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Overview

HR departments in many organizations can no longafford the cost and complexity of Hiring Management

Systems (HMSs) that require a database server andi&time IT support
person on staff. The good news, as firms such axkuwas MFS Investment
Management are discovering, is that most firms damven need such a
system. With the latest technology, ASP-based siolu$ such as Interview
Exchange offer enterprise-class features to sud# tieeds and budget of

every HR department.

Why Do | Need Best Practices?

With technology developing rapidly, the one thingwycan bet on is your
current process getting outdated before you knowThere are no hard-and-
fast rules for the best system or technology to ugeutomating a particular
task or building a detailed process is of little befit. Today's issues and
problems will recede from prominence while new onssch as theEEOC
definition of an applicantise up out of nowhere. In this environment, your

What is an ASk Application
Service Provider?

The Application Service Provider
model enables an organization to
utilize a software application without
installing any hardware or software
locally.

One of the main advantages of the
ASP model is that it requires no
internal IT support and dramatically
reduces the time and costs associated
with implementation and
maintenance.

ASPs also “scale” costs based on your
needs and usage: pricing is flexible,

enabling your expenses to rise and fal
depending on your budget for the yeatr.

hiring process needs to be tested against a higlastlard that ensures you reach top candidates ancehthem.

Interview Exchange Best Practices will help youleai® your current strategy and make it world-class

Inside ... Ecruiting Best Practices

L. Getthe Word Out

2. Targeted Email Works

3. Focus on Top Applicants
4. Automate Diversity Efforts
5. Run an Active Career Site
6. Make Applying Easy

7. Get Everyone Involved
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Best Practice #

Get the Word Out

Use the best mix of Webased applicant sources, i.e., nationahdriddat) hmemtts crdl iimo usttsy -

focused career sites.

Maximize applicant flow from your organization's caeer website.
Feature a link to career opportunities prominentbn your home page. Have a page that lists all

openings.

Use resume databases to fihdaratidéadescarmhsesehhtatiadion sot@ jaypipl yoios sEiEé o pergbss.
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Director of Market Development - IDX Groupcast

IDX Systems  Burlington, VT 05401

(2 + s
i Corporatian tocation
statug: |1 TIMe, Job Catagory: MorMation Technalogy
Employee

Relevant Work 7+ 10 10 Years
Experience:

Executive (S¥P, WP,
Department Head, atc)

Caraer Leval:

Education Level: Bachelor's Degree

Job Deseription

This rala is responsible for diracting the activities of the Market and Business development tearm. This is
a great opportunity for someone to dentify potential new markets for our Graupcast operating unit,
develop the business model, conduct real-world validation and lead the development and implementatian
activities. Involved in creating business relationshipg with high level contacts via face-to-face and client
site visits. Works directly with sales, product development and customers to ensure that business
developrent activities support the strategic objectives of the Campany. This position is a key member o
the Groupeast Operations Team, and will play a critical role in the operating unit's ability to achieve its
financial goale.

DUTIES INCLUDE:

1. Coordinating activities related to Groupcast's revenue budgeting process;

2. Drive the new business initiatives (NBI) processes for Groupcast projects;

3. Develop the financial models, the market research, and the customer validation;

4. Manage new and existing strategic partnerships at the operating unit level,

f

&] Dore:

© Internet

National career website.

Look For: A Hiring Management System should enabtau to post
approved positions in an automated fashion. It shislautomatically
generate job board postings and update your websitstantly. Your
open job postings should be accessible without fidj out an online
form. This is the only way that search engines cacess and index your
postings.

Currently, Interview Exchange can post to over 1@@eer sites, job
boards, specialized industry sites and diversityes both national and
international. It can also power your website — ddd a searchable job
section, job lists, and custom sections. This is ipad with our industry-
leading, one-page, intuitive online application thaccepts text, Word
and PDF files.

For the most part, [employer’s] sites are not draginew talent in
and selling them on their value proposition as engers, but
simply function as electronic application collectrThis is one way
to justify the investment in corporate career sitesbut it hardly
comes close to capturing their full potential value

Source: “Corporate Career Sites Can Boost Their &t Peter D.
Weddle, CareerJournal.
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Branded company career page integrated with HMS.
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Best Practice #

Targeted Email Works

In a tough hiring environment, leverage everywsaerof applicants you can access.

In-house applicant databases, contact lists, emailsdaresume banks can be searched
automatically for lists of potential 'passive’ caidiates

Use massemail technology to contact a sizable pool of qifidid candidates addygaeeatde
interest in your company and the position.

Make sure your emails direct applicants to your mded career website within a few clicks.

