HURIOT - GUIDE FOR RECRUITERS

Welcome to the Huriot Guide for Recruiters. This document will provide you with a step-by-step guide to:

e Create an account

e Create a job description

e Post ajob to the Huriot Job Board

¢ Manage applications and track applicants

Huriot is different to Applicant Tracking Solutions.

Huriot will write your job description for you by
guiding you through our job description generator
process.

This identifies what you need from applicants in
the following areas:

Requirements
Availability
Knowledge
Skills

Tasks
Qualities

ocukrwn~

Your
detals

ity Experince  Sdlls  Strengths  Motiations

Availability

What employment types are you willing to take on?
Select all that apply

Huriot is also getting rid of resumes, making hiring faster and

fairer. - Parttime  Teboaer

Users answer questions, based on your needs — no resume

needed' from any deVice' Which shifts are you available to work?
Select all that apply

Huriot then shows you applicants matching your needs, you
decide who to interview.

Saturday

Sunday
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How to create an account

Click on ‘I'm a recruiter’.

Huriot Recruitment Platform

Getting rid of the resume

I'm a recruiter

4 Huriot

Fill out your details, a short description
of your business, email and create a
password.

Passwords need to have at least one
capital letter, lowercase, number and
special character.

This description will appear in your job
adverts.

Click Create Account when you are
done.

Welcome to your Dashboard!
positions

Name Role Type

From here you can create new
positions, post vacancies, and review
your applicants.

Vacancies
Positions are where you can access — N —
your job descriptions once you create
them.

Vacancies are where you can see the
status of each job advert.
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How to create a Job Description

DANIEL ~

Step 1

Name Role Type

Click on ‘Create a New Position’.
Vacancies

vacancy Title Date Created Open Applications

@ Huriot DANIEL ~

Step 2 .

Role Details
These circles help you understand
where you are in the process. 0000000
You Wi” See y0ur progress aS you :::‘A;I:;::::ur:::;;:jdnn Creation Tool. Provide the details of the position and your ideal applicant and we will create the job description for you. The
move through:
‘Role Details’ .
N . Enter Posilion Title
Requirements’
‘Avalla,blllty I Do you want to list the salary?
Tasks
'KnoWIedge' B Do you want to list any benefits?
‘Skills’

‘Qualities’

You'll then be presented with a ‘Position Summary’, summarizing your answers, and then your Job Description.

#: Huriot

Step 3

Mol Dl Next you can choose to list the salary
either per hour or annually along with
any benefits.

0000000

Use the toggle switch and add the
details.

Click ‘next’ when you are done.
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Step 4 Requirements

) o ) ©0000000
Now list the minimum requirements

the candidate needs for the role. R

Click ‘next’ when you are done.

# Huriot

Availability
11 _lelelele]e] Step o

e e Here you can choose whether the role
S is full-, part-time, or a temporary

S —— . position.

] Evening | Overnight

—— Then select when you need your
applicants to be available for work.
[ BRI e Click ‘next’ when you are done.

[ ]

Step 6

Tasks
Now list the main tasks that the role
will undertake. ©9%00000

Day to day activtics that the succsssfil applicant will undertaks

Write short descriptions of the task
and then the level of expertise you
need and click ‘+' to add to the list

Click ‘next’ when you are done.

angmaring patient garizz

Mastaring paie recarés
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Knowledge
99850000

Step 7

Here you list what your candidate
needs to know to do the role.

Write short descriptions of what
knowledge and at what level of
expertise you need and click ‘+' to add
to the list.

Click ‘next’ when you are done.

# Huriot

Step 8

Next pick up to 5 skills you need from
the pre-set list of skills you need.

Using the arrows, adjust the list so the
most important is at the top.

Click ‘next’ when you are done.

£ Huriot

Step 9

First pick the qualities your candidate
needs to have from the list.

Adjust the list using the arrows so the
most important is at the top.

Click ‘next’ when you are done.

