Middle School (056)

Burges High School (004)

Chapin High School (012)
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Analytics (912A)
Armendariz Middle School (054)

Bowie High School (003)

Brown Middle School (056)
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HR Interview System

Add New Interview Session For Posting ID: 932 -- External Funding Specialist for Org BEFM-External
Funding (849)

ting Title External Funding Soecialist
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HR Interview System

Add New Interview Session For Posting ID: 932 -- External Funding Specialist for Org BEFM-External
Funding (849)

Interview Date: Interview Date - Day 2
Interview Time Start: Interview Time End:
) o
x
Interview Status Interview Location

Special instructions
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HR Interview System

Add New Interview Session For Posting ID: 932 -- External Funding Specialist for Org BEFM-External

Funding (849)

Select all applicants that will be imterviewe

Applicant ID Laslt Name First Name Current Position
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HR Interview System

Add New Interview Session For Posting ID: 932 -- External Funding Specialist for Org BEFM-External
Funding (849)

Save & Continue
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HR Interview System

Interview Committee For Posting ID: 932 -- External Funding Specialist
for Org BEFM-External Funding (849)

Interview ID: 376 -- 11/30/2021 at 10:00:

Emp or Ext EmpID Last Name First Name Description Contact Phone Contact Email Committee Lead? Voting Member? HR Rep?

Most Commeon Employees/Positions Selected for Interview Committees
v entne

Employee Last First Work Select All That

iD Name Name Employee Details e-mail Phone Apply

1100555 Ana Montes Title: Assistant Principal MS 207 ammontes@episd.org 915-236-6568 Committee Lead?
Location Code: 045 Voting Member?
Location Name: Charles Middle School .

| HR Rep?

Gender: F

Ethnicity: Hispanic




HR Interview System

First Nama;
Lasi Name:
-

Fhione Numbsr:

External Sender
X Male

Committee —
Complete the following Ethnicity:
fields to add an external Amarican indian or Alaskan Native
committes membser. Aaian of Pacific |slander

Black, not of Hispanic crigin
Hilspanbs
White, not of Hispanic origin
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HR Interview System

‘Wark with Interviews

Interview Committee For Posting ID: 932 -- External Funding Specialist
for Org BEFM-External Funding (849)

Interview 1D: 376 -- 11,/30/2027 at 10:00:

Emip of Firgt Caonlact Commitlee valting HR
Ext Emp ID Last Maime Name Description Phone Contact Email Lead? Member? Rep?
BfT Michael Pragrarmmer/ Analyst Sr Web 91523 mdjelirifepisd. arg Yes ¥e

Brng 1107268 Bauerkemper Mercedes  Director Middle School 915230 mibauer keEenisd org

Perzonnel & Recniting
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Committee Email Notification X

The committee selection will be

Are you sure you wish o continue?
finalized and individu
1o continue or "No” (o make any changes
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Dear Michael )

i n 9 it 2IVEe as b f 11e o1 |
position: Externa g cial
Plea | the it ¢ et ) v

INTERVIEW DETALLS

Date: 11302021 Time: 100000 - 113000
Lacation: External Funding Conforonce Pervomal Access Code
Room NOVOaM Sk 20y

Instructions: Bring your dignct assigned laptop with vou for the mterisew geocess

MOIN SESSTON

NON DISCRIMINATION CLAUSE

he Bl Pa Independent Schos Wstrict
does not discriminate In its educational 4EEO
WO RS OF ©f loyment practice ) e ~
bi race, color, no¢ X, PON bogmaal Crpeeturity | mgbear
stional org 1al staty Nizenship
rlitary 5 sability, get

nformation. gend: terpotyping and
percsived sexuniity, or on any other b

rohibite ¥

LEANN MORE
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EPISD Human Resources Interview Portal

Welcome to the EPISD Human Resources Interview Portal where you will be participating in a paperless interview process to fill a required postion

Pleaze enter the email and Interview Access Code for the Interview Committee you are trying 1o access:

e-mail Account

Access Code:
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EPISD Human Resources Interview Portal

| | EX |

Interviews For Training Position 101

You need to acknowledge having viewed the Interviewing and the Law pamphlet before proceeding!

You need to acknowledge your relationship to the applicants before proceeding!
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EPISD Human Resources Interview Portal

pra e | | svou | smctons_

Acknowledge That You Have Read and Understand the Interviewing and the Law pamphlet

Click here to view the Interviewing and the Law pamphlet.

[J  Iacknowledge that | have read the pamphlet.

Save Acknowledgement
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EPISD Human Resources Interview Portal

Applicants

Last Name First Name Description
Test101 Bob External Applicant
Test101 Doe External Applicant
Test101 Jane External Applicant

Acknowledge Your Relationship with Applicants

Policy DAA and DIA, Equal Opportunity Employment, states, in part, that the District shall adhere to a policy of equal employment opportunities for all employees and applicants. On
the basis of an individual's race, colar, disability, religion, sex, national origin, age or genetic information, the District shall not fail or refuse to hire or discharge, nor shall it otherwise
discriminate against any individual with respect to compensation, terms, conditions, or privileges of employment, nor shall the District limit, segregate, or classify its employees, or
applicants for employment in any way that would deprive or tend to deprive any individual of employment opportunities or otherwise adversely affect the individual's status as
employee. Employee selection records as required by application procedures must be retained for 2 years from creation (or receipt) of the record or the personnel action
involved.

To insure compliance with this policy, you are asked to answer the following questions before serving on the interview committee.

Have you ever directly supervised or evaluated any candidate listed?

