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RECRUITING/HIRING WORKFLOW OVERVIEW

1. Post Job: Reactivate the job posting to start receiving applications.

2. Review Applications: Assess the list of applicants within 2-3 days of receipt and select qualified

candidates to move forward in the hiring/recruiting process.

3. Schedule and Conduct the In-Person Interview: Evaluate candidates during the In-person

interview as soon as possible.

a. Selected Candidates: Make a verbal offer at the end of the interview.

b. Candidates Not Selected: Disposition (reject) unsuccessful candidates; candidates will
receive an autogenerated rejection email within 24-72 hours after their application is

dispositioned in Workday.
4. Generate an Offer, Arbitration Agreement, and Offer Letter:
a. Send the Offer Letter and Arbitration Agreement the same day the verbal offer is extended.

b. Managers can trigger the background check process in Workday once the candidate signs
and submits their Offer Letter.

5. Trigger and Monitor the Background Check: Results: Passed = Candidate can move forward to
Ready for Hire. Requires Review = The Recruiting Operations Team will review the candidate’s
background report and will connect with the hiring manager for next steps. No further action
should be taken at this time.

6. Confirm the Start Date: Call the candidate within 24 hours of their background check clearing to

confirm their start date.

7. Submit Ready for Hire Task: Background checks must be cleared before the candidate can be
hired.

8. Submit the Onboarding Approvals Task: The task should only be submitted once the candidate

arrives on their first date of work. Note: Remember to have the new hire comp|ete their new hire

training in Workday.

9. Unpost Job: Once all vacancies have been filled (a candidate must show up on their start date to

be officially considered a new hire), unpost the job requisition.




HOW TO POST REQUISITIONS

Note: The appropriate job requisition(s) must be posted when a hiring need is identified and unposted when the role has
been filled or if there is no longer a hiring need for the position. Candidates can only apply to posted positions.

Unposted positions are removed from the job boards.

1. Hover over the Recruiting icon > Click Job Requisition Workspace
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Q Search

Learning Awaiting Your Action

Management
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Recruiting

Organization

Recruiting
: Announcements Tof1 < >

Job Requisition Workspace

/' > 7 Now Available - View and Access
Your 2025 ACA 1095-C Forms in ...
There are three ways you can view your
forms in Workday: * Type ‘My A..

Timely Suggestions

More

You Have a New Payslip
View Payslips >
Review your payslip information to ensure accuracy
o Keep Your Home Contact Information Updated
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N We would like you to review your Contact Informationand ~ UPdate Contact Info >

ensure it's up to date
saved
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2. Click on the desired role with an “Open” status.
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t Note: If the status of the requisition is “Open” the position is not posted.
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HOW TO POST JOB REQUISITIONS

3. Click Open Detailed View.
= menu goo.f’w(ﬂl Q search & é pey

Job Requisition Workspace Summary View

v 110406 - Burlinggile Store
@ Candidates Details

R17575 Retail Merchzillise Processor
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ol ® Open ZE)
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jaPena  Review  (meview ) 10/29/2025 Buckeye 85326 E-commerce team member Five Below
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Review Roview ) phoenix 85032 1
Review (" Review ) 2| 10/29/2025 1 Processor Walmart
(GReviewis)

T
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-
88
B Recruiting Start Date  01/01/2025 - 10 months ago
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@
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Q o Garcia
Primary Location 110406 - Burlingame Store Recns e
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5. Under the Job Posting Site field, Click All > Select Goodwill SFB and Internal

Post Job  R17575 Retail Merchandise Processor (Open) &3
Post Job R17575 Retail Merchandise Processor (Open) &2

Job Posting Site * [ X Goodwill SFB

Job Posting Site * | [earct — X Internal
' ) All > Search
Preview Job Posting @
External > All
Preview Job Posting <
nternal >
Goodwill AZ
Agency >
' Goodwill Excel Center
Agency by Type
\gency by Typ > Goodwill SFB
Agency Types > Indeed Virtual Hiring Event

Sample Agency (DNU)

