1. Prepare JD & Post Vacancies 2. Analyze & Shortlist Candidates
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e + Coauthor JDs in Teams » Create Teams with business & HR
+ Connect with HR SPOC for verification » Coordinate availability & acceptance
@ « Open position in Talent Management * Auto Schedule & Sharing Teams Meeting Kickstart Onboarding Process
Tool like Dynamics, ADP etc for interview * Welcome Employee of first
7 Day of Joining!
3. Conduct Interviews to Evaluate Candidates 4. Prepare & Rollout offer
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Offer made!
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HM & HR notified on Feeback from interviews in
Channel

T3] e Virtual Interview on Teams

e Interviewer access QB in the interview and

note feedback in Teams Offer details updated & approved in Teams

5 - Update notes & data in Talent Mgmt Tool Details submit in Talent Tool to notify Candidate



o . . Interviewer conducts interview
Hiring Manager works with Recruiter over Teams meeting.
over 1:1 chat to collaborate and Interviewer takes notes and
build a 'JD to post open role on evaluates using meeting app
external job portal

Newly hired candidates
information is sent to
onboarding team to kickstart
onboarding process

d

Hiring Manager, recruiter and B
interviewers discuss about

candidates in common channel

for process clarifications

? Interviewers use internal
knowledge base, Q&A
o banks to prep for objective

. ) . interviews
Hiring Manager receives candidate

applications. Compares and
analyzes profiles and screens for
subsequent interview stage
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Hiring Managers and recruiters
are notified as candidates
accept offer. The vacancy is
removed from job portals

All recruiters are brought together
to form a Recruiting Team.
Recruiter coordinates scheduling
interviews based on candidate and
interviewer availability

After all feedback is received

hiring Manager and recruiter —
discuss offer terms and roll outs

offer to qualified candidates [



Hiring Manager receives candidate applications. Compares and analyzes profiles and screens for subsequent i

* Hiring Manager and Recruiter

collaborate to create a clear, Q
succinct job description over o
1:1 chat using document ‘ -4
sharing ::o
oy

* Recruiter uses Messaging o
action to prepare a job post
with the finalized job o
description S?

* Recruiter posts the job poston [
Contoso career portal and -
LinkedIn accounts for wider
reach

wee

* Proactive notification alerts
help Hiring manager keep
track of incoming applications

Store

Chat v = @ 3‘5 Daniela Mandera chat Files +
Pinned
Q Ray Tanaka 1:40 PM aa

© Louisa will send the initial list of atte... vacancies available. Can you help with that please?

Beth Davis 1:43 PM

© Thanks, that would be nice.
i@ Kayo Miwa 4/17

© | reviewed with the client on Tuesda... aa Here's the JD. Let me know if this looks good.

I8 Will, Kayo, Eric, +2 12:00 PM Software Engineer Il - Job Description

v Kayo: It would be great to sync with...

ag  August Bergman 1:20 PM
© | haven't checked available times yet

Recent
. Charlotte and Babak 1:58 PM
Babak: | asked the client to send her feed...
gc  Emiliano Ceballos 1:55 PM
o =B
mg Marie Beaudouin 1:00 PM

© Sounds good?

ok Oscar Krogh 6/23
@ You: Thanks! Have a nice weekend

Daichi Fukuda 5/4
© No, | think there are other alternatives we c...

i Kian Lambert 5/3
“®© Have you ran this by Beth? Make sure she is...

Qﬁ Team Design Template 5/2

i@ Reta: Let's set up a brainstorm session for...

B Darren: Thats fine with me

Q‘ Reviewers 5/2

Hi Hilary, | need to post a requirement on our career website for Software Engineer |l role. We have 2

m-

< 2 L Search or type a command

&

Incoming Applications
from Candidates

Click to view

Oo
=]

% call

Sure thing! Can you send me a write up of job description | can use? | will make the posting for you.

danie\a,c0ntoso,com/wgeoﬁeuaﬁélkeqh/]D-SEII.dqik

Type a new message
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Hiring Manager receives candidate applications. Compares and analyzes profiles and screens for subsequent interview stage

