TYPICAL RECRUITMENT WORKFLOW

Hiring need is
identified

Job requisition is
created and
approver(s) are
selected in the ATS

Job information is
posted to the DC
corporate website for
viewing by applicants

In a tiered order, the
requisition is approved

Applicants enter
personal information
online (i.e. apply for

the job)

Applicants respond to
screening questions in
ATS as part of
application process

The ATS sends an
automatic
acknowledgement
email to applicants

The ATS filters/flags
applicants that do not
meet screening
requirements and
resumes are kept on the
Contractor’s server

Hiring manager
reviews and approves
applicants for further

consideration

HR updates the applicants
records in the ATS and
shortlisted applicants are
contacted for further
electronic testing

Completed applicant tests
are directly uploaded to
the ATS through the
applicants’ accounts.

Hiring managers review
tests and make a
decision on whether to
proceed with applicant

Interview(s) are set
and potential
candidate(s) are
contacted;

When interview(s) are
complete, the hiring
manager decides on

successful candidate(s)

for job;

Results are sent to
candidate(s) via e-mail;

HR closes the job in
ATS;

Unsuccessful
candidate(s) move to
talent pool (electronic
file in the cloud).




