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Ground Rules

Be on time
Turn off your cell phones
I when in class
Participate actively in
v class; refrain from email
€ and internet use

Attendance

Take breaks as needed

Feel free to ask questions




Course Overview

Course Description This course provides a comprehensive review of the Recruitment

Processes.

This course consists of the following modules:

Module 1: Course Introduction
Module 2: Introduction to INFORMS Query
Module 3: Course Summary

Training Audiences

Department Personnel Representative
HR Central Administrator Technician

HR Central Position Administrator

HR Central Compensation Administrator

Prerequisites

ERP 101 — Overview of INFORMS
ERP 102 — INFORMS Navigation and Online Help
HCM 101 — Human Resources Fundamentals

Estimated Duration °

4 Hours and 30 Minutes
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Course Outline

Module 1: Course Introduction
Module 2: Recruitment
« Lesson 1: Create a Job Opening
o Lecture 1: Create a Job Opening
* Lesson 2: Candidate Selection
o Lecture 1: Screen Applicants for Minimum Qualifications and Preferences then Apply Results

o Lecture 2: Company ldentifier
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Course Outline Continued

! « Lesson 3: Employment Offer and Acceptance

o Lecture 1. Employment Offer
o Lecture 2: Update Candidate Status

L

* Lesson 4: Onboarding Activities

= o Lecture 1: Preparing for Hire
B o Lecture 2: Manage Hire
— o Lecture 3: Transfer an Employee to a New Position (Lateral)
] o Lecture 4: Verify the Employee Transfer

Module 3: Course Summary




Module 1: Course Introduction

Module Topics

Course Administration and Logistics
Learning Objectives

Roles and Responsibilities

Navigation

Purpose and Benefits

The End-to-End Business Process
Introduction to Activities and Exercises




Course Administration and Logistics

To receive credit for
completing this course,
Users must record your
attendance at the
beginning and end of class

Please turn off your cell
phones and refrain from
checking email and the

Internet while in class

Take Breaks at scheduled
times

Actively participate in
class

Be back from Breaks on
time

Ask questions; this is your
time to learn
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Learning Objectives

At the conclusion of this course, participants will be able to

* Create a Job Opening

« Screen Applicants for Minimum Qualifications and Preferences and
Apply Points

* Employment Offer

* Prepare for Hire

- Manage Hire

» Transfer an Employee (Lateral)

* Verify the Employee Transfer




Roles and Responsibilities

The roles and responsibilities associated with this course:

Role Responsibilities

Department Personnel The Department Personnel Representative is responsible for reviewing and
Representative approving Employee Self-Service and Manager Self Service transactions.
Constitutional Office The Constitutional Office Department Personnel Representative is responsible
Department Personnel for reviewing and approving Employee Self-Service (ESS) and Manager Self-
Representative Service (MSS) transactions.
HR Central Position The HR Central Position Administrator is responsible for creating, reviewing,
Administrator editing and approving position edits and reporting.
HR Central Administrator The HR Central Administrator Specialist is responsible for Job Data changes.
Specialist The HR Central Administrator Specialist can review and audit Manage

Hire transactions.
HR Central Compensation The HR Central Compensation Administrator is responsible for Job Code
Administrator tables, Salary Plan Table, Non-Person Profile, Recruitment Questions-sets

and Review/Approve job openings within their approval path.
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Finance / Supply Chain (FSCM)

L,
lal

Employee Self-Service
K
=P |

COMING SOON

Analytics {OBIA)
ih
AL

COMING SOON

Approvals

4363

Manager Self-Service

0 =L

ey )
COMING SOON

Capital

1%

[

COMING SOON

Budget

é@

Human Resources (HCM)

COMING SOON

Security Request Form

-
—

COMING 500N

ms
Scorecard

L . .

1H
Learning (ELM)

Zm

COMING SOON

About

uyferms

= |
=T

Recruiting

HR Administration

Performance Administration

Human Resources (HCM)

DPR Self-Service

Time and Absence

132 Unprocessed Employess

2738 Exceptions

Forms and Approval - HR Forms

Company Directory

&
pog

10




'

Purpose and Benefits

The purpose and benefits of the Recruitment business process include:
« Automation of County business processes
» Job Opening - Defaults from Position details
« Default Compensation, Add/Remove Components of Pay and Calculate Adjusted Rate
* Integrated payment and accounting for expense reimbursement.

« Consolidated Benefit Billing System — Leave Of Absence (LOA), retirees and benefit billing all
In one system

- Data persistence — INFORMS data is never deleted, only past-effective dated

» Decreased data redundancy - Perform all recruit to hire activities in a single common system -
eliminating manual data re-keying

« Employee empowerment - employee self-service and manager self-service interfaces are
intuitive, easy to use and available on demand on multiple devices and platforms

* Enhanced data retrieval - rapid pro forma and ad hoc report development and deployment
capabilities




Purpose and Benefits Continued

* Robust technical platform — high on-demand availability with minimum downtime, scalable and
! extensible, rapid deployment of system upgrades, continuous improvement, iterative

development, data security

« Streamlined operations - Automated email notifications, approval routing, consistent business
process between Departments, electronic signatures, reduced processing time with online
transaction processing, rapid data retrieval via ad hoc query capability, seamless integration

- between County systems
= « Company — A distinct legal or financial entity, such as Miami-Dade County or a Constitutional

Office, that operates with its own accounting and financial reporting structure, allowing for
* separate tracking of revenues, expenses and budgets

MIAM




End-to-End Business Process

MIAMI DADE COUNTY RECRUITING

BUSINESS PROCESS
Submit Job Approve/Reject Approves/Rejects Approve/Rejects  Job Opening Approved &  Administers
Opening I.,ll;b OpemJng pﬂob OpemJng Jp;!b Openir{g & Posged to Candidate Recruiting
Job Offers Gateway Process

-

v

‘>a

o AN i
DEPARTMENT CENTRAL BUDGET HR CENTRAL COMPENSATION TALENT MANAGEMENT DEPARTMENT
PERSONNEL ADMINISTRATOR ADMINISTRATOR CENTRAL RECRUITER PERSONNEL
REPRESENTATIVE (DPR) ) REPRESENTATIVE (DPR)

The Central Budget The HR Central Compensation The Talent Management
The Department Personnel Administrator is Administrator is responsible for Job Department Recruiter is The Department Personnel
Representative is responsible responsible for reviewing Code tables, Salary Plan Table, Non- responsible for creating, Representative is responsible
for reviewing and approving and approving job Person Profile, Recruitment reviewing and editing all job for reviewing and approving
Employee Self-Service and openings and new Questions-sets and Review/Approve openings and job positing Employee Self-Service and
Manager Self Service position requests within job openings and new position content; responsible for Manager Self Service
transactions. their approval path. requests within their approval path screening applicants; transactions.

approving job offers; and has
countywide view of all
recruitments.
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End-to-End Business Process

Submit Job
Opening

-

ol

CONSTITUTIONAL
OFFICE DEPARTMENT
PERSONNEL
REPRESENTATIVE (DPR)
The Constitutional Office
Department Personnel
Representative is responsible
for reviewing and approving
Employee Self-Service and
Manager Self-Service
transactions.