Thrive Services Group




HOW TO POST JOB REQUISITIONS

6. Click OK' > Click Submit on the next screen to post the the job to the selected job boards.

R17575 Retail Merchandise Processor (Open) &2

Post Job
Job Posting Site * X Goodwill SFB
X Internal
Preview Job Posting | € Al
»dwill Exoel Center
[ Goodwill sF8

Cancel
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@ nternal

e

) Goodwill SFB

enter your comment
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/

Submit 4 Save for Later (

Cancel

*Start Date

11/02/2025

11/02/2025

End Date

Post Job  R17575 Retail Merchandise Processor (Open)

=@z

Primary Posting

Note: To view the requisition on the external job board, scroll down the

page and click on the link.
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HOW TO UNPOST JOB REQUISITIONS

Note: The appropriate job requisition(s) must be posted when a hiring need is identified and unposted when the role has
been filled or if there is no longer a hiring need for the position. Candidates can only apply to posted positions.

Unposted positions are removed from the job boards.

1. Hover over the Recruiting icon > Click Job Requisition Workspace

Goodwill 0 e @
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Good Morning, Christine Calcara
\/\

Configuration Q Search

=

Learning Awaiting Your Action

Management

81 Recruiting
) Announcements 10f1 < >
Recruiting
sl Seguision Honhecs s Now Available - View and Access
A

Your 2025 ACA 1095-C Forms in ...
There are three ways you can view your
forms in Workday: * Type ‘My A..

Organization

Timely Suggestions

More

You Have a New Payslip
View Payslips >
Review your payslip information to ensure accuracy

Keep Your Home Contact Information Updated
IA
N We would like you to review your Contact Informationand ~ UPdate Contact Info >

ensure it's up to date
saved

£

2. Click on the desired role with a “Posted” status.
= MENU gooM Q Search @ é Py

Job Requisition Workspace

oo
=T

E & Show All By Hiring Manager By Primary Location Q
Job Requisition Status Hiring Manager Review 1 Screen Interview Offer Background C.. Ready for Hire
0lo

I R17575 Retail Merchandise Processor I ASMGina ) 3

&

Note: Posted requisitions will also show the number of days that the

requisition has been active on the job boards.

GOODWILL




HOW TO UNPOST JOB REQUISITIONS

3. Click Open Detailed View.

v 110406 - Burlingd

Candidates  Details

ore
R17575 Retail Merchaillise Processor
Actve(®) | 1
0llo ® Open

EHE=ld. S

3. Click the Job Postings Tab > Select the checkbox(es) next to the Job Postings Column to
select all the job boards where the position is posted > Click Unpost Jobs

1 —

Unpost Jobs  R17575 Retail Merchandise Processt

StartDate Endoste  primaryPosting

4. Click Submit on the next screen to

,,,,,,,,,,,,,,,,,

remove the requisition from the

selected job board(s).
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REVIEWING CANDIDATES GUIDE

1. Hover over the Recruiting icon > Click Job Requisition Workspace

Goodwill 0 e @

@
Good Morning, Christine Calcara
y’\

Configuration Q Search

=

s Awaiting Your Action

Management

a

Recruiting

Recruiting
Announcements Tof1 < >

h > 7 Now Available - View and A

Job Requisition Workspace

/
\ Your 2025 ACA 1095-C Forms in ...
Organization .
. o o c There are three ways you can view your
N
Tlmely Squesuons , = “ forms in Workday: - Type ‘My A...
More
You Have a New Payslip
View Payslips >
Review your payslip information to ensure accuracy
5 Keep Your Home Contact Information Updated
&N
A We would like you to review your Contact Information and Update Contact Info >
saved ensure it's up to date
ave

Note: The search feature can also be used to search job

requisitions by hiring manager, location, and other criteria.

