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Workday Recruiting User Guide

Workday Recruiting is a powerful tool that enables organizations to streamline their hiring processes.
From creating job postings to managing candidate applications, Workday Recruiting offers a
comprehensive suite of features designed to enhance the recruitment experience for both recruiters
and candidates. This user guide will navigate you through the essential components of Workday
Recruiting, ensuring you have the knowledge necessary to make the most of this innovative platform.

Overview of Workday Recruiting

Workday Recruiting is integrated within the larger Workday ecosystem, which includes human
resources, finance, and planning functionalities. This integration allows for seamless data transfer and
collaboration among different departments, ultimately improving the efficiency of the recruitment
process.

Key features of Workday Recruiting include:

- Job Requisition Management: Create, approve, and track job requisitions effortlessly.

- Candidate Management: Track candidates throughout the hiring process from application to
onboarding.

- Collaboration Tools: Enhance communication among hiring teams.

- Reporting and Analytics: Gain insights into recruitment metrics to improve hiring strategies.



Getting Started with Workday Recruiting

Before diving into the features, it's essential to understand how to access Workday Recruiting and set
up your profile.

Accessing Workday Recruiting

1. Log In: Use your organization's Workday URL to log in with your credentials.
2. Navigate to Recruiting: From the Workday home page, click on the “Recruiting” worklet or search
for “Recruiting” in the search bar.

Setting Up Your Profile

Upon accessing Workday Recruiting, it's vital to ensure your profile is complete.

- Personal Information: Update your contact details and professional information.
- Preferences: Set preferences related to job alerts and notifications to streamline your recruiting
process.

Creating Job Requisitions

One of the primary functions of Workday Recruiting is creating job requisitions. This process involves
several steps:

Steps to Create a Job Requisition

1. Navigate to the Job Requisition Section: Click on the “Create Job Requisition” button.

2. Enter Job Details: Fill in the essential details, including:

- Job title

- Job description

- Job location

- Employment type (full-time, part-time, contract, etc.)

3. Set Approval Workflow: Choose who needs to approve the requisition before it goes live.

4. Select Hiring Team: Add team members who will be involved in the hiring process.

5. Post the Job: Once approved, publish the job on your company’s career site and external job
boards.

Best Practices for Job Requisitions

- Use clear and concise language in job descriptions.



- Include keywords relevant to the position to improve searchability.
- Specify required qualifications and experience to attract suitable candidates.

Managing Candidates

Once your job requisition is live, candidates will begin applying. Properly managing these candidates
is crucial for an effective hiring process.

Candidate Application Process

1. Receive Applications: Applications can be submitted directly through your job postings.
2. Review Applications: Use the candidate review panel to evaluate resumes and cover letters.
3. Screening: Conduct preliminary screenings to determine which candidates will move forward.

Candidate Management Features

- Candidate Profiles: View comprehensive profiles for each candidate, including their resume, cover
letter, and interview feedback.

- Status Tracking: Keep track of each candidate's status (applied, interviewed, offer extended, etc.).
- Collaboration: Use notes and feedback features to collaborate with hiring team members.

Interview Management

Interviews are a critical stage in the recruitment process. Workday Recruiting offers tools to
streamline this process effectively.

Scheduling Interviews

1. Select Candidates: Choose candidates from the applicant tracking list.

2. Schedule Interviews: Utilize the built-in calendar feature to coordinate interview times with
candidates and interviewers.

3. Interview Kits: Create interview kits that include questions and evaluation criteria to guide
interviewers.

Post-Interview Management

- Feedback Collection: After interviews, gather feedback from interviewers within Workday.
- Candidate Rating: Rate candidates based on their performance in interviews to facilitate decision-
making.



Communication Tools

Effective communication is vital for a successful recruitment process. Workday Recruiting provides
several tools to facilitate communication with both candidates and hiring teams.

Candidate Communication

- Automated Emails: Set up automated emails to notify candidates about their application status,
interview schedules, and feedback.

- Personalized Messages: Use templates to create personalized messages for candidates to enhance
the experience.

Collaboration Among Hiring Teams

- Discussion Boards: Utilize discussion boards within Workday to keep all team members informed
about candidate evaluations and hiring decisions.

- Shared Notes: Allow team members to add notes on candidates to maintain a comprehensive record
of evaluations.

Analytics and Reporting

Understanding the effectiveness of your recruiting strategies is crucial for continuous improvement.
Workday Recruiting includes robust analytics and reporting features.

Key Metrics to Track

- Time to Fill: Measure the average time taken to fill open positions.

- Source of Hire: Analyze where successful candidates are originating from (job boards, referrals, etc.).
- Candidate Quality: Assess the performance of hires over time to determine the quality of candidates
sourced.

Creating Reports

1. Access Reports: Navigate to the reporting section of Workday Recruiting.
2. Select Metrics: Choose the relevant metrics you wish to analyze.
3. Generate Reports: Create customized reports to share with stakeholders.



Compliance and Best Practices

Maintaining compliance with hiring regulations is essential for any organization. Workday Recruiting
helps ensure compliance through various features.

EEO and Diversity Tracking

- Diversity Metrics: Track the diversity of your applicant pool to ensure compliance with Equal
Employment Opportunity (EEO) regulations.
- Reporting Features: Generate reports that help in assessing diversity initiatives.

Best Practices for Compliance

- Regularly review hiring practices to ensure they meet legal standards.
- Train hiring teams on compliance regulations and best practices.

Conclusion

Workday Recruiting is a comprehensive solution that empowers organizations to optimize their hiring
processes. By understanding how to create job requisitions, manage candidates, and leverage
analytics, hiring teams can enhance their effectiveness and improve the overall recruitment
experience. With a focus on collaboration, communication, and compliance, Workday Recruiting
ensures that your organization can attract and retain top talent in today’s competitive job market. By
following the guidelines and best practices outlined in this user guide, you can harness the full
potential of Workday Recruiting to meet your hiring needs.

Frequently Asked Questions

What is the purpose of the Workday Recruiting User Guide?

The Workday Recruiting User Guide serves as a comprehensive resource for users to navigate the
Workday Recruiting module, providing step-by-step instructions on how to post jobs, manage
candidate applications, and utilize the system's features effectively.

How can | post a job using the Workday Recruiting User
Guide?
To post a job, refer to the 'Creating a Job Requisition' section of the guide, which outlines the

necessary steps including selecting the job type, filling in job details, and setting up approval
workflows.



What are some common troubleshooting tips found in the
Workday Recruiting User Guide?

The user guide includes troubleshooting tips such as checking for mandatory fields that may be
incomplete, ensuring the correct job posting permissions are granted, and clearing browser cache if
encountering display issues.

Does the Workday Recruiting User Guide cover candidate
management features?

Yes, the guide includes detailed sections on candidate management, explaining how to review
applications, schedule interviews, and communicate with candidates throughout the hiring process.

Where can | find updates or changes to the Workday
Recruiting User Guide?

Updates to the Workday Recruiting User Guide can typically be found in the 'Release Notes' section of
the guide, as well as through the Workday Community portal where users can access the latest
documentation and training materials.
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Unlock the full potential of Workday with our comprehensive Workday Recruiting User Guide.
Discover how to streamline your hiring process today!

Back to Home


https://soc.up.edu.ph