CONSTITUTIONAL OFFICE RECRUITING

BUSINESS PROGESS
Approve/Reject Approves/Rejects Approve/Rejects  Job Opening Approved &  Administers
I?l';b OpemJng pﬂob OpemJng J"g'b Openir:g & Posged to Candidate Recruiting
Joh Offers Catenay Process
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AN o
CONSTITUTIONAL HR CENTRAL COMPENSATION TALENT MANAGEMENT CONSTITUTIONAL OFFICE
OFFICE BUDGET ADMINISTRATOR CENTRAL RECRUITER DEPARTMENT
ADMINISTRATOR ) PERSONNEL
The Constitutional Office ~_ The HR Central Compensation The Talent Management REPRESENTATIVE sopn)
Budget Admini is Is for Job Department Recruiter is The Constitutional Office
responsible for reviewing Code tables, Salary Plan Table, Non- responsible for creating, Department Personnel
and approving job Person Profile, Recruitment reviewing and editing all job Representative is responsible
openings and new Quesiions's_els and Review/Approve openings and job positing for reviewing and approving
position requests within job openings and new position content; responsible for Employee Self-Service and
their approval path. requests within their approval path screening applicants; Manager Self Service
approving job offers; and has transactions.

countywide view of all
recruitments.
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Introduction to Activities and Exercises

You will take part in two types of hands-on learning throughout
this course.

Training Training
Activities Exercises
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Module 2: Recruitment

Module Topics

Module Introduction
Lesson 1: Create a Job Opening

Lesson 2: Candidate Selection
* Lecture 1: Screen Applicants for Minimum Qualifications and Preferences and Apply Points

Lesson 3: Employment Offer and Acceptance

Lesson 4: Onboarding Activities

Lecture 1: Preparing for Hire

Lecture 2: Manage Hire

Lecture 3: Transfer and Employee to a New Position (Lateral)
Lecture 4: Verify the Employee Transfer

16
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Lesson 1: Create a Job Opening

At the conclusion of this lesson, you will be able to:
» Create a Job Opening

17
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Lesson 1: Key Terms

Term Definition

Recruiting Location

Job Profile

Recruitment Contact
Recruitment Area
Recruiter

Relative Open Date

Company

The location in which the interview will be performed.

When jobs are posted, the recruiting location is visible to applicants.
The set of competencies and responsibilities that apply to workers in

the same job, position, or salary grade.
The HR Central Recruitment contact for the open job.

The location in which the interview will take place.
The department’s representative and contact for the open job.

The date in which a job will be visible to applicants in relation to the
approval date. The system calculates the posting date and displays it
In the Post Date field, which becomes unavailable for entry.

A distinct legal or financial entity, such as Miami-Dade County or a
Constitutional Office, that operates with its own accounting and
financial reporting structure, allowing for separate tracking of
revenues, expenses, and budgets.

18
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Lesson 1: Create a Job Opening

« Job Opening - Defaults from Position / Non-Person profiles

» Departments can attach the question sets specific to the job opening
In the advertisement (with compensation approval).

* Departments can work with Central HR for enhanced screening.
 Additional applicant statuses for enhanced applicant tracking




Lesson 1: Create a Job Opening
Continued

As a DPR, create a job opening.
1. Select the Human Resources (HCM) tile.

mployee Sell-Service Manager Seif-Service Human Resources (HCM) nng
Mg Qe ‘.‘." E
- :é».-: = COMNG $00N H
Analytics (OBUA| Capttal Security Request Foem About
"9 I, .
o Bidl = inferms
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Lesson 1: Create a Job Opening
Continued

2. Select the Recruiting tile.

21
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Lesson 1: Create a Job Opening
Continued

3. Select the Recruiting Activities tile.

22




Continued

4. Select the Create pane.

< Recruiting

= Create
Create Job Opening

“Re

IIIIIIII

5 5. Select the Create Job Opening pane.

ruiting Activities

Job Opening Type

*BusinessUnit FN
eeeeeeeee
PPPPPPPPPPPPPP
oooooooo
cruiting Location

Job Posting Title

Lesson 1: Create a Job Opening
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Lesson 1: Create a Job Opening

Continued

6. Input or search for the

Position Number.

/. Input or search for the

Recruiting Location
number.

8. Select the Continue
button.

Q Search
== Create
Create Job Opening

[=! Applicant Lists

“  Primary Job Opening Information

ob Opening Type Sl

*Business Unit FN

Recruiting Activities

eeeeeeeee

Position Number

ole 2 o '
b

8

3

View Profile

Continue
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Lesson 1: Create a Job Opening

Continued

9. Input or search for the

Recruiter detalls.

10. Input or search for the

Hiring Manager details.

11. Input or search for the

nterviewer details.

12. Select the Add Job
Posting button.

25




Lesson 1: Create a Job Opening

Continued

13. Select the applicable
Destination from the
list.

14. Select the applicable
Posting Type.

15. Select the applicable

Relative Open Date.

nput the applicable

Remove Date or input
the applicable Posting
Duration details.

17. Select the OK button.

16.

