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Objectives
• Discover where to find your “My Application 

Review” applicants

• Effectively review applications and help SMEs 
to do the same

• The three occasions in the recruitment process 
in which you will review applications
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New Recruitment Performance 
Measure

Requisition 
Received and 
Approved

•Verify Position

•Verify Vacancy

Job Posting

•Announce Job 
Posting on SLO
County Website

• Candidates 
Apply

• Candidates 
Complete 
Supplemental 
Questionnaires

Minimum 
Qualifications

•Minimum 
Qualifications 
Evaluated

• Pass/Fail 
notifications 
sent

Application 
Rating/Scree
ning

• Subject Matter 
Experts review 
and score 
candidate 
applications –
now online!

• Pass/Fail 
notifications 
are sent

Add’l Exams

•Written Tests

• Physical Agility, 
Strength, or 
Stamina Tests

• Performance 
Tests

Oral Board

•Panel of 3

•Oral Board 
Questions

•Online Scoring

Eligible List

• Candidates 
Scored

• Candidates 
Ranked

• Candidates 
Certified 

Dept
Selection

•Hiring Interview

•Dept Specific 
Selection Exams

Conditional 
Offer

•Background 
Check
•Reference 
Check
•Medical Exam
•Accept Offer

Hire Date
Exam Process
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Terminology
• Screeners: Those who will be rating 

applications

• Subject Matter Experts: People with 
specialized knowledge who rate 
applications based solely on experience
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Who Will Review Applications
• Payroll Coordinators

• Hiring Managers

• Screeners

• Subject Matter Experts

 

 

Notes 

  



Module 3 // Review Applications 
& Screen Applicants 
 

 

 

   

When Applications Will Be 
Reviewed
• Reviewing for minimum qualifications

• Scoring competitive applications (SMEs)

• Previewing applications in advance of Oral 
Boards
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Process Flow

Requisition 
Received and 
Approved

•Verify Position

•Verify Vacancy

Application 
Rating/Screening

•Department Subject 
Matter Experts review 
and score candidate 
applications 

Oral Board

•Candidate Scheduling

•Panel members score 
candidates online on 
tablets

Dept Selection

•Hiring interview

•Dept specific selection 
exams

Conditional Offer

Hire Date
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Video Demonstration 
Slide 1  

 
Text Captions 
 

In this video demonstration you will learn how to review an 
application. Begin by clicking on the drop down menu 
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Slide 2  

 

Text Captions 
 

To see applications awaiting your review,  
select My Application Review 
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Text Captions 
 

To view applications that have been referred to you,  
find the Job Title link located under Exam Plan  

 

Notes 



Module 3 // Review Applications 
& Screen Applicants 
 

 

 

Slide 4  

 

Text Captions 
 

Select the name of the candidate whose application you 
would like to review 

 

Note: Please note the At Step description for the type of review you are 
conducting. 
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Text Captions 
 

Review the application by scrolling. 
 

Note: Attachments such as cover letters, resumes appear as a 
link under attachments 
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Text Captions 
 

Select Show Candidate Disposition  
to display the scoring window 
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Text Captions 
 

Refer to your email for the scoring criteria you are to use when 
scoring. You will enter a score for each category. 
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Text Captions 
 

If the candidate has failed, select a rejection reason  
from the drop down menu 
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Text Captions 
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Text Captions 
 

If necessary, include a comment 
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Text Captions 
 

To continue to the next applicant’s application,  
select Save & View Next App 
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Text Captions 
 

Review the application and enter your scores 
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Because this candidate received a passing score,  
you do not need a rejection reason 
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Text Captions 
 

Enter a comment if desired 
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Select Save & View Next App 
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Enter your scores 
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Enter a comment if desired 
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Text Captions 
 

Click Save once you have finished scoring all candidates 
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Text Captions 
 

Click Return to Candidate List 
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Text Captions 
 

When you are done, select SME Review Complete and a notification 
will be sent to indicate you are done 

 
Note: You can see each candidate, their scores and whether they have passed 

or failed. You can click on an applicant if you need to change a score. 
Notes 
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Text Captions 
 

— Congratulations! — 
You have completed the video tutorial on Reviewing 

Applications. Now try the video simulation. 
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