Look For: The process you adopt to reach 'passive’
candidates should operate on the premise that these
desirable candidates can lurk almost anywhere. Rejy
solely on one vendor or database can blindside you
great candidates who may be available to you.

Once you've made a list of sources applicable taiyo
industry and location, make a dry run through andlp
out email addresses or phone numbers and fine-tupeur
process to reach these prospective hires. Documeti
your process helps train new staff and provides aau
go-to resource to add new insight.

The goal of the email campaign is to develop farailty
with the company, the requirements of the positiomd a
sense of similar openings that may come up in thetdre.
Adding a request for referrals may bring added bétse

Your technology should enable you to encourage
applicants to visit the site and register their plites or
sign up for periodic alerts that match their keywouou
category preference.

EXxperts say companies can land more big fish faster
through a more proactive approach. That means
reaching out to potential candidates, both those
actively seeking work and those currently employed,
who might be open to great opportunities. Great
recruiters build databases of potentially strong
employees through personal contacts, employee
referrals and the occasional recruiting event. Tlaso
stay in touch with people who might not be right far
Job opening now but could be perfect for another
position in the future.

Darren Jaffrey
UK General Manager, Recruitmax Inc.
On Recruitment,

Edt View Go Message Took Help

Subject: 1DX caresr opportunity for you: Installation Consukant/Lead (interoperabiky) 2930 From: IDX

Carporate

Corporate

I
About D=

Installation Consultant/Lead (interoperabilty) 2930

Dear Johseeker,

You have been invited to apply for this position at IDX because we found your resume an an internet job
board orin our resume database and your skills may be a good match for this position

If you are interested in applying for the position, please click on the link below.

Company Description:

DX uses infarmation technology to maximize alue in the delivery of healthcare by improving the quality
of patient service, enhancing medical outcomes and reducing the cost of care, "At ID¥, the connections
we provide to the staggering number of processes that occur among patients, their primary doctars,
specialists, medical centers and payers result in a seamless flow of infarmation and improved, maore
afiicient communications. Patients are more satisfied, physician relations with patients and the medical
center are improved, coste are lowered, and the possibility of medical erors is reduced. That is the 10X
difference.” Richard E. Tarrant Chairman ID= Systems Corporation

Job Description:

Preferred location is Seattle, however well qualified candidates in other IDX locations will be considered
This is a new position that will work closely with the Interoperability Project Executive, Service Delivery
Managers, and Strategic Account Managers. This position exists because of the increasing
interoperability workload created by our custorners wanting to realize the benafite of [DX-to-IDX
interoperability. The Lead Interoperability Implementation Consultant will help to reinforce the DX
Advantage' at our customers who have products from two or maore [D Operating Units and/ar Allscripts
Each Lead Implementation Consultant will possess or be trained to have expedise in at least 3 of these
solutions. The ideal candidate is energized by suceessfully completing interoperability projects that bring
high-value to our customers. Success will be measured by projects being: on-time; orbudget; and by
post-live benefits realization. Some examples of the types of interoperability solutions are: integrated
‘Web Framewnork, Image Access, Scheduling (Imagecast with Carecast and/or Imagecast with Flowcast),
Allergies, Medizations, and Sentillion. There are new interoperability solutions being developed each year
which will be added 1o the potential mix

Targeted email campaigns are a good way to reac&gpee candidate
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Best Practice #

Focus on Top Applicants

Use scresinggtoadésteoftmuissyypaun rtimes edftot taanukises o sssmom quadifiest aggpiczantss .

Use jobspecific screening questions to cut down on the ldge of resumes from unqualified
applicants.

Good questions reassure top candidates that theyeapplying for the appyppateggblidesk!.
A onesizedits-all application looks like a resume black hole teost applicants.

Integrated, customized screening questions prevemisume bots, viruses and spam from
clogging your Inbox.

Look For: A hiring management system should offarilt-in job-
specific screening that is easy for recruiters amiding managers
to set up and use. A complex questionnaire developnh
process will (a) take lots of time to set up — so mh so that it
seldom gets used, (b) miss the whole point of whiite hiring
manager is looking for, and (c) turn off candidate¢ho are
currently employed and don't have a lot of free #mA good
screening questionnaire is short, has questions trae simply
worded, and provides good, actionable information wieach
response.

To illustrate this, consider the question: “Can yalescribe a
situation from your experience where you had toitrgpeople to
use software such as QuickBooks or Peachtree?” Wiiiis may
be a good interview question, it is too poorly wordéad be used
online. Answering would take too much time for most
applicants. The nature and range of responses yotédeive
likely would result in very little actionable infolation. Worst of
all, hiring managers may be looking for a speciékill
(Peachtree) or specific experience (teaching). Tikéiculty of
gleaning information from a wordy response may exatua good
candidate from consideration. Employ one or two sithep
guestions that get to the point of what you want kmow.