Posting Infermation

mmmmmmm
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Lesson 1: Create a Job Opening

Continued

18. Select the Save and
Submit button.

Hiring Manageds
Wime Maniaged 1D Primasy
[Cuorna Chesler [ ting)
i Firmg Manager Agd Hiring Manager Tean
ImeEyiewers
T Imterveswer 1D
aden Futier DN
Add Iritervirmsr i leeivarwed Team
Postings Primary Pesting
SECRETARY
i Add Job Postieg
soe
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Lesson 1: Activities and Exercises
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Lesson 1: Lesson Summary

Having completed the Create Job Opening lesson, users should

5 be able to:

» Create a Job Opening
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Lesson 2: Candidate Selection

At the conclusion of this lesson, you will be able to:

« Screen Applicants for Minimum Qualifications and Preferences then
Apply Results

MIAM




Lesson 2: Candidate Selection Continued

APPLICATION ASSESSMENT

BUSINESS PROCESS
Apply Veteran's Evaluate
Preference Candidates
ol e A
HCM CENTRAL RECRUITER Department Personnel
Representative (DPR)/Department
Recruiter
+ Evaluate Veteran's Preference and « Review Applicants Linked to a Job
Apply Points Opening

= Rate Applicants
» View and Update Screening Criteria
= Apply Results to Update Dispositions

MIAM
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Lesson 2: Key Terms

Term Definition

Company ldentifier

Veteran’s Preference Points

An identifier associated with each Employee that determines which
Company (i.e. Miami Dade County or a Constitutional Office) that they
are employed by. This company identifier will allow Constitutional
Office employees to be distinguished from Miami Dade County
employees.

Veteran’s Preference Points are awarded based on the
documentation provided by the candidate to HR Central Recruitment.
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Lesson 2: Candidate Selection Continued

As a DPR, create a job offer.
1. Select the Human Resources (HCM) tile.

Emgloyee Selt-Service Manager Self-Service Human Resowrces (HOM) | Learning (EL
B
o o an
S (émn) C{H
[ o C oon
coMNG COMNG S00N
Asalytics (OBIA) Capttal Securty Request Foem Avout

If?; il = inferms
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Lesson 2: Candidate Selection Continued

* Once the job opening has closed the HCM Central Recruiter will
review applicants and apply Veteran’s Preference points to
applicants that are claiming preference.

* The department recruiter will start the screening process to develop
an eligible candidate pool for interview consideration.

* Once the minimum qualifications screening process has been
completed, results will be applied in the system.
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Lesson 2: Candidate Selection Continued

2. Select the Recruiting tile.
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Lesson 2: Candidate Selection Continued

3. Select the My Job Openings tile.
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Lesson 2: Candidate Selection Continued

4. Select the View Job Opening button.

Anshjtics
Dpeing Ag
Jobs O 3 ety domnd
tivea. (=
TitleLiod i Recruiting Location Hiring banager Duarys Open Mo Action Taken Applicants
uuuuuuuuuuuuuu B R
. Dz Rzl i i
T
nnnnnnn - Joks Cipened Closed
oHTES Miarm Beach it 0
Prokace Officer ‘maifion Siory OAG
eer] Soutwest hido Rowele
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Lesson 2: Candidate Selection Continued

5. Select the Applicant Screening tab.

Manage Job Opening
4=Retum | §5Search Job Openings | *f]Previous | sf]Next | ® Create New | 7 Refresh +Add Note € Print Job Opening
Job Opening ID 89205 Status 010 Open
Job Posting Title Finance Collection Specialist Business Unit FN (Finance)
Department FN06100100 (CREDIT & COLLECTIONS)

Job Code 000308 (Finance Collection Specialist)
Position Number 00021192 (FINANCE COLLECTION SPECIALIST)

Applicants Applicant Search Applicant Screening Activity & Attachments Details

MIAM
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Lesson 2: Candidate Selection Continued

6. Select Minimum Qualifications from the Run list.
/. Select the Go button.

Manage Job Opening

@ Return | hSearch Job Openings | @ Create New | Y Add Note | & Print Job Opening

Job Opening ID 89205
Job Posting Title Finance Collection Specialist
Job Code 000308 (Finance Collection Specialist)
Position Number 00021192 (FINANCE COLLECTION SPECIALIST)

Applicants Applicant Search Applicant Screening Activity & Attachments Details

Screening Levels Screening Results

Run  Select... v Go Process Monitor 4,

MIAM
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Lesson 2: Candidate Selection Continued

8. Select the Process Monitor link.

Manage Job Opening

@=Return | @b Search Job Openings | @ Create New | Y Add Note | & Print Job Opening

Job Opening ID 89205
Job Posting Title Finance Collection Specialist
Job Code 000308 (Finance Collection Specialist)
Position Number 00021192 (FINANCE COLLECTION SPECIALIST)

Applicants Applicant Search Applicant Screening Activity & Attachments Details

Screening Levels | Screening Results

Run = Minimum Qualifications v Go Process Monitor «,

MIAM
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Lesson 2: Candidate Selection Continued

Note: A new window will open. _—

Select the Refresh button until =

Run Status = Success and -

Distribution Status = Posted. e e o

9. Select the Search Job U e S e
Openings Tab tab from the e e e e =
browser.




Lesson 2: Candidate Selection Continued

10. Select the Apply Results button.

Saving Page ¥
dnfeturn | @ Recruing Home | §iSearch Job Openings | *lPrevicws | affbet | & Conate New | 50 Clone | 57 Hote | SiPrint Job Opening Peronace
Job Dpening 1) FHTH Status 10 Ot
Job Peading Tille FARK SEFNVICE AIDE Business Unit PR (Farks, Recreaton & Open Spce)
JobCode DITZ (Park Service Aide) Depariment PRIGIDNIN]D (PARKS, REC & DPEM SPACES)
Position Number 55000784 [PARK SERVICE AIDE)
Appcanty Aoplari fearth  Applicant Sceeeing Acrety & Anachmenty ]
Screeaing Lewely Screening Resulty
Fun | Selss W [+ Procisis Moalior %5
T —
Scieening Levels O
] 111
Select  Job Code Job Code Mams Primary Job  Screening Level LustRunDale  fPESCAOL  Appcasts  Appheans  LMRRRS submimed By
# 02 Park Serice Alde = 1 Maramoars Cualihe abons 120921 12.85P0W 1 1 o 1 Desna Ky
Apphcasts [T
"5 q 101 View il
Sefect Score Frints Apphcant Rame Applicant ID Diagaaiticn: Screening Result sl Statuy Date Applicant Type Fowle \iiew Rating
[ 1] Jenader Loper o ] 50 Elgubie. Passed ] Rkl ] Exiemal Agphcan Y F
Select A1 Destiect i1 Hows Merge
deletes | QRecnateg Home | Pitewen b Opetanert | *TPecen | oThest | W Copate New | TRCRAE | 050 Nate | SPTed Job Opbmsg Tog ol Page
MIAM
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Lesson 2: Candidate Selection Continued

11. Select the OK button.
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Lesson 2: Candidate Selection Continued

The Company Identifier will allow Constitutional Office (CO)
employees to be distinguished from Miami-Dade County (MDC)
employees. It will associate the Company (i.e. Miami-Dade County or

Constitutional Office) that each Employee is employed by with an
identifier.

