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Employer Candidate Search
1. Introduction
1.1 Geographic Solutions’ Learning Center

Geographic Solutions’
Learning Center

Candidate
Résumeé Search

| i

Transcript:
Welcome to the Learning Center. In this video, we will demonstrate how
employers can search for qualified candidate résumés in the system.

Let's take a closer look at how employers search for résumés.

Please note, our actual system settings and options may differ from those
shown in the video.
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1.2 Candidate Résumé Search

o | Candidate Résumé Search

Candidate search options in the system are designed to find the best qualified job|
' seekers using easy, efficient methods. Be aware that system settings may vary. |

sults View: Sumeary | Detaled
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Transcript:

The system provides thousands of résumés for review. No matter the open
position, there will be job seeker résumés available to perform the tasks
necessary to be successful.

For security, employers must be registered and workforce staff must validate
the registration before employers can review specific candidate information.

System-registered employers are called preferred employers. The steps
discussed in this video pertain only to these employer users.
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1.3 Menu Path

candidates can be accessed from multiple locations in the system.

Employers can conduct a general search for potential candidates as well as review job
seekers that actually applied for one of their positions. The ability to search for

V Quick Menu
Manage Jobs

Candidate Search @

Employer Resoul
‘ ﬂ
B Al 7 Sl &
Desired Work Location (-]
Area (click to change): Florida
Keyword(s) )
Keywords leg l I
& Show Keyward Search Optians

Occupation [+]

LR — )

Transcript:
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There are multiple ways you can search for résumeés. You can start by going

to the left navigation menu.

Click the Candidate Search link in the Quick Menu, although any Candidate
Search location will work. When the screen refreshes, you can search for

résumes using several different options.

Let's review each of these methods and conduct a typical résumé search.

©2021 Geographic Solutions, Inc.

Page 3 of 15



" Geographic
Solutions'

1.4 Résumé Search Options

(| | Résumé Search Options

§There are many ways for employers to find résumés

A4l Résumé Number Search

Transcript:

These are the search options available to conduct a résumé search:

The Quick Search is the fastest way to locate résumés. It allows you to
combine a few common résumé search criteria together. The search results
will often find many résumés to review.

The Advanced résumé Search is much more granular. It provides a more
concentrated approach by allowing you to rank and filter results.

The Job Order Résumé Search allows you to select a job order and use specific
information from that job order to match résumés.

The Résumé Number Search displays résumés that match a résumé number
or partial number that is entered. This is a quick way to retrieve a résumé if
you saved the number.

The External Résumé Search will give you direct access to outside résumé
resources that may contain additional résumés.
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2. Résumé Search Methods

2.1 Walk-through

Walk-through

Transcript:

Let’s review these résumé search processes for employers in more detail.

2.2 Quick Search

o to My Emp P Mary Alverez, View your Profile
w Marketing and Contact Information.

This page introduces you to features available in the system, lets you customize the content

you are interested in, and offers suggestions to you. Please make a selection from the items

below.

vy e | e Con e

W Services Preview

P g

Training Opportunities

training programs and

L L L JoX X J2
v Widgets

oo e _

o Unread Messages I_ﬁ 0 Letters
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Transcript:

Let's start with the Quick Résumé Search by clicking Candidate Search in the
Quick Menu.

There are a limited number of search criteria with the Quick Search.

First, select a Desired Work Location. To change the location, click on the
current location. This creates an Area Type drop-down, where you can
change your area. You can also change your area search using maps from a
link on the left.

Next, search for résumés by keyword. Keywords are usually occupations, or
you can enlarge the search by selecting an occupation group.

Additional search options exist, such as Education, Salary, last modification
date, Veteran status and other sources. You should be prepared to see
dozens of résumés with this basic criteria.

2.3 Advanced Search

Mriome @ rccessoity @My Dubbourt (P SonOut & Servces forInwidas 488 Services for Emplopers 18 Lubor Market Ansisis

o Please make selections from the ranking criteria displayed below.