Skills
90522000

Qualities




£ Huriot

Position
Summary

O00%0%%e

Role Details
Requirements
Avallsbllity
Tasks
Knowledge
Skills

Qualities.

Back

Step 10

Here you can review the detail in each
section using the expand arrow.

Use the ‘back’ button to go back and
make any changes you need.

Press ‘Job description’ when you are
done.

Step 11

A chance for one last check.

Review the final job description and
use the ‘back’ button if you need to go

back to a section to change anything.

Press ‘Create template’ if you are
happy with the contents.

Now it's back to the Dashboard.

4 Huriot
Job
Description
cosesose
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How to post a job to the Huriot Job Board

& Huriot DANIEL ~

Job descriptions you create will
appear in your dashboard in the
Positions section.

You need to turn them into vacancies
to make them live, allowing applicants
Wagancy Title ocation Expiry Date us. Open Applications to apply‘

When you are ready to post your job to
the job board, click on the ‘... next to
the role.

Step 1 £ Huriot

If you want to change the job Positions <oz wposmon
description, click ‘edit’ which will take -

you to step 1 above.

Receptionist Full Time. S ean

= Publish

If you want to see the job description,
click ‘view job description’. Vacancies

|E View Job Description
§ Delee

WVacancy Title ocatian s Open Applications

Click ‘publish’ if you want to post the
job description.

£ Huriot

Step 2

F:\t\ Time Receplionist

YA Here you can change the title of the
Boston Masachusetts United State! - 339 W 3rd Street, 02127 role if needed'

Specify whether the role is on-site,
remote or hybrid.

Click ‘save and publish’ and your job
advert will become live.

Click ‘save draft’ and it will be saved
to your Dashboard.
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Step 3

If you clicked ‘save draft’, a blue ‘draft’
bubble will appear next to your role
under Vacancies.

Click “..." for the option to ‘edit’ when
you are ready to go live.

Positions

Name Role Type

Receptionist Full Time

Vacancies

Vacancy Tile Location Date Created

Receptionist 339 W 3rd 51, Boston, 02127, Boston 12/15/2022

£ Huriot

Expiry Date

1/20/2023

Positions

Neme

Receptionist

Vacancies

Vacancy Title

Receptionisl

Location

330 W 3rd 81, Boslon, 02127, Boston

DANIEL ~

+ CREATE NEW POSITION

‘Open Appllcations

)

DANIEL

+ CREATE NEW POSITION

Role Type

Full Time

Date Created Explry Date Status o

121542022 1/20/2023 0

Step 4
Congratulations! Your job advert is
live!

You will see it on the Huriot job board
within 24 hours.
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How to manage applications and track applicants

£ Huriot

Positions + GREATE NEW POSITION

Name Role Type

Receplionist Full Time

Vacancies
Vacancy Title Location Date Greated Expiry Date Status

Receptianist 330 W 3l 81, Basion, 02127, Boston 12/15/2022 172042023

7 Eit

|8 View Applications

0] copy Link

W Delete

£ Huriot

Here you can see an overview of the
applicants’ scores. poplications for

Applicant Name Date Applied

Click the “..." to view the full detail.

Test Applicant 12/15/2022

The applicants contact details are in
‘View application’.

£ Huriot

< BACK

Applications for

Applicant Nama Date Applied Tasks Score Knowiedge Score Skills Score Qualities Seore

Test applicant 120152022 100% 95% 100% ox

Tasks Score

100%

100%

DANIEL -

Marcus Sampson 12/15/2022 100% View Application

% Shortlist

(=] Reject Application

Once receive applications, you can
start to review them from your
Dashboard.

Click the "..." to get the drop-down
menu to start reviewing your
applicants.

Choose ‘View applications’.

DANIEL ~

Knowledge Score Skills Score Qualities Score

95% 100%

You will use the pop-up window to
move through the selection process.

Shortlist > Invite to interview > Offer.

Applicants will receive an email to
indicate whether you have chosen to
invite them to interview or reject their
application.

You should reach out to the applicants
you want to interview to arrange and
hold the interview.