On the Applicants tab, DPRs will be able to see the Company
|ldentifier. Applicants will be identified under both the Company and

Business Unit tab. Employees under the MDC company will be
distinguished by their business unit.

MIAM




Lesson 2: Candidate Selection Continued

Applicants Applicant Search Applicant Screening Activity & Attachments Details
All Applied Reviewed Screen Route
(73) (0) (0) (0) (0)
Applicants @
B Q
Select Applicant Name Applicant ID Type Company Sﬂis;iness Disposition
941447 Employee CL CL Reject
938001 Employee CL CL Reject
942053 External MDC PA Reject
968252 Employee TC TC Reject
901433 Employee CL CL Reject

45
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Lesson 2: Activities and Exercises




Lesson 2: Lesson Summary

Having completed the Create Job Opening lesson, users should

5 be able to:

* Create a Job Offer

47




Lesson 3: Employment Offer and
Acceptance

At the conclusion of this lesson, you will be able to:
5 » Create a Job Offer




Lesson 3: Employment Offer and
Acceptance Continued

Employment Offer and Acceptance
BUSINESS PROCESS

Evaluate Route Applicants
Candidates

=P

[C N
Department Personnel Central Recruiting
Representative (DPR)
The Talent Management Central

Recruiter is responsible for creating,
reviewing and editing all job openings
and job positing content; responsible for

screening applicants; approving job
offers; and has countywide view of all

recruitments.

The Department Personnel
Representative is responsible for
reviewing and approving Employee Self-
Service and Manager Self Service
transactions.
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Lesson 3: Key Terms

Term Definition

The amount of money an employee regularly earns before any
5 Base Salary

additions or deductions are applied to their earnings

J The status of the candidate during the pre-employment process. The
Candidate Status candidate status identifies the various steps of department specific

[ ] pre-employment activities.

50




Lesson 3: Employment Offer and
Acceptance

 This is where an employment record instance is created in
INFORMS. The employment record is central to the employee
and serves as the foundation to other modules within the system
iIncluding pay, leave, benefits and retirement.

* Applicant and job information is automatically transferred to the
manage hire template to reduce manual entry.

* Applicant statuses are updated for enhanced applicant tracking.
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Lesson 3: Employment Offer and
Acceptance

As a DPR, create an employment offer.
1. Select the Human Resources (HCM) tile.

ces (HOM) I Learning (LMY
- .
® A (lll) E
- :C’ih". helﬂ COMNG 100N H
Analytics (OBIA Capital Securty Request Form About

'"_ " | 2 .

7, (4 Ef- - " ’= g ~ A .
B | oW o| £ |imerms
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Lesson 3: Employment Offer and
Acceptance

2. Select the Recruiting tile.
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Lesson 3: Employment Offer and
Acceptance

3. Select the My Job Openings tile.
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Lesson 3: Employment Offer and
Acceptance

4. Select the View Job Opening button.

Clear Search

Job Op 3 resully foend 8 Cresded by be”
At = 2laln
[ iting ILocation Hiring Manager Durys Open jo Action Taken Applicants
MMMMMMMMMMMMMM
Doy Rezaed 0 1
EEEEE
n Miarsi Beach 1
Police Oficer oaiton Story DAG
b Soutwest Addo Rosele:
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Lesson 3: Employment Offer and
Acceptance

5. Select the applicant’s name.

Manage Job Opening

| B b = | & ? | & b ning Pe 26
Job Opening ID 89205 Status 010 Open
Job Posting Title Finance Collection Specialist Business Unit FN (Finance)
Job Code 000308 (Finance Collection Specialist) Department FN06100100 (CREDIT & COLLECTIONS)

Position Number 00021192 (FINANCE COLLECTION SPECIALIST)

Applicants Applicant Search Applicant Screening Activity & Attachments Details
All Screer 1 F
(210) 202
Applicants
H Q
Select Applicant Name Applicant ID Type= Company B:;’m” Disposition Application Resume Mark Reviewed Route Interview Reject Print
zabeth Madera 955451 Employee MDC D Eligible i @ “ [ @ =)

56




Lesson 3: Employment Offer and
Acceptance

6. Select the Other Actions link. Select Prepare Job Offer from
drop-down menu.

g ID 89205 Status 010 Open
[Title Finance Collection Specialist Business Unit FN (Finance)
ode 000308 (Finance Collection Specialist) Department FN06100100 (CREDIT & COLLECTIONS)

pber 00021192 (FINANCE COLLECTION SPECIALIST)

larch Applicant Screening Activity & Attachments Details
je
1-25 of 246 v » »
he Applicant ID Type= Company Business Disposition~ Application Resume Mark Reviewed Route Interview Reject Print Med Test Vetorans'
Unit Preference
ra 955451 Employee MDC D Eligible o 2 “ s (%] =) ¥ Othe
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Lesson 3: Employment Offer and
Acceptance Continued

/. Input or search for the

Hiring Manager.

8. Input the Start Date.

9. Select Base Salary
from the Component
list.

10. Input the Offer
Amount.

11. Input appliable details in
the Comments field.

12. Select the Submit for
Approval link.

eeeeeeeeeee

Job Opening ID 89205
llllllllllllllllll

Finance Collection Specialist

FINANCE COLLECTION SPECIALIST

Gabriel Hernandez Jr

Generate Letter

Add Applicant Attachment

eeeeeeeeeeee

Add Organizational Attachment
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Lesson 3: Employment Offer and
Acceptance

13.Select the OK button.

= Save as Drafi
You have successfully submitted Elizabeth Madera's job offer. (0,0) Submit for Ap
Post
e ® Unpost
ffer Expi Lo o NIES i Add Revised

Appli i’ =
By Delete Offer
Preferred Contact Not Specified & Edit Offer
Notify Applicant

MIAM
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Lesson 3: Activities and Exercises




Lesson 3: Lesson Summary

Having completed the Employment Offer and Acceptance lesson,
5 users should be able to:

 Offer Job Employment




Lesson 4: Onboarding Activities

At the conclusion of this lesson, you will be able to:
5 » Prepare for Hire
« Manage Hire

 Transfer an Employee to a New Position (Lateral)
* Verify the Employee Transfer




Lesson 4: Onboarding Activities
Continued

* The DPR role completes the Manage Hire process.
e Data elements default from Position Data.

