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iRecruitment

Quick Reference Guide for
Hiring Managers/Supervisors and Justifiers
1.1. Create a Vacancy

1. If you need to create a vacancy, sign on to iRecruitment  and at the home screen, choose “Create a Vacancy” or “New Vacancy.”  

2. At screen 1 of 5:
a. Choose the correct business group using the pull-down menu. 

b. Make sure the correct Supervisor’s name for the position is in that field.  The field pre-populates with the name of the person creating the vacancy.  The name listed should be the supervisor of the position being created.  
c. Fill in the Job Title field by clicking the Flashlight icon and conducting a search for the appropriate job title (which at ASRC is often referred to as a job string). It is highly recommended that users contact the recruiter assigned to a business group to obtain the appropriate job string and/or keep a list handy.  If the vacancy is for AES, search %-iRec% to find the appropriate AES job string.  

d. Fill in the remaining mandatory fields that have asterisks (*) by them. (There are a total of 6).
e. Fill in other desired information and click the Next button at the bottom of the screen.  

3. At screen 2 of 5, click the “Add XXX” buttons to open new rows. Choose all relevant skills and qualifications. Remember to fill out this screen thoroughly to ensure the system provides a good skill match.   

4. At screen 3 of 5, enter the name of the recruiter who supports your department.  (Refer to the section on Navigating iRecruitment for more tips).

In the next section on the same screen, fill in the names of other employees who may need to review this job vacancy request such as your alternate, if there is one.    

5. At screen 4 of 5, modify all the text boxes. Fill in the mandatory posting dates which are located at the bottom of this screen. Click the Next button.  

6. At screen 5 of 5, review all of the information. If something is incorrect, use the Back button at the bottom to go back to the appropriate screen and make changes. Click on the Next button to proceed back to this screen, then click on Submit.  

1.2. Approving

1. Vacancies and offers requiring your approval will be listed in your Notifications area on the iRecruitment home page. Sign in to Oracle and choose the Hiring Manager or Justifier responsibility to get to the iRecruitment home page.  

2. Locate the notification stating that a vacancy or offer needs your approval.

3. Click on the notification link.

4. Enter questions/notes in the text box if necessary. Click on Request Information to send questions back to the initiator, click the Approve button, or click the Reject button.  
1.3. Extending an Offer
1. If you need to initiate an offer to a candidate, then sign on to iRecruitment  and at the home page, click on the Vacancies tab. 

2. Conduct a search for the new vacancy. Make sure the My Vacancies box is checked. Click the Go button to get a list of all active vacancies.  (If the vacancy you are looking for does not show up on the list, then uncheck the “My Vacancies” box and fill out the appropriate fields to conduct the search for the specific vacancy you want to initiate an offer for.) 
3. Find the vacancy in question, click on the small number link in the applicant column to view how many Applicants have applied for the job.

4. Choose an applicant by clicking the box on that line, and then click the Create Offer button. 

5. There are 3 screens to fill out. The first screen, fill out the two mandatory fields for salary information. Then type in text notes to the approver and click Next.  

6. On the 2nd screen of the process, click Next.

7. On the 3rd screen of the process, click Submit.  