WMarketing You may w?nqh how important an item is to you by making a selection from (h‘e radio b‘ultc'\s
next to each section. When you are ready to perform a ranking, click the Search button below
to view potential candidates in Florida

Quick Job Qeder Number External
[ Desired Work Location | Ranking | Filter | Residential ]

£xmand &1/ Colaose A
Desired Work Location

Area (click to change): Hillsborough County. FL

Ranking criteria
Occupation
Occupational Experience
Salary

Education Level

Qualifications

I
g

P

©2021 Geographic Solutions, Inc. Page 6 of 15



" Geographic
Solutions'
Transcript:

The Advanced Résumé Search is the most comprehensive candidate search
in the system. Search criteria can be combined to fine-tune your résumé
results.

These search methods include a ranking approach, where you can look for
résumes using criteria you identify as either required or desired. A desired
search will locate specific search criteria plus other résumés that are close

but not exactly the criteria you are looking for.

There is also a filtering criteria section. This takes information from the
résumé and allows you to search for candidate résumés that have those
characteristics.

Finally, you can search for résumés by residential location, which is especially
useful when the job requires candidates to live in a specific location.

Employers will retrieve fewer résumé results from this search even if just a
few search criteria are combined.
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Phriome @ iccossbiny DMy Dvibboord £ SnOut & Service or Il &85 Sevice for Empioyers L Lbor Market Anosia

Please choose one of the methods below to view available candidate

WMarketjng résumés in the area you selected.

Quick Advanced

Résumé Search by Job Criteria

Click the Search button in this section to view résumés based or

Search

We value your input. did you find what you were looking for?

About Settings Services Legal

Sign Out Accessibility For Individuals Privacy Statement
Home Statement For Employers Terms of Use

Site Map Preferred Settings Labor Market Disclaimer

Site Search Page Preferences EEO

Copyright © 1998-2021 Geographic Solutions, Inc. All rights reserved

Transcript:

A rorhelp e format
Number External
Resources 14 Marketing
Protect Yourself Contact Us
Feedback 400 Bay Blvd
Assistance Tampa, FL 33602

Virtual One Stop - Sacobice

O chat

Résumé Search by Job Order Criteria allows you to select one of your existing
job orders from a drop-down, and then conduct a search.

When the screen refreshes, it will show the Advanced Job Search with job
order criteria pre-populated from the job order details. Modify whether you
want the search criteria as Required or Desired. You can also enter

additional criteria if needed.
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2.5 Resume Number Search

Phriome @ iccossbiny DMy Dvibboord £ SnOut & Service or Il &85 Sevice for Empioyers L Lbor Market Anosia

oy Please choose one of the methods below to view available candidate
w Marketing résumés in the area you selected.

- e R

Résumé Number Search

Click the Search button in this section after you have provided a résumé number in the area below.
T

Search

We value your input, did you find what you were looking for?

About Settings Services Legal Resources 14 Marketing
Sign Out Accessibility For Individuals Privacy Statement Protect Yourself Contact Us
Home Statement For Employers Terms of Use Feedback 400 Bay Blvd
Site Map Preferred Settings Labor Market Disclaimer Assistance Tampa, FL 33602
Site Search Page Preferences EEO

Copyright © 1998-2021 Geographic Solutions, Inc. All rights reserved

Virtual One Stop - Sanehice.

O chat

Transcript:

Résumé Number Search lets you search for an existing résumé by its system-
generated ID number. Enter the résumé ID number, or a partial number, to
search for a résumé you may have reviewed previously.

Click the Search button to find results.
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2.6 External Resume Search

Mrome @ rccrisbiny @My Oubbowsd (D SgnOut B Servcmsfor oo 485 Sarvicesfo Employers 18 Labor Market Anbyin

Here you can look for résumés that are available on other web sites.

@Marketing

Launch an External Résumé Site

Click a link to launch an external résumé site.