« Components of pay will be included as part of the Manage Hire
process replacing the Personnel Change Document.

« Walvers and interim hires will need documentation completed
beforehand and attached to the job opening.




Lesson 4: Onboarding Activities
Continued

 This process is used to generate an Employee ID and manage the
employee throughout his/her career.

* Any documentation provided during the application process, such as
degrees and certifications, is transferred over to the employee profile.

« Central Human Resources will review and audit all manage hire
activity on a daily basis.




Lesson 4: Key Terms

Term Definition

Employee Profile

Time Reporter Type
Time Reporting Template

Workgroup

Taskgroup

The central location of an individual’s attributes. The profile tracks
employees’ skills, competencies, and accomplishments. It can be
utilized in career planning, for identifying training needs, for
performance management and in the recruitment process for

checking minimum job requirements.
Determines the information of an employee must provide for work

hours on the timesheet, Punched or Elapsed.

Determines fields used for time entry. There is an Elapsed Time
Reporting Template and a Punch Time Reporting Template.

Grouping of employees that share common Time and Labor attributes

and rules.
A taskgroup identifies the valid, default time reporting templates, task

template, and task profile(s) for employees with the same task
reporting requirements. Each employee must be associated with one

taskgroup.
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Lecture 1: Prepare for Hire

As a DPR, prepare an employee for hire.
1. Select the Human Resources (HCM) tile.

mployee Sell-Service Manager Seif-Service Human Resowrces (HOM) carming
g il o @) E
- :O.-lhl) = COMNG 100N Q
Anatytics (OBIA| Capital Security Request Foem About
hoe | N PP
I} Big| = inferms
comma soom jm,,_k{ . i sndu s p
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Lecture 1: Prepare for Hire Continued

2. Select the Recruiting tile.
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Lecture 1: Prepare for Hire Continued

3. Select the My Job Openings tile.
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Lecture 1: Prepare for Hire Continued

4. Select the View Job Opening button.

Job Op 3 newats o s Created by Me™
shoea (3 54l n
T Titing Location iing anager Durys Oipen Mo Action Taken pelicants
IIIIIIIIIIIII WEY
Droaslad Riaed 1
CRETARY
M Beach
Pokce Oficer oaition Stery DAG
. Soutwest Addo Rosele
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Lecture 1: Prepare for Hire Continued

5. Select the applicant’s name.

Manage Job Opening

n | @ Search Job Openings | ®

Job Opening ID 89205
Job Posting Title Finance Collection Specialist
Job Code 000308 (Finance Collection Specialist)
Position Number 00021192 (FINANCE COLLECTION SPECIALIST)

Applicants Applicant Search Applicant Activity & Details
All e S
(210)
Applicants
H Q
Select Applicant Name Applicant ID Type= Company
955451 Employee MDC

Business
Unit

D

Disposition

Eligible

Status 010 Open
Business Unit FN (Finance)
Department FN06100100 (CREDIT & COLLECTIONS)

Application Resume Mark Reviewed

@

Route

Interview

Reject

Print
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Lecture 1: Prepare for Hire Continued

6. Select the Applicant Data tab.

Name Elizabeth Madera
Applicant ID 955451
Applicant Type Employee
Status 010 Active

Applicant Activity Notes Applicant Data

Personal Information | References | Eligibility & Identity

Interested Parties

MDC Medical History

71
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Lecture 1: Prepare for Hire Continued

/. Select the Eligibility & Identity link.

Name Elizabeth Madera
Applicant ID 955451
Applicant Type Employee
Status 010 Active

Applicant Activity Notes Applicant Data

Personal Information | References || Eligibility & Identity

Interested Parties

| MDC Medical History

12
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Lecture 1: Prepare for Hire Continued

8. Select the Add National Identification button.

Manage Applicant

Sarve

dufetun | Recniting Home | 9 Seareh Apptcasty | JFMext | SoCraate Af Flasi ol | Basgdan
Rame Doy Wafens
Applicant 10 BXIZ84
Apphcan Typs Exiaimal Appieust
Satws 01D Aot

Personaice
Prefered Contact Mot Specilied

Phane 1111119111
Effd gk b irmang muited ade i
Aodress 3525 Mils e Wi, FL 3123
ADhzant Aokaly Holes Applicant Deta Interesied Partes
Prerypesl indrmaton Felorences | (Elgiality § dendsy |

WD Mpdicl History
Perscnal Infonmatces

Date of Dirth 04231389

*Marial States | Usknown
“Gender  Female

v
.".

|- LIET]

National Identification

“Country *Mational It Type  Description [Fa——

[1:2) Q4 s5m5 O Lot 5 Dgta ol 558 TTEN @ i
1 A Mot e reficatan |
Citizénship

Wiy Clizerribp hag been aoded dor iy applicani

Add Citibenahig

Visa Permil
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Lecture 1: Prepare for Hire Continued

9. Input or search for the
Country.

10.Input or search for the
National ID Type.

11.Input the National ID.

12.Select the OK button.

nnnnnnnnn

Wisa Permil

inferms
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Lecture 1: Prepare for Hire Continued

13.Select the Edit button.

A
Manage Applicant
Save defetun | fhRecniing Home | A Searh Apclcants | ofMNext | SeCrepte Applcasl | PASdNate | ERAsdss Lt | TRASd Aspleaton | LrChange Stak Penonaice
Name Doy bahews Prelersed Comtiact Mol Speciled
Applicani D E0028 Phone 11111910111
Applcant Type Extermal Applicss! Errdl pobs fihivnpn msrad e gin
Stwa D0) Aotve

Address 3575 Hils A Miami, FL 10129

Appacant soity Moles. Applicant Data Interesiad Parbes
Perinaal indernaton Relerences | (Elgialy £ dend8y | WD Modicl Hisdory

Perscnal Infonmance

Date of Dirth 04231389

1= “Mardal Staten  Unknown Ak
“Geader | Female bl

Husa

National Identification

“Country "Mational ID Type  Description Maticaal 1D

s Q  sons O Lot 5 Digitn of 554 I a il

usa Q9 0. Social Secuty Nembsr 555555555 & i
Addd Maticenl Idennfic st

Citizenship

o Clicenstp has been adted o this appicant

Add Citizenship
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Lecture 1: Prepare for Hire Continued

14.Unselect the Primary
checkbox from the
original National ID.