£ Search or type a command

* Hiring Manager receives a

notification alert prompting AQ Chat = @ \iﬁ o Charlotte, © Babak / Chat Files + @ You hawe 20 new sppiicants |
. . ctivity o . P
her to check the applications — Elgion e Ab Rl argiao
. . Binned That would be nice, but at most | would
received for the job post. e nne A
chat k Ray Tanaka 1:40 PM TODAY, 2:00 PM _—
. . . o © Louisa will send the initial list of atte... Charoe ne crim SRRl
ul
» With the big canvas view of &
Teams M Beth Davis 1:43 PM @ It would be great to sync with you both EOD to have a quick run through before tomorrow.
personal scoped tab, the @ Thanks, that would be nice. ° g ynewiny a g
H | ring Manager iS ab|e to Ko M1 . This is great progress, if you both can set something up with me to review when you feel you
Calendar 3@0 | :)\//?ewegvv‘—:ith et on T 4 are in a good place for feedback. | have a free slot tomorrow morning.
compare and analyze
ca ndldate prOfIIes D i% \KA;”JJ" Iﬁav)vlgtljigrli:ce’ +rzat to sync withlz:OO o (e
Flles = 2 Y @ Serena, | can help you with the deck today. I've completed the initial costings for spring. @
H August Bergm 1:20 PM
* Onceca ndldateS are sc reened O AB° | P:Ja%zn't Che?ke::\,anameﬁmes yet | can help you with the rollout plan for EMEA as I've been working closely this week with the
. H Y Sabeuc local marketing team to get the timings from the external AD agency and media buying team.
for interview, Hiring manager recant i £ - e s ok
A ecen
pUtS 'togetl.'\er a lelng Team . Charlotte and Babak 1:58 PM That would be a great help, | will call you to discuss at 12.
Wlth |nte rviewers a nd Recru |ter \i Babak: | asked the client to send her feed...
. I've made a start with APAC and LATAM, now 'm just running through the plan for US.
using Graph API 8 e Emiliano Ceballos 1155 PM
Store o == '—’. '_’-
mg Marie Beaudouin 1:00 PM
© Sounds good?
Babak Shammas
Oscar Krogh 6/23 @ ; ; ; ; . .
OK° e e o That's great. | will collate all the r‘natértals from theAmedla a'gency forl buying Iocatlc?ns, foqtfall verses
media costs. | presume the plan is still to look for live locations to bring the campaign to life?
pr  Daichi Fukuda 5/4 o ) )
© No, I think there are other alternatives we c... The goal is still for each local marketing team to be able to target audience segments
ﬂ' Kian Lambert 5/3 | | asked the client to send her feedback by EOD. Sounds good Serena? 1 @
“®® Have you ran this by Beth? Make sure she is...
Al Team Design Template 5/2
A Reta: Let's set up a brainstorm session for...
Type a new message z
N Reviewers 5/2
¥ Darren: Thats fine with me A P © @ @ i =
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All recruiters are brought together to form a Recruiting Team. Recruiter coordinates scheduling interviews bas

and interviewer availability

* Interviewers are encouraged

to share availability, discuss
candidate details, other
process questions inside the
Team and channel

» Calendar Graph APIs help the |
Recruiter in easy scheduling of
interview slots

* Interview mailer templates
from HR KB integration
provides Recruiter with ready,
marketing approved Interview
mailers without switching
context using Task module

* Proactive notification alerts
encourage interviewers to
prep for interview bookings.

Q

Activity

Chat
o0

Teams

Calendar

B

Files

Apps

Teams

Pinned

Marketing
Northwind Traders

Your teams

o2 Hiring @ Software Engineers

06

General
Hiring
Overview

Accounting

Hiring @ Designers

Account Teams

General

Accounting

Finance

Fiscal Year Planning
Strategy

6 hidden channels

_— i Recruitin
= + 2% Hiring P . ®
3 replies 1
&
©
<’ Reply
@ Recruiting
° Hilary Re
@ @s
zleasei An interview has been 1g to candldatles f;r SChe»?ubl!th interview rounds with you.
Oou Cc scheduled With you! ° as per your calenaar avatlabllity
Pasttl <=8 Aaron Brooker
Job IC Software Engineer
Headc
Position Software Engineer II
fm Job ID #718264
> Interview time
“ N 10th April, 2.30pm to 3pm IST o o
Thes with interviews ASAP. Need to get this position filled at the
earli
Interview panel
Daniela Mandera, Kayo Miwa
Shar
[ Acknowledge ] { Swap ] [ View resui
Typean @  Type a message © © 90 "
tp © B

Aaron has booked an
@ interview slot with you

Click to view

all ¥ == wesv

Q
2
.
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’) Interviewers use internal knowledge base, Q&A banks to prep for objective interviews