+ America’s Job Exchange * Job.com

* CareerBuilder * Monster.com Recruiter
« CareerSite Recruiter * Net-Temps
+ Employment911.com * USA Jobs
My Dashboard
We value your input. did you find what you were looking for?

Settings Services Legal Resources 14 Marketing

Accessibility For Individuals Privacy Statement Protect Yourself Contact Us

Statement For Employers Terms of Use Feedback 400 Bay Bivd

Labor Market Disclaimer Assistance Tampa, FL 33602
EEO
8-2021 ine. All rights reserved. Virtusl One Stoj. & Chat

Transcript:

The External Résumé Search will assist you in locating résumeés outside of
your system. Situations may occur, based on the job order qualifications,
where finding candidates may be difficult. This search includes multiple links
to other candidate résumé websites.

You will have to follow the rules of these other websites but it provides a
direct connection to sites, such as CareerBuilder and Monster, from within
your system.

When you are finished working on an external site, simply close the window
to return to your system.
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2.7 Resume Search Results

oy Please choose one of the methods below to view available candidate
w Marketing resumes in the area you selected.
You may enter any combination of search criteria below. When you have completed entering
your search criteria information, click the Search button.

E
E
E

Desired Work Location

|
o/ &

Area (click to change): Hillsborough County. FL

Keyword(s)

Occupation

Education Level

Salary

Résumé Modification Date

Veteran

|

@
S

We value your input, did you find what you were looking for?

Transcript:

Now that we have reviewed the résumé search methods, lets take this

further and show what information is available on potential job candidates
when we conduct a search.

Let's go back to the Quick Search and include some candidate search criteria,
such as:

e Defining the Work Location
e Occupational Keyword, and

e Résumé Modification Date

Click Search

This search resulted in a few résumés. Here you can review the information
in Summary View and Detailed View.
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2.8 Resume Search Results: Summary View

@ My Duhboart [P Sign Out B Services for Indivcbonls 488 Services for Empioyers |48 Labor Market Anaiyin

. Here is a list of active résumés for candidates in Hillsk gh County
WMarketing that matched your criteria.
Y

fou may click the (view résumé) link in the Résumé Title column of the Summary display, to
display the associated résumeé.

A For help click th ti
Your search found 6 résumé(s) that matched your search criteria.
Results View: Summary | Detailed
To sort on any column, click a column title
Name and Source Résumé | Résumé |Résumé Modified  Education Level Desired Salary Action
Location Title Status Date
Burton, 4 Chef #261  Active, 04/07/2021 Associate’s Degree  $16.75 hourly (Approx. $35,000 Details
Corey T Marketing  (View Online  12:00:00 PM annually) or more
Tampa, FL Résumé) Email this
Résumé
Lee, SusanT 14 Chef #266  Active, 04/09/2021 Vocational School $19.25 hourly (Approx. $40.000 Details
Tampa, FL Marketing  (View Online  03:46:00 PM Centificate annually) or more
Résumé) Email this
Résumé
Burman, 4 Chef Cook  Active. 04/09/2021 Associate's Degree  $21.75 hourly (Approx. $45.000 etails
Elaine T Marketing  #265 Online 03:42:00 PM annually) or more
Tampa, FL (View Email this
Résumé) Résumé
Cruz, AmyT 14 Chef I Active, 04/07/2021 Associate’s Degree  $16.75 hourly (Approx. $35,000 Details
Tampa, FL Marketing  #262 Online  01:18:00 PM annually) or more
(View
Bésumé)
Adams, Chris 14 Chef Il Active, 04/09/2021 Vocational School $16.75 hourly (Approx. $35,000 L o (2533

Transcript:

Summary View displays fewer links and less information. Click the link to
View the résumé. At the bottom of the page are links for Contact
Information, References, Save to Favorite Candidates, Email the résumé, or
Print the résumé.

Click Return to Previous Page.