2. Click on the desired requisition to review candidates andjob requisition details.

= MENU W Q Search [P é pel

Job Requisition Workspace
o= . ..
ot Note: Click the By Hiring Manager tab to sort the
B Show Al By Hiting Mansger | «@@ossimmens FEQUISItiONS by hiring manager. Q
(0]

Job Requisition Status Hiring Manager Review ¥ Screen Interview Offer Backgrou... Ready for ...
0o

. ASM Gina

R17585 Donation Attendant @ Posted 14 days ago Assistant Store Manager 3 1

{6'} R17582 Customer Service Manager ® Posted 28 d. ASM Gina 1
u v 9 oste ays ago Assistant Store Manager
R17575 Retail Merchandise Processor ® Posted 34 days ago 2?2?5?5?810@ Manager 3 2 1
R17581 Retail Sales Associate @ Posted 28 days ago ELXQZ;IS:QSZrV\ce Manager 1
Note: Each column shows the number of candidates in each stage of the
@ recruiting process for each requisition. Click each number to view

I candidates in in each stage.
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REVIEWING CANDIDATES GUIDE

3. Click Date Applied > Click Sort Descending to view applications by most recent application date.
= MENU gooM Q Search & é 2

R17585 Donation Attendant

Open detailed view [2

No Filters Applied

Saved Filters | select one A
v 110406 - Burlingame Store
4 items Overview Contact Experience Resume Eligibility X:l = |]|]l:| ﬁ Lt
R17585 Donation Attendant
0l ® Posted 14 days ago Job:
Job Step/ - Awai Home Zin 008 | o ant Clurent
D - X . Awaiting Me Date Appl
Application Disposition Ac T N i pany
R17575 Retail Merchandise Processor sl
{é} ® Posted 34 days ago D Lady Gaga Completion 11/19/20: ‘L Sort Descending
(C213558) @
<
R17581 Retail Sales Associate D @ Ed Sheeran  Review W 11/18/20
@ Posted 28 days ago (Internal) Filter Condition *
(C213529)
[]  JuliaRoberts  Review 1| 11/18/20 iIson s
C37247,
v 110426 - Albany Store (c87247)
[]  TomHanks Review 1| 11/18/20
(C32206) Value *
R17528 Retail Sales Associate Full Time

® Posted 145 days ago MM/DD/YYYY ﬁ

i/ Bundle Resumes \ i/ Share w m
J J
i

1. Click on the candidate’s name from the job requisition, OR click on the button under the

Awaiting Me column to view the candidate’s profile.

= MENU c}‘oow Q Search [:,P é pes

R17585 Donation Attendant

Open detailed view [2

No Filters Applied Saved Filters | select one v
v 110406 - Burlingame Store
4 items Overview Contact Experience Resume Eligibility X:l =4 ﬂl]u E L
R17585 Donation Attendant
|]|]I:| ® Posted 14 days ago - Jobs
Job Step / - Await . " Home Zip . Current Current
D Application Disposition ANSHRORE Act DatchipplicdiCiv) Code Applletd Title Company
R17575 Retail Merchandise Processor ©
% ® Posted 34 days ago [ | tadycaga | Completion 11/19/2025 1
« (C213558)
R17581 Retail Sales Associate o Ed Sheeran [ Review Revi . ..
« Posted 26 days ago O] * S Note: The title of the button under the Awaiting
(C213529)
(7| utiaroberts | Review Me column could be labeled as Review, Interview,
v 110426 - Albany Store (c37247) Interview Decisi Offer. Back d Check
i i nterview ecision er ac roun ec or
D z'é)?r‘r;;oaar;ks Review ) ) g 9
R17528 Retail Sales Associate Full Time Ready for Hire based on the candidate’s stage in
® Posted 145 days ago
the recruiting/hiring process.
@ ‘\ Bundle Resumes /‘ u\ Share ) \ oo
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REVIEWING CANDIDATES GUIDE

= MENU
88 . ' . .
Note: The candidate's contact information
& I g Phone Number
3 . . . .
+1 (208) 6404 Mot:
: is visible at the top of their profile.
@  Stacey Deitz (Prior Worker)
@ Location
(C60632) 2479 Ripple Drive, Bullhead City, AZ Location 22040 - South San Frar
86429 United States of America
o For: R17578 Truck Driver R °” a]
Date Applied 10/31/2025 02:07:25 PM
Actions
Prior Worker Source
o Stacey Deitz (Terminated
@ & @ MIRSADA CAUSEVIC
Pt o jiring Manager
VALENTINA OREAMUNO
Summary Active Job Applications (1) fecrier
Overview Stacey Deitz (Prior Worker) - R17578 Truck Driver (C60€ Review ) In Progress ¥ =@, B
cation: 122040 - South San Francisco Warehouse | Date Applied /
Duplicates /31/2028 L]
Location: 122040 - South San Francisco Step Awaiting Me Awaiting
Recruiting History Warehouse | Date Applied: 10/31/2025
Actions v)
4
Interview ( Decline These Applications )
Attachments R
Education
Employment Offer none entered
Scheduled Events .
Work History