[ ]
Before the interviews,
interviewers can prep Q Interview with Aaron cChat Files Details Recruiting -+ 4
themselves to conduct e
objective interviews using (9  + Addaction
- Chat
meeting apps
9 app &
. ol o Aaron Brooker e Questions
Interviewers can peruse the ! Software Engineer | 4yrs 8 mos S
candidate resume, profile, ‘ ]
. . . Calendar
feedback from prior interviews Contact Skills Attachments/Links Source
In a meeting tab a & aaron.b@gmail.com JavaScript,‘Java, Object oriented U Resume.pdf @ Contoso career website
Files Q +1-1234566789 S;‘;?;:i‘r:‘;'”g' React)s, Cloud [% portfolio.aaron.com
Interviewers can access the (@)
Recruiting
Q&A knowledge bank pre-
interview meeting and add Timeline
questions that they would like No questions added
H H H 26 Nov, 2020 Stage Hiring team Result There are no questions added to this meeting
to aSk durlng the InterVIeW 14:00 Resume shortlist Daniela Mandera Shortlisted v yet. You can start adding questions from
Qbank by clicking below
Post interview, interviewer Fan 12 Oct, 2020 Stage Hiring team Result = Add questions from Q&A bank
add more feedback, notes in 11:00 Round 1 Ray Tanaka, Hire N
the meeting tab that appears Kayo Miwa
post interview.
Notes + Add a note

No notes yet!
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A M Interviewer conducts interview over Teams meeting. Interviewer takes notes and evaluates using meeting app

Interview with Aaron

Interviewer can make use of B v © 002206 m e
meeting apps on side panel

to view candidate profile Recruiting

details and JD for reference x _

during the interview . I | : Gerview S Quicstion:

Calling & Meeting bot in the o ‘ Jv h Candidate details

interview can help validate : ' - : @ oron ook
candidate’s identity using real =" - % Software Engineer

time facial verification : v 2 Expeience 4158 mos
Interviewers can view past { ; 4 . | Skill

interview rounds feedback to . React)S  HTML  Cloud computing
shape current interview " - " ‘ : Links

questions ’ ‘ ’ | W@

A
ﬁ Resume Peer feedback

’ Facial verification
-

' 1 ! . " ; Job details
b Tl ' Software Engineer ||

Questions added from Q&A
Bank appear on meeting side
panel for the interviewer to
refer to and evaluate the
candidate easily.

Job ID 1
Experience 4
Education B
Type F

Aaron Brooker

® Details
ICINS
Hire*Vue
=5 o i P
Backend E . E - E E
Integrations - -— - -—

Internal Jobs Database Candidates Database Interviews Database Interview Q&A Bank
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Interviewers, Hiring manager
and Recruiter can discuss
interview process, focus areas,
candidates in common Team
and channel as threaded
conversations

Interviewers may share
candidate details as using
Messaging Extension to
discuss about the candidate
with others.

Candidate details shared as
Adaptive cards provide
summary information about
candidate and allows recruiter
to take quick actions such as
scheduling interviews

Backend
Integrations
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Activity

Chat
o0

Teams

Calendar

B

Files

Apps

Teams

Pinned

Marketing
Northwind Traders

5o
Your teams
Y Hiring @ Software Engineers
General
Hiring
Overview

Accounting
Hiring @ Designers

Account Teams

06

General

Accounting

Finance

Fiscal Year Planning
Strategy

6 hidden channels

. L .o . L . L L . . L] .
i Hiring Manager, recruiter and interviewers discuss about candidates in common channel for process clarifications

2 £ Search or type a command Q
= + > Hiring Posts Files OneNote -+ @)
3 replies from Hiring, Daniela and Hillary
"i\ Hillary Reyes 10:23 AM
9 Sure, 1 will speak to the candidate and make the update
<’ Reply

Reccruiting 10:00 AM
O
‘/0

Hilary Reyes has shared prospective candidates for interview.

o O Recruiting
Please
You ca |Search Q
Positic = Aaron Brooker
Job IC Applied | Software Engineer ||
Headc
Eric Ishida
N Round 1 | Software Engineer Il
Thes
earli Sirena Ribeiro
Resume screening | Software Engineer Il
o
& Sar p - Andre Lawson
. Applied | Software Engineer Il
Shar
{ \ Joshua Van
Round 5 | Software Engineer Il
E +  Kadiji Bell
Typean Applied | Software Engineer Il

2 OB E B Oy

it along to candidates for scheduling interview rounds with you.
lours as per your calendar availability

w~ard with interviews ASAP. Need to get this position filled at the

Y

L
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-
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Interviews Database

