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Talent Acquisition Management 
Total allocated time: 45 minutes, including questions 
 
Session Objective 
Provide an end-to-end functional demonstration of the recruitment system from all perspectives; 
external applicant, current/former employee, and retiree; as well as from the human resources 
and department hiring manager perspectives. Show how a job is posted, application processes, 
applicant search and management options, and position offer processes. 
 
Assumptions: Recruitment processes and details, including job postings, required/requested 
information on applications, and hiring checklists, are different by employee type (i.e. Faculty, 
civil service, administrative professional), and by candidate group (i.e. internal departmental 
candidates). 
 
Items to Demonstrate 
Respond to this scenario: For an open rank Faculty position where job title depends on the 
candidate’s skills and experience, demonstrate/discuss the following: 
  

1. The full cycle of a job posting where multiple positions will be filled from one posting, or 
posting to get an applicant pool that remains open for a long period of time as positions 
are filled out of one posting. Include: 

a. Submitting and approving the request to recruit for a position, creating a new job 
posting, posting the job, updating and extending or reposting the posting, 
and filling or canceling the posting. 

2. The full cycle of an applicant from all perspectives (applicant, hiring manager, and 
human resources), including viewing (such as in a dashboard) status and in 
progress/needed actions (including application status for an applicant, hiring checklist for 
a hiring manager, etc.). Include the following: 

a. The setup/creation of an applicant profile, updating an existing profile, and how 
details transfer or are applied between different application types (i.e. a faculty 
application vs. an administrative professional application). 

b. Various job search capabilities, saving job searches, and receiving alerts (such as: 
a job you may be interested in has just been posted, or a job search you saved is 
about to close). 

c. The process for applying to a position, applying to multiple positions at once, and 
saving an application to finish at a later date. Include the following: 

i. Attaching various documents to an application (i.e. curriculum vitae, cover 
letter, writing sample, large creative works, etc.). 

ii. Requesting letters of references to be submitted on their behalf, how the 
information is tied to their profile and job application. 

d. Options to filter out applications for those who are ineligible to apply for 
positions based on criteria (such as applicants who don’t meet minimum 
qualifications, etc.). 

e. Circulating batches of applications to search committees for evaluation. 
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f. Automatic evaluations, ranking, and other automated features, as well as manual 
review of application materials and letters of references and manual adjustments 
to evaluations and ranking. 

3. The job offer and acceptance process and the hiring process, including job title and salary 
determination and the process for changes to salary based on negotiation, employment 
status determination (i.e. permanent, probationary, trial service). Include: 

a. How adjustments to the process can be made for a new employee, a previous 
WSU employee, a previous State of Washington employee, an existing WSU 
employee (also discuss whether it is a transfer or separation and rehire), and for 
an existing State of Washington employee. 

b. Once an applicant accepts an offer, how the process can be adjusted for an 
applicant who withdraws prior to their start date, a hiring manager who withdraws 
an offer to a candidate prior to their start date, and a change to a start date or 
salary prior to the start date. 

4. Discuss equal opportunity reporting and levels of security for department hiring 
managers vs. central equal opportunity office to review data throughout the recruitment 
process. 

5. Demonstrate the link between talent acquisition and other modules across the system (i.e. 
position, benefits, payroll, personnel, etc.). 

 
Q&A Session 
 
  