3. If the candidate has applied to more than one job, click on the number of applications under

the Jobs Applied section on the candidate’s profile.

Note: A pop-up window will appear to provide information about the status of the candidate’s
otherjob applications. Managers must disposition the candidate if the candidate is actively in the

recruiting process with another manager for a different position.

4
maEs 26
Job
:Ef:camn Job Location Stage Step Source
) 1 K ( Vie
1/18/2023 R12186 Cashier - PT 110838 - Ft Mohave Ready for Hire Completion Career Websites -> Goodw Vie
)5:1 Ipe N t
4. Click on the Screening tab to view the - —
Ca ndidate's I"eSPOHSGS tO the a PPIica nt Salary/Wage Required (per year/per hour)

questionnaire and confirm that the candidate peyses o h

Are you eligible to work in the country in which this

selected that they are at least 18 years old. positon i located?

IMPORTANT! All team members must be at least 18 years old to be eligible for employment at Goodwill of the San Francisco Bay.




REVIWING CANDIDATES GUIDE

5. Click on the Summary tab on the candidate’s profile and scroll down to view their work history

and experience.

ag . )
ad Education
s . none entered F)
1 Stacey Deitz (Prior Worker) Work History
(C60632)
Current Job 10 months  Total Jobs 6  Total Experience 10 years
® For: R17578 Truck Driver E
Actions Experience fiew All >
0o
Goodwill Indu
E E @ ashier | Janu: October 2023 months) | AZ
Phone  Email  Resume 2025
& Customer Service, Cashier, organize clothing, cleaning.
Summary 31 Automatic Message Sent
t ystem t k fc 0 licat
ss Care at Home ' ' =
Overview jiver | September 2018 - June 2022 (3 years, 10 months) | Coeur d/Alene ID
Duplicates Provided in-home companionship such as talking and listening, reading aloud, and 31 Job Application Status Updated
providing . RATRTS TR DGR (TSt
Recruiting History social and emotional support. Helped clients with meal preparation, light housekeeping,
aundry,
Screening grooming and dressing guidance. Supported clients by helping with daily living skills such 2023
as
Interview medication reminders, personal hygiene and recreational and exercise activities. Provided| 18 Job Application Status Updated
clients with trans; docto ointmer beauty shops, gr hopping and R12186 Cashier - PT: Moved f Backgro
Attachments running errands. Keg rds and reported changes'in the client’s physical condition,
behavior,
Employment Offer SSppaSane 18 Automatic Message Sent
N tem sent dwill Opportunity - Offe
Scheduled Events © More (4
Reminders 18 Automatic Message Sent
A ystem sent k you for your applicat
Activity
Job Applications Resume / Cover Letter Note: |F the Ca ndldate uploaded Check
- tacey-Office+Work+Resume df
any attachments, such as a cover
letter or resume, click the PDF

link to view the document.




HOW TO DISPOSITION (REJECT) CANDIDATES

Note: It is an expectation that managers disposition or reject candidates who will not be moving forward within 24-72

hours after their application is received.