“The flood of applicants makes hiring tougher. Oolfficers

are getting inundated. At times, you're looking ablumes of - Erraciive screening questions cut down on the dedugf resume:
resumes. It muddies up your thinking. You may setffor a

less-than-ideal candidate] because it's so easy to.

Dan Kaplan, Director of Recruiting, Fannie Mae




Best Practice #

Automate Diversity Efforts

Capture EEOC information automatically with the dpgation.

Post to diversity sites automatically without extedfort.

Make full use of DET and federal government boaralsd other free resources.
Measure results early and often, andrtpet e sesmmesswhies e mesetbet.

Look For: Any acceptable recruiting solution shodldve an
EEOC component that can be easily implemented. Tuenber|
and wording of these questions ought to be customida and
consistent across all positions. Good recruiting mions are
set up so that the possibility that applicants “dpooff” without
providing all the relevant information is minimized
Surprisingly, many large ATS vendors add the EE@E€stjonnaire at the very end of an eight-page apation, almost as an
afterthought.

Interview Exchange’s EEOC module appears on the sgrage as the rest of the application and takesyoalfew clicks to
complete. To date, the typical response rate is radhan 90% across all positions, providing a strorsgatistical base for
reporting.

Interview Exchange also auto-posts all your opebgdo 100+ job boards including America’s Job Baanid job sites in nearly
all 50 states. Plus, once you post the job on Intew Exchange you have an option to automaticallstdbute the job to 20+
diversity sites using the “Distribute Jobs” feature

e AR OrTosaL BECE Susemom

“Employers must hold on to applicants’ resumes,
applications and relevant demographic information
related to a particular job search for at least ey,
and sometimes longer, to meet the Equal

Applicants: Race

O Asian/Pacific Islander Employment Opportunity Commission's
requirements.”
® Black/African American Lawrence Lorber, Partner, Proskauer Rose in
O Hispanic/Latino (White WaShmgton’ DC’
Race Only) Former Deputy Assistant Secretary of Labor and
O Hispanic/Latino (All Othe Director of the Office of Federal Contract

Races)

Compliance Programs.
“How the Internet Changed The Definition of
8 NotReported ‘Candidate,” CareerJournal.

O White/Caucasian




Best Practice #

Run an Active Career Site

Make the most of your advertising dollars by linigrall ads back to your career site.

Check if your Hiring Management System automatigallpdates the career site when you close a
position.

Accept formatted resumes on your site. Integratebjaipecific screening questions.

Highlight your career section on the home page aget it highly ranked on the major search
engines.

Don’t forget to register your Internet address withe new . Jobs Domain

Look For: A career site that hopes to attract highl
qualified professionals needs to be much more than
online version of a paper application. Don’t shunt
experienced staff, executives and interns to apyly
jobs@MyCompany.com and expect to hire top talent.
Make sure your career site is consistent with allyo
outside job ads and lists the same jobs. It is very
important to reassure that new Director you're hogrto
hire, you're serious about accepting resumes.

Maintaining tight integration between your Hiring
Management System and career site ensures that new
jobs are posted instantly and closed jobs are takeff

Leading edge companies take full advantage of their
sourcing and follow-up processes to make a stromgf
impression on candidates. They understand that a
positive candidate experience including timely and
informative communication as well as a simple,
streamlined process can have a positive impact auy
company brand image.

"92.4% of Job seekers surveyed stated they're very
likely or likely to visit the corporate website (diain
more informatfon regardless of where they first
heard about the opening.

“94% look at the company’'s other online postings og
they are there.

Keep your career site dynamic, current and t-friendly

Job-Posting Boards Drive Traffic to Corporate Sites
CareerJournal & CareerXRoads survey, February, 200!




Best Practice #

Make Applying Easy

Treat candidates--and their time—with respect. Making a good first impression isnportant. If
you want dynamic performers who will revitalize yofirm, they won't be applying on a slow,
cumbersome website.

Know your applicant: Every applicant today expettsutine” features such as password
assistance, thankyou notes, attaching documents and email follemps — 24 x 7 x 365.

Look For: Your recruiting process should ensure tha
applicants from all sources can reach the applicatipage
quickly. For instance, applicants responding to &ang ad
should be given clear instructions on how to apgly that
particular job. Generic instructions to visit theatbsite
leave applicants to hunt for your career sectioat alone
the job posting. Your website should be availabl@and
the clock and be tested to support a large numbdr o
applicants. Keep in mind that even the best techagy
isn’t immune from minor glitches. Look for an easglear
alternate way for applicants to apply if the site thieir
computers fails for any reason.