In the Action column, there is a link called Details. Click on Details to review
candidate information through a variety of tabs, such as:

e References

e Drivers License Information
e Candidate Notes

e Print the Résumé

e Contact Information

e Candidate Qualifications

e Employment, Occupational Experience, Education History and Occupational
Licenses, and

« Skills
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2.9 Resume Search Results: Summary View

Phricme @ iccoscoey @DMyDuhbourd £ SunOut & Servicn forindvls &85 Sevice for Empioyers L abor Market Anosis

o o, . -
Skills to Display: | Job Skills

Click column title to sort list

evaluate premises for cleanliness

conduct training for personnel

maintain records, reports, or files

provide customer service

determine food portions

assign work to staff or employees

direct and coordinate activities of workers or staff
inventory stock to ensure adequate supplies
ook in quantity

determine food or beverage costs

follow recipes

measure or weigh ingredients for food preparation

operate baking equipment
Transcript:

At the bottom of the page, you can:
e Search for Similar Candidates

e Save to the Favorite Candidates tab, which is a location where candidates
can be reviewed later, often for other job openings

e Send the Individual a Message. If you locate a great candidate, click on
this link to send them an invitation to interview, and

e View the résumé.
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2.10 Detailed View

Oy Ouinboort £ S5m0t & Service orIndvols &85 Sevice for Empioyers L Labor Market Anosia
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@Marketing

Results View: Summary || Detailed

To so

Adams, Chris 14

T Marketing

Tampa, FL

Burton, 4

Corey T Marketing

Tampa, FL

Cruz, Amy T 14

Tampa, FL Marketing

Adams, Chris 14

T Marketing

Tampa, FL

.......
Transcript:

any column, click'a'collimn title. Current Sort: Name and Location ascendin

Here is a list of active ré és for
that matched your criteria.
v

fou may click the (view résut

mé) link in the Résumé Title column of the Summary display, to

display the associated résumé

tle ding
mé | Résumé  Résumé Modified| Education Level

Name and Source Résu Desired Salary Action
Location Title Status Date

Chef/Cook
#260
(View
Bésumé)

Chef #261
(View
Bésumé)

Chef Il
#262
(View
Bésumé)
Chef Il
263

(View

Active,
Online

Active,
Online

Active,
Online

Active,
Online

04/09/2021
02:17:00 PM

04/07/2021
12:00:00 PM

04/07/2021
01:18:00 PM

04/09/2021
02:25:00 PM

04/09/2021

Vocational School
Certificate

Associate’s Degree

Associate's Degree

Vocational School

Certificate

Associate's Degree

in Hillsk

$16.75 hourly (Approx. $35,000
annually) or more

$16,75 hourly (Approx. $35,000
annually) or more

$16.75 hourly (Approx. $35,000
annually) or more

$16.75 hourly (Approx. $35,000
annually) or more

$21.75 hourly (Approx. $45,000

gh County

details

Email this
Résumé

Details

The Detailed Search option provides more information up front, and it
includes some of the same links as the Summary View.

In Detailed View, there is a link to view the résumé. Under the Action column,
the tabs associated with the Details tab in Summary View are expanded so
that you can select only the candidate information you truly want to see.

This can save time when making decisions whether to contact a candidate or

not.

If you click on Details directly in the header, it allows you to sort the
candidates multiple ways, such as Educational Level, Desired Salary, and
other information, in ascending or descending order.

Click the Sort button to change the order.

©2021 Geographic Solutions, Inc.
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3. Conclusion

3.1 Conclusion

Geographic
’ Solgtions®

Building Integrated Workforce Development Systems

Copyright © 2021 by Geographic Solutions, Inc. All rights reserved.
Virtual OneStop® and Virtual Recruiter® are trademarks of Geographic Solutions, Inc.
Other names and brands may be trademarks of their respective owners.

Transcript:

This concludes the “Candidate Résumé Search” video presentation.

Be sure to access the Learning Center to explore other system features.
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