15.Select the OK button.




Lecture 1: Prepare for Hire Continued

16.Select the Save button.

Al
| JIET
National Ideniification
“Couniry Mational I Type [Deseripiion Naticnad I
usa Q) sam 0 a2 5 Digitn of S350 TS & o
USA a 0 Socid Sacurty Mot 555555555 4 1]
A Maticntaal Idestficatasn
Citizenship
N Clicenabig haa been addesd kot By applcant
Add Citicenship
Visa Parma
Hio isa Perrnll ks been added for s apglcant
At Visa Permit
Bank Acoounl
Hio Btk Aezzonad hats inentsn adided For Bhei agpbe and
A Dank Account
¥ Applicant Disabality
¥ Aocommodation Request
¥ Accommodabion Option
E | 4eRsturm | WRecrting Home | FSeanch Aopieants | allbest | O Creatie Apsbeant | P Hote | (Bt toLisd | TRace apolcation | QChange St | *» Tap of Page
W
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Lecture 2: Manage Hire

Complete Manage
Hire Process

-

DEPARTMENT PERSONNEL
REPRESENTATIVE (DPR)

The Department Personnel Representative
is responsible for reviewing and approving
Employee Self-Service and Manager Self
Service transactions.

BUSINESS PROCESS
Employee Record is Created  Review and Audit the
Job Data is Updated Manage Hire

&

AN

HR CENTRAL ADMINISTRATOR
SPECIALIST

The HR Central Administrator Specialist is
responsible for Job Data changes. The HR
Central Administrator Specialist will review
and audit Manage Hire
transactions.
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Lecture 2: Manage Hire Continued

As a DPR, prepare an employee for hire.
1. Navigate to NavBar.

ﬁ inferms
Q H

{JJ‘&,{‘H'!.?
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Lecture 2: Manage Hire Continued

2. Select the Navigator button.

3 ol ¢ [ £
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Lecture 2: Manage Hire Continued

3. Select the Workforce Administration menu.
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Lecture 2: Manage Hire Continued

4. Select the Personal Information menu.
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Lecture 2: Manage Hire Continued

5. Select the Manage Hires menu.
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Lecture 2: Manage Hire Continued

6. Select the Refresh button.

Manage Hires
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Lecture 2: Manage Hire Continued

/. Select the Applicant Name link.

Manage Hires
The dellowing Hee TramacSorn are seady o ba processed Select a Transachion by Hama b stari the process

Manage Hires
vSplpct Taanisctions Whire  SOuTh v
‘Equaly | Smad HR Tromsacoss v i Relresh | |
Hie Transachons

Select Start Darle: Etatus Hame Person I Type o Hire Soarce Submdtied By
SN Esu Jwvemy Dot WUI0E A Conlgenl Worked  Sma HR Teaiachons Hamy Holery
WRNDN  Ackion Requind oI5O8 e Smart HR: Teamachons
BEM92020  Achon Requined  Tope Tumer CI250643 e Smart MR Teansachons  Maysa Belran
TIRANN  Ewer Bob Howse HE# Add Confingend Workar  Smart Wit Teansactions sk Tegillo
AN Emor Bob Howse: HEwW ‘Asd Confingent Worksr  Smart MR Tearsactons  Simace Dodeans
1242000 Emor SMART Hire NEwW A Contngend Worked  Smant MR Tearaactons  Simace Dodeans
NN Esy SEat TR e A% Contgenl Workl!  SE HR Teamactont  NAWChS Sanbaotaty
VRN Eswr Dually Jones REW Hiee Smari HR Tiamackors  Holden Hayes
GTRNZT  Ackon Regued  Hancy Senier HEW Hiee Smari HR Teamackom  Ricky Bobty

Sebeci 28 Dot A0

Cancel Sedecied Transactons
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Lecture 2: Manage Hire Continued

8. Select the Add Person button.

Department  DIRECTOR'S OFFICE ADMN §
Appacart Type  Exiemal. New

“Type of Hire  Hine v

o
“Desied Start Date 33292921 Fitl
Lmpl 10

Empicyes: I0) Versled

0 Instance

# Create mew Oep Instance

Ui asatng Ong Matance

Employment Recoid

* Create Mew Ansagneent

(b Eninting Asvigament

Hire: Inhormation
View Job Offer Letier
Hire Comments  Moblicaion sent

Add Person

Satnet g uon i order b [l By peron 3 el data inborreation bom

et

Heturn 8 Masige Hoes
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Lecture 2: Manage Hire Continued

9. Select the OK button.

Date of Birth | (3221980 ] Tears 4 Monfs g g
Dirth Comntry | USA Q sed U
Bt State Q
Bith Location [ Wastve: Duts Protection
Eicgraphical History qQ 1ot View Al
“Efteceve Date  DVTRHI El =
Gener | Malw |
"Highea! Education Livel | Bachaion Liesl Dagnbs bd
Marital States | Mastd o avet oo R
Langusgs Coss | Englsh v
Ahernaie I
Full-Tume: Stwdent
= National ID
B Q 1]
*Country “Massonal I Type Nasonal I Primary I
US4 Q| Socil Sacurty Nuster v [se5s55088 @
o
Bunpraphecsl Doty | Conlpet infomabon | Regonad  Drgancabonal Relsbombvgs N
MIAM
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Lecture 2: Manage Hire Continued

10.Select the Add Job button.

Empioyes 10 Verfled

Qg Instancy

® Croats mew e intancy
U wamtng Org batance

Employment Recoed

Hire Informalion
Wi Job O Lietter
Hie Comments  Moblcaton sem

Wiew | Edil Person

Sabec e ViewEH Person hyperink 1o viss of marualy updated Periosal
ket

Add Job

Saisct this bution in onder o pull e parsan's job indammation from Recniting
Solton Yod wil Slio hive B o5b0n I Moaki Job B Perioasl Dats

Return 8 Masage Hines

Wiy | £t Pyrion
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Lecture 2: Manage Hire Continued

11.Select First Job from
the Reason list.

12.Select the Job
Information tab.