1. Navigate to the appropriate candidate’s profile > Click Decline

= MENU W Q Search & § a

<  Phone Number Email o .
- S osn s T— gmail.com Job Application Details
[ Job Requisition R Retail Merchandise
£l

oo
oo

- . @ Location @ Jobs Applied to
William Smith (C213551) abe colony, phoenix, AZ 85032 Unitec a - o9 P hotd h
States of Americ
For: R17577 Retail Merchandise o e
Processor Date Applied 1 025 01:14:26 PM
ol Actions Source Job Fair odwill Hiring Spree
a = Active Job Applications (1) CECILIA MCLAUGHLIN
Hiring Manager
S Ema William Smith - R17577 Retail Merchandise Processor (C213551) ( Review
i: ation: 110429 - Fairfield New Store | Date Applied: 11 202 — CECILIA MCLAUGHLIN
Summary
(Actions v) In Progress 1 ite EE=hE. B
Overview
Duplicates Step Awaiting Me Awaiting
Recruiting History Q Review
Screening View All andidate Declinec
Candidate did not complete af
Interview
2025 i
Questionnaire Results Work History
Experience
Attachments 1
No» none entered
Employment Offer

Scheduled Events 1

Reminders fiatior Personal Reminders

2. Select the appropriate option from the list.

IMPORTANT! The candidate will receive an autogenerated email from Workday within 24-72 hours after

their application is declined to inform them that they will not be moving forward.

Not eligible for rehire

: : : Other Candidate(s) Bett lified - Verbally Notified |
Note: Candidates will NOT receive an er Candidate(s) Better Qualified - Verbally Notifie

Other Candidate(s) Better Qualified

autogenerated email from Workday to Scope of work not acceptable

inform them they will not move forward Unwilling to relocate

in the recruiting/hiring process when Expired

this disposition reason is selected.

Decline v




EXPLANATION OF DISPOSTION REASONS

Accepted another position

IMPORTANT! Candidates will receive an autogenerated
email from Workday within 24-72 hours after their

Candidate Declined

Candidate did not complete application
Compensation not acceptable
application is dispositioned to inform them that they will Candidate Underage

Change in interest or availability
not be moving forward in the recruiting/hiring process. Candidate Withdrawn
Did not return calls / Unable to contact candidate
. . . Duplicate Candidate

1. Accepted Another Position - The candidate accepted D not meet minimum qualfcations - vailabilty
Did not meet minimum qualifications - certifications

another (internal or external) position.

Did not meet minimum qualifications - education

Did not meet minimum qualifications - experience
Note: This option can also be used lf the candidate is in the Hired for Another Job

Internal Applicant - Not Selected

Job Requisition Closed or Cancelled 0

recruiting/hiring process of another internal job requisition.

More qualified candidates - availability

More qualified candidates - certifications

2. Candidate Declined - The candidate OR the hiring

manager declined to move forward with the recruiting/

More qualified candidates - education
More qualified candidates - experience
More qualified candidates - flexibility/teamwork skills

More qualified candidates - technical/analytical skills

hiring process.
3. Candidate Did Not Complete Application - The
candidate did not complete thejob application OR

More qualified candidates - lack of communication skills/unprofessional
More qualified candidates - undesirable availability

More qualified candidates - Lesser applicable certification/education
More qualified candidates — Lesser work skills

. . . More qualified candidates - compensation demand not acceptable

p rovi d ed {:a | sein 'FO rma t on. More qualified candidates — lesser relevant experience
Not eligible for rehire

4. Co m Pe nsa tio n N ot Acce Pta b I e- Th e can d id a te Other Candidate(s) Better Qualified - Verbally Notified
Other Candidate(s) Better Qualified
declined the position because of the compensation. Scope of work not acceptable

Unwilling to relocate )

Expired

5. Candidate Underage - The candidate does not meet the

age requirements for the role. Decline  ~

6. Change of Interest or Availability - The candidate is no

longer interested in the role OR the candidate’s availability is no longer is compatible.

7. Candidate Withdrawn - The candidate is no longer interested in the role.

8. Did Not Return Calls/Unable to Contact the Candidate - The candidate missed their

scheduled phone interview OR has not responded to three contact attempts.

9. Duplicate Candidate - The candidate submitted multiple applications to the same requisition
OR the candidate applied with multiple candidate accounts.

GOODWILL




EXPLANATION OF DISPOSTION REASONS

10. Did Not Meet Minimum Qualifications — Availability - The candidate’s availability does not

meet the job availability requirements.
11. Did Not Meet Minimum Qualifications — Certification - The candidate does not have the

proper certification for the position.