O | Yes @ No

If yes, please list the name of the candidate(s) and the dates supervised.
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Are you related to or have you ever been related to any candidate listed?
Yes ®  No

If yes, please list the name of and relationship to the candidate(s).

Do you have any relationship with any candidate(s) listed that would bias you either for or against them?
Yes ®  No

If yes, please explain.

The committee chair reviewed the document “Instructions to Interview Committee” before the interviews began.
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The committee chair reviewed the document “Instructions to Interview Committee” before the interviews began.

| had access to a copy of the “Interviewing and the Law” under the Acknowledge Rules tab to review before the interviews began.

I understand that the confidentiality of the selection process for this position is extremely important and that | am not to discuss candidate information, committee deliberations,
ratings, recommendations or other information pertinent to the selection process with anyane either before or after the interview.

Please enter your name for verification.

[0 | 1acknowledge that the above information is true.
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Interviews For Training Position 101

Applicant Pool for Interviews

Last Name First Name Description Interview Status
Test101 Bab External Applicant Scheduled
Test101 Doe External Applicant Scheduled

Test101 Jane External Applicant Scheduled
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When finished with this applicant, use the Portal Home tab to return to the main screen.

Interview For: 101 - Training Position 101
Organization: 726 - Human Resources
Location: 726 - Human Resources
Applicant: 10101 - Test101, Bob
Current Position: External Applicant
Interview Status: Scheduled

NOTES:
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Rank Candidates

Sort the applicants into your preferred order, first being your top choice, down 1o the last 'didn't interview.
Once you are certain of your decision, select the Submit & Finalize button.

The rankings will automatically save as you shuffle them around. You can freely go in and out of this tab until you feel confident in your decision.
Only use the Submit & Finalize button after you are certain of your choices!

All applicants must be ranked!

@ Test101, Doe

@) Test101, Bob

Submit & Finalize
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* Only committee Leads have these following
screens.




HR Interview System-

Committee Lead Screen

]
| sonou | nscions

Interviews For Training Position 101

AT LEAST ONE PERSON HAS ANSWERED "Yes" TO THE RELATIONSHIP QUESTIONS!

View Relationship Yes/No Answers

Applicant Pool for Interviews

Last Name First Mame Description Interview Status
Test101 Bob External Applicant Interviewed ‘ ‘

Test101 Doe External Applicant Interviewed ‘ ‘

Test101 Jane External Applicant Declined ‘ ‘
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Committee Lead Screen

:] Committee Relationship Yes/No Answers

Relationship Answers

Interviews For Training Position 1071 Member Name Has Supervised? s Related? Has Relationship?
e . , | Crossley, Jill Yes No No
AT LEAST ONE PERSON HAS AN} D "Yes
— Smith, Christopher No No No
View Relationship Yes/No Answers
Applicant Pool for Interviews
Last Name First Mame Description Close
Test101 Bob External Applicant Interviewed ‘ ‘

Test101 Doe External Applicant Interviewed ‘ ‘

Test101 Jane External Applicant Declined ‘ ‘




HR Interview System-
Committee Lead Screen

E=
 sonou [ smsions.

Update Statues

Update the status of each applicant after they have either interviewed, declined, or no-showed.

If any of the interviewees are flagged as "Declined" or "No-Showed" make sure the other members refresh their lists to reflect the changes!

Applicant S
Test101, Bob Interviewed M
Test101, Doe Declined v

Test101, Jane

No-Showed v
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Committee Lead Screen

=]
Ea

Rank Summaries

Test101, Doe Test101, Bob
Smith, Christopher 1 2 No
Totals: 2 4
Persons Not Factored Into The Calculations!
Reason D Name Description
Declined Interview 10102 Test101, Jane External Applicant

You cannot submit the final results until ALL valid voting members have finalized their rankings!
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Committee Lead Screen

] EXEES

Interviews For Training Position 101

This interview has been concluded!
If you are not the Interview Lead or the HR Rep, you will not be able to log back in after you Sign Out.
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Committee Lead Screen

‘ | Sign Out |

References
Reference For: Rarked 1-Test101, Doe v
Name of Contact: Tom Brady
Position: Retired
Supervised Applicant? Yes ~
What position did application hold: Coach
Dates of employment correct? Yes ~
Job Performance: Excellent v
Type of work performed: Add comments

@ P

Cooperative with co-workers? Yes w
Attendance Excellent v
Punctuality. Excellent v

Additional Notes Add comments|
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Committee Lead Screen

oratoms a3

References

References on File
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Committee Lead Screen

[ 50u | et

Preparing the Letter

The letter has not been officially completed. Please fill in the
following and submit to complete the preparation.

ase select the type of reference letter:

Drop Down Options
Standard Lowest Point Earned
Not Lowest Point Earner
No Decision/No Choice!
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Committee Lead Screen

]  siou [ s |

TO: Irma Pirtle, Ex Dir Talent Acquisition & Personnel Administration
FROM: Christopher Smith

SUBJECT: Fosting 101 - Training Position 101

DATE 02/14/2022

The interviews for the Training Position 101, 726 - Human Resources, where held on 02/14/2022. The Interviewing Committee members were as follows:

Name Department/Campus Position Gender Ethnicity
Crossley, Jill Human Resources Director Elementary School Personnel & Recruiting F White
Smith, Christopher Human Resources Director High School Personnel & Recruiting M White

The following applicants were interviewed
s Test107, Doe s Test101, Bob

The following applicants declined the interview:

« Test101, Jane

‘We recommend Doe Test1071, currently an external applicant for the position of Training Position 101 at Human Resources. All required documentation is attached.

If you have any questions, or need additional information, please contact me at 915-230-2032.
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* If you have questions, please reach out to your
HR Director.