3rd party SMS Integrations




After all feedback is received hiring Manager and recruiter discuss offer terms and roll outs offer to qualified candidates

* Recruiting bot proactively
notifies when feedback from
all interviewers are submitted
and clear Hire
recommendation is provided

» Hiring manager can work with
Recruiter on Offer terms and
conditions using channel
thread

» Standard offer templates from
hiring system is brought up
with editable terms for
Recruiter to modify terms if
required via Task module

* The revised offer letter is
shared with the candidate to
e-sign

Adobe Sign
Doc:qugm,6
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Integrations
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Activity
Chat
e®e

Teams

Calendar

]

Files

Apps

Teams

Pinned

Marketing
Northwind Traders

Your teams
¥ Hiring @ Software Engineers
General
Hiring
Overview

Accounting
Hiring @ Designers

Account Teams
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General

Accounting

Finance

Fiscal Year Planning
Strategy

6 hidden channels

+

< > £ Search or type a command ) =

- Hiring Posts Files OneNote - e ®

3 replies from Hiring, Daniela and Hillary

@ Hillary Reyes 10:23 AM
o

Sure, | will speak to the candidate and make the update

<’ Reply

@ Recruiting 10:00 AM
©

3 Meet

All interviewers have left feedback
e@ Aaron Brooker

Software Engineer
Position:

Job ID:

Feedback: Recommended to be hired

Everyone in the hiring team has done reviewing Aaron. We've prepared an offer package for Aaron, including proposed salary,
stock and start date. Please review the package and suggest changes if needed.

View/update offer package Make offer

@ Recruiting 10:23 AM
= Daniela, please review the offer package. Once done, Hillary please select Make Offer to proceed with hiring Aaron.

< Reply

Type a new message

y 2 © B @ G B

Software Engineer ||
#718264

Y

Candidates Database

Recruitment System

rd

Interviews Database

o =
0-0

3rd party SMS Integrations




’* Hiring Managers and recruiters are notified as candidates accept offer. The vacancy is removed from job portals

Once the candidate signs the

offer letter, the adaptive card L Teams T 4 ¥ Hiring Posts Files OneNote + o ® B Meet v
refreshes to show that offer e —_—
has been accepted Cl Finved

iEk Marketing

e . . Northwind Traders @ Recruiting 10:00 AM  Updated

Notification is sent to all ‘ » 0 ” g

eams Ye !
stakeholders as offer gets ! ourteams Qfferacecaptad] iy
accepted. ¥ Hiring @ Software Engineers

Calendar General
At this point onwards, D Hiring
candidate becomes eligible for "~ Overview
background check process and Accounting o
HR recruiter may kick start T e
request to start background =
CheCk from bot ca rd button. Apps Account Teams Aaron has accepted the offer and is ready to join on April 30th, 2021.
General Position:  Software Engineer ||
Once the open position has e JobID:  #718264
been filled, the bot reminds Finance Vst | | Viewresume
the HR recruiter by notifying Fiscal Year Planning
in personal SCOpe tO remove Strategy 3 replies from Hiring, Daniela and Hillary
the job post from external 6 hidden channels 6\ Hillary Reyes 10:23 AM
portal ° Sure, | will speak to the candidate and make the update
<’ Reply
Type a new message
€3 b 2 0 @B B B>

,oN v—_

e-0 4=

Job Portals Candidates Database Recruitment System Background Check App Interviews Database
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Newly hired candidates' information is sent to onboarding team to kickstart onboarding process

* As Recruiting app adds the

< > £ Search or type a command

Candidate as new employee in Q [_' Onboardil‘lg Chat Hiring Timesheet Onboarding Settings About

Activity

the employee database,
Onboarding app gets new 5,
employee information "

®))

* Onboarding app sends a
proactive bot notification to
HR recruiter intimating about

the new employee. %

« At click of bot card button, B
Graph APl sends onboarding |
guidelines as email to the new @
employee waiting to be -
onboarded

* Onboarding kit sends pre-
defined templates of
onboarding mailers curated in
Recruitment system.

Apps

Backend
Integrations

Employees Database

4 : Onboarding 2:00 P

Incoming New Employee!

Aaron Brooker

Software Engineer
It looks like a new employee has been hired in your org recently.
Following activities need to be completed to allow a smooth
onboarding process-
« Send onboarding kit with Day 1 details
« Procure and assign assets
« Prepare a desk space

Allow me to help you with these =

Send onboarding kit Contact

Type a new message

Y 2 @ @ B &

= .
0-0

3 party SMS Integrations Recruitment System
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