12. Did Not Meet Minimum Qualifications — Education - The candidate does not meet the

education requirements for the position.

13. Did Not Meet Minimum Qualifications — Experience - The candidate does not have the

required work history for the position.
14. Hired for Another Job - The candidate was hired for another (internal or external) position.

15. Internal Applicant - Not Selected - An internal candidate was not selected to move forward
with the recruiting/hiring process for another internal role.

16. Job Requisition Closed or Cancelled - The requisition has been filled, closed, or canceled.

Note: It is strongly encouraged to find another_job opportunity for candidates versus |osing

potential talent over the closing or loss of a requisition.

17. More Qualified Candidates - Availability - Other candidates who applied for the position

have better availability for the role.

18. More Qualified Candidates - Certifications - Other candidates who applied to the role have

better or more certifications relevant to the position.

19. More Qualified Candidates - Education - Other candidates who applied to the role have an

education that better fits the educational requirements of the position.

20. More Qualified Candidates- Experience - Other candidates who applied to the role have

better or more relevant experience.

21. More Qualified Candidates- Flexibility/Teamwork Skills - Other candidates who applied to

the role can better fit the travel, schedule, and/or environmental demand(s) and/or have more

experience working with a team.




EXPLANATION OF DISPOSTION REASONS

22. More Qualified Candidates- Technical/Analytical - Other candidates who applied to the

role can better meet the technical and/or analytical demands of the position.

23. More Qualified Candidates - Lack of Communication Skills/Unprofessional - The

candidate demonstrated poor communication skills and/or lack of professionalism, OR other
candidates who applied to the role better fit the communication and professional needs of the

role.

24. More Qualified Candidates - Undesirable Availability - Other candidates who applied to

the role have more desirable availability.

25. More Qualified Candidates - Lesser Applicant Certification/Education - Other candidates
who applied to the role have a Lesser Applicant Certification and/or education that better fits

the requirements of the position.

Not eligible for rehire

IMPORTANT! Candidates will NOT Other Candidate(s) Better Qualified - Verbally Notified I

Other Candidate(s) Better Qualified

receive an autogenerated email from
Scope of work not acceptable

Workday to inform them they will not

Unwilling to relocate n

move forward in the recruiting/hiring Expired
process when this disposition reason Is

v

selected.
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CONTACTING CANDIDATES/SCHEDULING INTERVIEWS

Note: If the hiring manager would like to move forward with a candidate, the next step is to call
the candidate to confirm the candidate’s interest in the position and schedule an in-person

interview with the hiring manager.

1. Navigate to the appropriate candidate’s profile.

= MENU goM Q search P P
fi
E
=a g Phone Number o .
+1 (562) 3963350 (Mobile) nes.campbell@gmail.com Job Application Details
@  Jones Campbell (C213544) Job Requisition 17575 Retail Merchandise Processor (Open)
@ (Location = Jobs Applied to
For: R17575 Retail Merchandise Hidden leaf village, phoenix, AZ o Location 1 ling
0o Processor 85032 United States of America
Date Applied 3/2025 01:3
Actions
Source > Newspap
e =]
St ASM G
Active Job Applications (1) Hiring Manage
© Jones Campbell - R17575 Retail Merchandise Processor Review ) ASM Gina
Summary Y St
110406 - Burl 2 | Date Ag 4:11/0
Overview
In Progress 1 ite G E =@, @
Duplicates e )
ctions v
h Step Awaiting Me Awaiting
Recruiting History
Q view Decisiol 1
Screening
Interview
(s
Vig All v
Questionnaire Results
Work History
Attachments
2025 Experience
Employment Offer none entered
3 Automatic Message Sent
Scheduled Events Nov Nq@e’  System sent Thank you for your applicat

2. Call the candidate to confirm interest and

schedule an in-person interview. The candidate’s | Note: If the candidate does not answer the
phone number can be found in the information at | phone call, managers should leave a

the top of their candidate profile. voicemail, if possible.