Work Locaiion s e Bayrell ‘Salary Flan Gomgensaiion

Garth Brooks Emgl D 350856
Emgleyng Emgd Record @
Work Location Detals Q 1]
*Efiective Dale | SRZH & 5o To Row + -
“AcBon  Hee w)

HAE Slatus Astv

Reason | EE I~ |

Payioll Status  Active
Cutrend
Posibon Mumber  0iTI616 HIR FRLARCE SPECLALIST

Posiion Entry Date  E)ESIH
Position Management Record

Reguisicry Region  LISA Urstesl Slates

e Diae: Coumby

Husmas Ressounces
DNRECTOR'S OFFICE ADMN

Compary MDC

Euginess Unit HR
Departmaend  HADRG10000
Deparimend Eniry Dale (328701
Location D000 48 110 MW 15T 5T

Eslabliberent D MDC Armi Dlasde County Date Crested  OWFNE2

Last Stari Oabe 03282021

ot Doy Emplcrympal Dada Eamngi Deabriduion Barsilln Program Pariepainn

Caoddatie Adpaated Duded
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Lecture 2: Manage Hire Continued

13.Select Probation from
the Empl Class list.

14.Select the applicable
option from the
Protected Class list.

15.Select the Job Labor
tab.

¥
Garth Birosslen DOISHENE
Erglayes
Joib Information Detasls Q

fTETes e Go To Row

ciica Hing
5 Ao Firsl Job
5 ACve
(=]
ol D004 narce Speciaiesl
Entry Date  3TN21
BIEES HR FIARCE & BUDGET ADMIN 30014579 Ingrl Marises
ﬂrw wilPart ol Time:
el Ciass | Probasen Cians | TR
Hal Appleaiils
Classled
Standard Hours
BagD Baseicy
1 DO000D
o FTE Actual
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Lecture 2: Manage Hire Continued

16.Review the Job Labor details then select the Payroll tab.

MMMMMMMMM

»»»»»»

91




Lecture 2: Manage Hire Continued

17.Input or search for the
Employee Type.

18.Input or search for the
Eligibility Group.

19.Select the Salary Plan
tab.

Yok
ard Becs A
Emplipes
llllllllll At Q
Eftec AT A
Action Hee
v delie Firsl Jok
LI - -
Cumend
Faryoll B
e
rih America
Py Groaip Gereral Empiorees
I:m:io e l.-[lmmHDlﬂr fepculy [MIICHL e
Vs Location Codd il Dote: Tax Locaben
Combingtion Cods
AsencE Management Syslem
General Emplopees
Soitng I! ity Group | L-J8 S Mo Bargaining L - Jos Basa I




Lecture 2: Manage Hire Continued

20.Select the Step option,
If applicable.

21.Select the
Compensation tab.

LTI
tus  Ackve
iy Ackve
Plan  £TER
Grade 251
Siep |

Job Data
oK Tancel Apply
Work Locasion | Job ink

Aeion
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Lecture 2: Manage Hire Continued

22.1f applicable, select the

Plus Sign to add a row e
for additional pay .
components. -
23.Input the additional pay |- __
component details. e R vy
| uppy 9 o 1SRN0 | USD al s Q :

24.Select the Calculate L] e
Compensation button.

25.Select the Employment ===
Data link.




Lecture 2: Manage Hire Continued

26.Select the Time Reporter Data link.

Garih Brosoks Eempd ID 00350356
Ermglires Empl Record &
CQuganizational kestance 1
Organizatonal Instance Red Criganal Start L= er] O e
Lt Sxart Date Firsl $art Date
Terming! e Years Monms ey
ance Servior Date QA0S0 L) e S | ] L]
(uganizabional Assignmend Data
Instance Record
Last Assigement Start Dste (30970 First Assignment Start Q37001
Assignmaent End Date
Hometout Class Yews  Meathi  Duys
Compaty Serasiity Date  DA2SENH Dvermide K 0 1
F— [
Benefits Service Date PRI ) Ovoiin g 0 I
Srern -
Seniority Pay Calc Date 1328201 ¢ (e | [ 0
Tusion Chass End Dute
-
Frofessional Experience Dale Last Verification Dabe izl
By de MEFIMANCE SPECIALIST Peaifion Phone
B
|
Jats Dt Ermirvment Dats Earmins Dtetasson Bttty Prooeass P Crevitable atunied Dules




Lecture 2: Manage Hire Continued

27 .Input the Payable Time h
Start Date. e

Garth Brooks

------

Organizationsl Instance Bcd

28.Input or search for the |~ JRN

Elapsed Time s e e
Template. e
29.Input or search forthe |- =

Last Assigement Stat Date  [3280H

Workgroup. S

Compatyy Senmsrity Dule  0A2800H

30.Input or search for the e
Taskgroup. R

31.Select the OK button. P =

Commitmesd Accounting

i .u.'m-?|
)
/|

fiow Wndkow | Ha




Lecture 2: Manage Hire Continued

32.Select the Benefits Program Participation link.

Garih Brosoks Eempd ID 00350356
Ermglires Empl Record &
CQuganizational kestance 1
Organizstionsl instance ficd @ Crriginal Saart il
La#t St Firsl $art Date
Terming! Years Monms ey
mon Service Date Q2292021 | Grnide S | ] L]
Cuganizational Assignmend Data (7
Instance Record
Last Assigement Start Dste (30970 First Ansigrment Starl Q3292021
Assignmaent End Date
HameHout Clid Homg Yewrs  Moattn [uys [ Rapoder Duty
Compuaty Serslity Date  DA292021 vermide K 0 1
P "
Benefits Service Date PRI ) Ovoiin g 0 I
Srern -
Seniority Pay Calc Date 1328201 ¢ (e | [ 0
Tusion Chass End Dute
-
Frofessional Experience Dale Last Verification Dabe azl
Eas de MEFIMANCE SPECIALIST Peaifion Phone
B
|
dot Data Ermokrvment Data iscry Disbitasion T Crexitable Adinied Dales
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Lecture 2: Manage Hire Continued

33.Input the applicable
Retirement Kind.

34.Select the OK button.

IIIIIIII REBVE Reason  Fasl Job
ALt
Cument
By mployet  Ackee

i

Retremast Kind | HA
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Lecture 3: Transfer an Employee to a
New Position (Lateral)

* Transfer Employee to a different Position Number (Lateral) —
will allow a transfer of the employee within the same Department
and Job Code to a different Position Number.




