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

• Create an account 

• Create a job description 

• Post a job 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: 
 

1. Requirements 
2. Availability 
3. Knowledge 
4. Skills 
5. Tasks 
6. Qualities 

Huriot is also getting rid of resumes, making hiring faster and 
fairer. 
 
Users answer questions, based on your needs – no resume 
needed, from any device. 
 
Huriot then shows you applicants matching your needs, you 
decide who to interview. 
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How to create an account 

 
 
 
 
Click on ‘I’m a recruiter’. 
 
 
 
 
 
 
 
 
 
 
 

 
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! 
 
From here you can create new 
positions, post vacancies, and review 
your applicants. 
 
Positions are where you can access 
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 

 
 
 
Step 1 
 
Click on ‘Create a New Position’. 
 
 
 
 
 
 
 
 
 

 
Step 2 
 
These circles help you understand 
where you are in the process. 
 
You will see your progress as you 
move through: 
‘Role Details’ 
‘Requirements’ 
‘Availability’ 
‘Tasks’  
‘Knowledge’  
‘Skills’  
‘Qualities’  
 
You’ll then be presented with a ‘Position Summary’, summarizing your answers, and then your Job Description. 

 
Step 3 
 
Next you can choose to list the salary 
either per hour or annually along with 
any benefits. 
 
Use the toggle switch and add the 
details. 

 
Click ‘next’ when you are done. 
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Step 4 
 
Now list the minimum requirements 
the candidate needs for the role. 
 
Click ‘next’ when you are done. 
 
 
 
 
 
 
 
 

 
 
Step 5 
 
Here you can choose whether the role 
is full-, part-time, or a temporary 
position. 
 
Then select when you need your 
applicants to be available for work. 
 
Click ‘next’ when you are done. 
 
 
 

Step 6 
 
Now list the main tasks that the role 
will undertake. 
 
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. 
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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. 
 
 
 
 
 

 

 
 
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. 
 
 
 
 
 
 
 

 

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. 
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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. 
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How to post a job to the Huriot Job Board 

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

 

 
Step 1 
 
If you want to change the job 
description, click ‘edit’ which will take 
you to step 1 above. 
 
If you want to see the job description, 
click ‘view job description’. 
 
Click ‘publish’ if you want to post the 
job description. 
 
 
 
 
 
 

 
 
Step 2 
 
Here you can change the title of the 
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. 
 
 
 
 
 
 
 

 
 
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 

 
 
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’. 
 
 

 
 
Here you can see an overview of the 
applicants’ scores. 
 
Click the ‘…’ to view the full detail. 
 
The applicants contact details are in 
‘View application’. 
 
 
 
 
 
 
 
 

 
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.  
 

 