Note: The manager should conclude the call by informing the candidate that an interview

confirmation will be sent to the email address listed on their application.
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CONTACTING CANDIDATES/SCHEDULING INTERVIEWS

3. Click the Move Forward button, then click Schedule Interview.

Q Nathaniel Graison
(C213557)
L For: R17575 Retail Merchandise
Processor
Actions
3
B B4
Phone Emal
Summary
Overview
Duplicates

Recruiting History
Screening
Interview

Questionnaire Results

Attanhmante

Schedule Interview

E offer

)

Decline

Q Search

Phone Number Email

+1 (623) 5552420 (Landline) gwe2e testing+Nathaniel.Graison@gmail.com

@ Location
4

P Jobs Applied to
1

W McDowell Rd, Phoenix, AZ
United States of America

Active Job Applications (1)

O Nathaniel Graison - R17575 Retail Merchandise Processor Review )
C213557)
Location: 110406 - Burlingame Store | Date Applied: 11/17/2025
Review
(Actions v
View All v

2025

17 Automatic Message Sent

Job Application Details

Job Requisition  R17575 Retail Merchan

Location ® 110406 - Burlingame Store
Date Applied 11/17/2025 12:56:36 PM
Source areer Websites -> Goodwill Web
ASM Gina
Hiring Manager
ASM Gina
Recruiter
In Progress 1 iterr
Step Awaiting Me
Q Review Review Decisior

Work History
Experience

none entered

P P g

AR=mE . EE

Awaiting

1

4. Click the Schedule button on the pop-up window.

On behalf of: ASM Gina
= o Goodwill
1l
E
a
Q Nathaniel Graison
(C213557)
0ll For: R17575 Retail Merchandise
Processor
Actions
%
|5} B4
Phone Email
Summary
Overview
Duplicates
Recruiting History
Screening
Interview
Questionnaire Results
Attachments
Employment Offer
N Scheduled Events

Q Search

You have submitted
Up Next: ASM Gina | Schedule Interview | Due Date 11/19/2025

Phone Number
52420

View Details

McDowell ®a, ¥noenix, Az

+1(623) 55

@ Location

United States of America

Active Job Applications (1)

© Nathaniel Graison - R17575 Retail Merchandise Processor Schedule \‘
€213557)
Location: 110406 - Burlingame Store | Date Applied: 11/17/2025
Schedule Interview
Actions v)
View All v
17 Job Application Status Updated

O

ation Details
R17575 Retail Merchandise Proce:
110406 - Burlingame Store
Date Applied 11/17/2025 12:56:36 PM

Source areer Websites -> Goodwill Webs

ASM Gina
Hiring Manage

ASM Gina
Recruiter

In Progress 1 iter

Step Task

Q Schedule Interview

Work History

Experience

none entered

(soheduie

P 2P a2

ssor (Open)

A= 26

Awaiting Me

Schedule Interview

hedule )

GOODWILL




CONTACTING CANDIDATES/SCHEDULING INTERVIEWS

Note: The manager might be prompted to sign in to

their Outlook email account. S \icrosoft

5. Enter the date of the interview. Sign in

christine.mcbride@goodwillaz.org

6. Type and select the names of all of the managers

in the store under Interviewers. Can't access your account?

Note: Adding all managers in the store as
interviewers ensures that a manager will be available ext
to interview the candidate, even if the manager

conducting the interview is not the hiring manager.

Q Sign-in options

7. Enter the duration of the interview in minutes.

8. Select In Person for interview type. ) ) )
' _ _ _ Note: 30 minutes is the typlcal
9. The Questionnaire should automatically populate, and it

should match the title of the position
10. Click Next

interview duration for frontline

positions, but can vary.