The integrated career site and one-page application
offered by the Interview Exchange provides a seasle
experience for applicants. The applicant-friendiyeirface
makes it easy for busy professionals to apply while
capturing all the information your process require3ob-
specific questions, EEOC forms and support for any
resume format mean qualified, working applicants can
apply in minutes.

“All candidates, but especially top performers and
those with rare skills, expect to be treated with aity
throughout the recruiting process. They may be
applying for employment, but they are also custorser
— working men and women who are being asked to
‘buy’ the value proposition of an organization with
openings to fill.

“For most candidates, that means an employer where
people really matter, and the best evidence of wlesth
people really matter is the way the organizatioedts
prospective employees.

“As a consequence, recruiters should create a calate
experience that is consistently polite and respedtfit
should acknowledge that candidates aren't cogs in
some supply chain, but cognitive beings who have a
choice of organizations for which they will work.”

“Strategies for Handling The 'Anti-Candidates,” RetD.
Weddle,CareerJournal

Keep it simple. Treat candidates and their time wiespeci




Best Practice #

Get Everyone Involved

Involve hiring managers and partners early in theogess.

Bring all stakeholders to one online location whetieey can get productive quickly.

Reduce complexity by keepindl abmonumicationis,nsd s sardl ffoltweps in one place.
Designate roles to each member so that everyonelsar about his or her part in the process.

Look For: A Hiring Management System that meets thgecial hiring
needs of your industry and organization size. Loiok integrated
workflow and candidate relationship management (ClRidols that
facilitate the hiring process.

Your system should support part-time, flextime ardgeographically
dispersed recruiting team. Tools for enabling caddie
communications and managing the hiring process shidbe intuitive
to anyone who has used Web browsers and conventlaresktop
application software. The easier it is to use, thleorter your startup
process becomes for each new requisition.

A system that stores resumes in their original foehmakes the
process less burdensome to hiring managers who'vever
encountered a stack of resumes before. Executivés wavel
frequently will appreciate a system they can usenirout of the office
and on their own time — not to mention the satisféion of seeing the
“Source” column of your star hire read “Company/fir Website.”

Coordinate with entire search team on one screen




Interview Exchange Hiring Management Soluti

Solution

Guide

Sourcing
Recruit From Any Talent Pool

Screening
Focus on Qualified Applicants

Workflow
LaborSaving Tools

Metrics
Good Data, BetiteDeeisinnss

One-Page Application
This feature — an industry first — makes

fast and easy for busy professionals to
apply while capturing all the information
your process requires. Job-specific
questions and support for any resume
format mean qualified applicants are in;
spammers, viruses and robots are out.

Direct Applicants from all sources into
your HMS

A unique Job-specific link directs
applicants from all free and paid job
boards, print ads and your corporate
career pages directly to your Hiring

Management System

Branded Career Site with Internal
Postings

Have an interactive careers sectidar
your organization website. Post jobs on
your intranet and promote from within.
Designate certain jobs for internal
employees, recognize the talent you ha
in-house, and stop your best employees

from looking at outside opportunities

Sourcing Resumes online

You can save time and beat the
competition by scouring resume
databases like Monster, CareerBuilder,
Dice or HotJobs for professionals who
match your ideal applicant profile. Then
simply use our email invitation tool to
send job openings to those applicants

and receive their most recent resumes.

Juikspecific Custom Questions

tWe specialize in powerful yet easy-to-us
screening tools. Setting up a
COREquisites questionnaire that
identifies applicants who meet the
specific requirements of each job is

quick, intuitive and easy.

COREquisites Question Library
Easily create job-specific questions from
our COREquisites library of 1,000+
questions. Select a question, modify it if
needed, or write your own. You can
weight each question or used it as a
screen. You can build a questionnaire fo
each posting in minutes and save them

for reuse.

Dynamic Screening

Once you have a list of applicants, you

can quickly find those who have one or

two hard-to-find skills. Our tools help yo
focus resources on a single ShortList of
the most qualified and interested

applicants.

Rulebased Ranking

Applicants are sorted based on their
COREquisites scores — not merely on
keyword matching. You can assign
weights to each skill upfront or change
them later to sort applicants to suit your

requirements.

Searchable Applicant Database
Using keyword search you can find
resumes and interview notes from the

HMS in minutes.