Lecture 3: Transfer an Employee to a
New Position (Lateral)

As a DPR, prepare an employee for hire.
1. Select the Human Resources (HCM) tile.

mployee Service Manager Seif-Service Human Resowrces (HOM) mng
] &,
u o s
o () ’:,q
[} O an
CoMNG COMNG 100N
Analytics (OBIA) Capital Security Request Form About

||[ " ] .
o m £ infems
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Lecture 3: Transfer an Employee to a
New Position (Lateral)

2. Select the DPR Self-Service tile.
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Lecture 3: Transfer an Employee to a
New Position (Lateral)

3. Select the Employee Position Lateral XFER tile.

Recond Administratiee Actions
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Lecture 3: Transfer an Employee to a
New Position (Lateral)

4. Input applicable search parameters then select the Search

button.
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Lecture 3: Transfer an Employee to a
New Position (Lateral)

5. Select the applicable employee.

inferms

B Winciom | Hvl |

ek ST Lt Naits bk o7 3 bt

Lant hama [Bagin wh |

limeide History [ Corment History

¢ Sawe Sawch Criecn

Empi D Bosineen Lnll o
[ gt b
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Lecture 3: Transfer an Employee to a
New Position (Lateral)

6. Input or search for the
h. Effective Date.

/. Input or search for the

Position Number the

O employee is transferring |E=—— _ __

— to.

8. Select the Save button.

105




Lecture 4: Verify Employee Transfer

As a DPR, prepare an employee for hire.
1. Select the Human Resources (HCM) tile.

ces (HOM) I} Learning (ELW)
S [e | m
- :C?&hl', [ COMNG 100N
Aaalytics (OBUA) Capetal Security Request Foem About
||! " | 5Y .
d 5‘- an -~ g o ! g
2 | | 2| e
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Lecture 4: Verify Employee Transfer

2. Select the HR Administration tile.

107




Lecture 4: Verify Employee Transfer

Select the Search
button.
Select the Empl ID.

Wordone Job Summary
Manage Empioyee Protie
38 Headoount

& Labor Administrason

0 HR Confguraten

Job Data

Enter any information you have and cick Search Leave Selds blask for a it of o values

Find an Existing Valoe Keywoed Search
v Search Critetia
EmpliD cortaies v 172
Empl Record o v

Name  pegns wid .

Last Kame  degns wih V'

Second Laat Name  begins wilh V'

Alernate Chasacier Name  beging wily V'

Middle Name  tegns wih V.

Wnciude History Case Sensdive

< Save Search Caterla

View A3 115 of 15V
Emgl 0 Empd Record Name FirstName  LastName  Second Last Name Aleenate Chacacter Name Middie Name
= 0 Sy Torres ] Tomes (bkank) (hank) (thark)
0014172 0 Jrerdne Pininor, Jeerdter  MNelsca (okand) (bhank) L
Gesed Pracs Gesel Prado (ant) (thark) (thark)
Migos! Clas Mguel Clare (otank) (bhank) {blark)

1 0 han Hemande> an '\e'ru"z (Diard ) (biank)
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Lecture 4: Verify Employee Transfer

5. Select the Include H

Istory button.

Woddorce Job Summary
Manage Emgioyes Protie
18 Headcoont
@ Labor Administraton

0 HR Contiguraton

Work Locason 400 Informateon Job Laber

Juveny Toeres

Ermgicyen

Work Location Detads

i

"Efective Date JOAN  x

Effective Sequence

0
HR Statys  Actve
Actve

Payroll Statas

Position Number

Posmon Entry Date 030211692
Positica Management

Regulatory Regon  USA
Comganmy MOC
Bosiness Unt PR
Department  PRZTOMON
Department Eatry Date 030211992

D5D3330000

Establaademe

MO

Last Stact Date 03021992

Date

Expected Job End

Employmest Data

Retun to Seaech Previoss in List

informs

Baprct Saley Pan Compensaton
EmpliD 0000172
Empl Recoed 0
Q T
GoToRow *-
"Action  Trassfer v
Reason v
Coment a
MANTENANCE TECHNICIAN
ord
Uned Staes
Mam Dade County
Parks, Recreation & Open Spes
ADMINISTRATION
Hickmas Bulding - PR
Marmi Dade County Date Created 0329022
Benetts Program Pantcpaton Crectatie Adueied Diutes
Next in List Nooly | Refresh v
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Lecture 4: Verify Employee Transfer

The history of the employee is captured on each page.

o informs

4, Job lnformation
Work Locason 400 Informateon Job Laber Payrot Salacy Pan Compensaton
Job Data
vy Toeres ) 00N1T2
Woddore Job Sumesary Engloyes 0
Manage Emgioyee Protle Work Location Details (! Q ’
18 Headoount
& "Ettectve Oste O3  x = Go To Rew *-
@ Labor Administrascn Effective Sequence 0 *Action | Tranater ~
B HR Contpuascn NR Statws  Actve oty ut
Payroll Statun  Active
Cunvent
e MANTENANCE TECHNICIAN
Posmon Entry Date 030211992
Positon Mansgement Recor
Regulatory Regon  USA Uned Suses
Co y MOC Mami Dade County
Besiness Untt PR Parks, Recreation & Open Spes
Department  PR2TOI000 ADMIMISTRATION
Department Eatry Date 030211992
D5D3330000 Hickmas Buldng . PR
Establndement 1D MOC Miarni Dade County Date Created 0329202
Last St a2
Expected Job End Date
Employmest Data Benetts Program Partcpaton Credtatie Aguwied Dates
! Save Retumn to Search Previoas in List Next in List Nooty Retresh Update Despiay Inciugde History 110




Lesson 4: Activities and Exercises
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Lesson 4; Lesson Summary

Having completed the Create Job Opening lesson, users should

5 be able to:

- Manage Onboarding Activities
* Prepare for Hire

- - Manage Hire

- Lateral Transfers

MIAM




Course Content Summary

Congratulations on completing the Recruitment course. You now
understand:
5  Create a Job Opening
» Screen Candidates
Employment Offer and Acceptance
Onboarding Activities
Prepare for Hire
| Manage Hire

For more information on INFORMS, please visit Miamidade.gov/informs




Additional Training and Job Aids

Other training materials, related to this topic, include:

5  DPR 301 — ePerformance Management (Employee Performance Evaluation)
* DPR 302 — Personnel Changes
* DPR 303 — Time Management
* DPR 304 — Updating Team Information

You also have the following resources available to you:

| « Job Aids
 Create a Job Opening Job Aid

 Create a Job Opening with a Subcategory Job Aid
- Manage Hire Job Aid

For additional information, be sure to visit: www.miamidade.gov/informs
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http://www.miamidade.gov/informs

Congratulations on successfully completing the Recruitment course!
DPR 321 — RECRUITMENT
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