Document Storage and Management
&\e accept applicant resumes in multiple
formats including Word (.doc), PDF and
plain text. All resumes are available to
your recruiters and to the company in
one organized location. The system
ensures that you capture the full value o

your job posting investment.

Collaboration and Messaging Tools
Your entire team can interact and
collaborate online. Managers and senio
executives can easily add notes,
comments and make decisions on
moving applicants through the hiring
mprocess. The team can work on their ow
time while the system maintains an audi

trail.

Configurable Alerts

Use our email notifications system to
receive alerts when qualified applicants
uapply online. You can configure it to be
notified immediately or use it to just

receive a summary every day.

Requisition Library

Create and save job requisitions that ca
be shared by all recruiters in your
organization. Use our handy 'Clone’
feature to post new jobs with the
description, questions, even weights
already filled in. Save time, effort and
ensure compliance with all company

standards.

Source Performance

Our source performance metrics show
how many clicks were generated from
each job board, how many applicants an
the number of hires. You can decide
where to allocate your recruiting budget
fbased on past performance and hiring

plans.

Applicant Quality by Source

For the first time, Interview Exchange
HMS reports can tell you the average
quality of the applicants you receive fron
each source. You can find out how many
qualified applicants came from a job
rboard or other sources versus unqualifig

tsubmissions.

Recruiting Process Overview

Our sourcing report shows HR directors
a snapshot of the entire recruiting effort.
How many applicants, how many
prospects, phone screens and hires. Yo
can customize the report to fit your
process and get the business intelligenc

you need fast.

EEOC Questionnaire

nLarge employers need to collect
information regarding the diversity of
their applicant pool. Our applicant-
friendly questionnaire ensures you get

the best response rate.

n

o




Hiring Management System (HMS) Solution Guide

OPTIONAL FENES

Employee Referral via Professional Networking
The best hires often come from employee referrals.
Using our ReferredHire tools, you can administehiah-
impact referral program, track referrals and respbto

applicants with tailored emails.

Document Management/Scanning Services

You can fax documents to a dedicated fax number. We
will convert your resumes electronically into PDFritat
and upload them into the HMS.

PRICING PLANS (Annual Subscription)

Scalable pricing and flexible modules make our
solutions affordable to the smallest employers vidai
meeting the needs of the largest organizations.

Interview Exchange is dedicated to meeting the nsed
small — medium — and large sized employers.

Most vendors add on high licensing costs based dmet
number of employees at the organizations. Some dbn
even offer all their modules for smaller employers.

At the Interview Exchange, we take a more flexible
approach to meeting the needs of smallest businesse

to our largest clients.

Annual subscription is based on the number of job
requisitions per year you manage through our HMS.
Experience demonstrates this is a fairer and more
equitable approach to meeting the needs of our diis.

Our annual subscription with standard features indes

the following:

For a package tailored to fit your current needs,
budget and strategic objectives, please contact us
for a consultation at 508.836.3800 or email
Info@interviewexchange.com

Office hours: MonFri: 9AM-5.30PM EST

Sourcing inhouse and multiple online databases
simultaneously

If you're a large employer or a staffing firm anéwe
your own resume database and other subscribed onlir
resume databases like Monster, CareerBuilder our
ResuMining tools assists you to search applicants
these databases simultaneously and invite them topdy

for a specific job opening.

Auto Job DistribuitbntcoNaioovad leavadl eenazaioovad|
> Job Boards

Prepare your job requisition just once. Our auto-
distribute feature posts to hundreds of subscriptio
based job boards — including many diversity site a

over the world

Technology Overview:

The Interview Exchange HMS solution is based on a
computer architecture designed and built around the
scalable, high performance, high availability, irgtay-
standard J2EE technology. The hardware infrastruetu
provides high redundancy and fault tolerance in the
form of multiple servers, RAID 5 controllers and ftiple
CPUs. Our hosting facility provides redundant power
and bandwidth infrastructure to ensure minimal
downtime. The location is highly secure with fire
suppression and continuous camera coverage. Datala
physical access is secure with multiple layers o€ssty.

Support for HRIS limtegnatimm

The Interview Exchange HMS can integrate fully with
most popular HRIS systems. Our open-source
architecture and standards-based design is compagib
with the widest variety of platforms and technologie
Our data is available in an HR-XML compliant schemg

that is supported across the HR industry.

Job Requisition Module
Generating new job requisitions by hiring managers,
tracking approvals, workflow and posting is a snap hwit

our job requisition module.

=}

4 Bellows Road
PO Box 792
Westborough, MA 01581

Ph: 508.836.3800
Fax:  508.836.2020

Email: info@interviewexchange.com