Schedule Interview Nathaniel Graison - R17575 Retail Merchandise Processor (C213557)

Signed in to Microsoft Outlook as: christine.mcbride@goodwillaz.org

Time Zone *

x GMT-08:00 Pacific Time (Los
Angeles)

Order  *Interviewers *Duration (in minutes) Interview Type Questionnaires Notes

Christine McBride 6 ; 30 In Person 8 Retail Merchandise Processor Interview 9
Guide

~ Room Selection

Use Same Location or Room

Rooms

/ N

GOODWILL




CONTACTING CANDIDATES/SCHEDULING INTERVIEWS

11. Click the desired time slot on the calendar.

. Schedule Interview Henry Cavil - R17578 Truck Driver (C213542)
ald

E Time Zone
GMT-08:00 Pacific Time (Los Angeles)
Q
< > Monday, November 3, 2025 Day v

0l

Christine

McBride
)
- Christine 12:00 PM - 2:30 PM

McBride Busy

Schedule Interview

Time Zone

GMT-08:00 Pacific Time (Los Angeles)

. . . . . Interviewers *
12. Confirm the interview information is
% Christine McBride, Christine

correct > Click OK McBride

Start Time *

Note: Edits to the interview details can be 1170372025 B9 |[ @9:00 an
made if necessary. Click each field to make
cha nges. Duration (in minutes) *

30

Available Rooms

[/ Cancel
.

\I
¥

GOODWILL




CONTACTING CANDIDATES/SCHEDULING INTERVIEWS

13. Click Next > Click Submit on the next screen

Schedule Interview Henry Cavil - R17578 Truck Driver (€213542)
- Proposed Interview Schedule

> Monday, November 3,2025

@ Interview with Jones Campbell
Note: The interview will appear on the Outlook (C213544) for R17575 Retail M...

Calendar for all interviewers. The Outlook (D Tuesday, November 4, 2025
3:00PM to 3:30PM (30 minutes)

m Delete Event

14. To send an interview confirmation email to the candidate, navigate to the candidate’s profile.

calendar event is NOT sent to the candidate.

15. Click Actions > Hover over Candidate Actions > Select Send Message.

= MEnU gooM Q search Q § 3
as Phone Number Email
ol s as o
‘ = +1 (562) 3963350 (Mobile) = HenryCavil@gmail.com Job Application Details
B Henry Cavil (C213542) Job Requisition  R17578 Truck Driver (Open
Za Location [F Jobs Applied to
For: R17578 Truck Driver Hidden leaf village, Phoenix, AZ 85032 . Location
Q United States of America
Date Applied 10/31/2025 02:02:49 PM
Source
0o
date X ; MIRSADA CAUSEVIC
Hiring Manages
y Cavil (C213542
o~ Summary a ) Py L Interview Candidate
Qs 1 je | it 4 VALENTINA OREAMUNO
Overview Job Application Recruiter
v : iy 2= o ||
Duplicates ~Personal Data SR SR In Progress 1 ite B = ol @ o B L
A Conf
RecruitingH  Favorite ! med ! Step Task Awaiting Me
. dd to Pr
ntegration IDs e e —_— ~
Screening = . . Hiring Manager 1st Interview (" Interview Candid Ma iba
Adc '0C —eet Pri ecot
Reporting B
Interview L
Attachment; PuPlicate Management
Employment Offer
Scheduled Events Education
none entered
Reminders +
Personal Reminders
Activity / ™
Create Reminder
Job Applications




CONTACTING CANDIDATES/SCHEDULING INTERVIEWS

Send Message X

Send To
1

Job Application

16. Select the aPPI"OPI"iateJOb reqUiSition, X Henry Cavil - R17578 Truck Driver (C213542) - 16

Contact Method *

Email

Notification Template

17. Select the Goodwill brand template. X Goodwil Brandad Candidate Message 17

Message Template

[ X Interview Confirmation ] 1 8

18. Select Interview Confirmation.

Body

19. Edit the body of the message to = Bl ST L bl Bl Shlnith

Hi Candidate Global Name

include the interview details,

Hope all is well! I'm happy to let you know that I've finalized your interview arrangements.

i ncl u d i ng. To confirm your interview please reply to this email message X

.
Interview details
. . When:

- The Date/Time of the Interview Where
Who: Please ask for (Managers Name) when you arrive

- Sto re Ad d ress *Schedule is subject to change due to interviewer availability.
Please note your recruiting point of contact will let you know if any changes occur such as additional panelists being invited to participate

- . A few friendly reminders
Name of the Manager who will be | A S, e s e ision oo vt st s oyt s

Please come dressed to impress
CO n d UCtI ng the | nte I"VIeW Please let me know if you have any questions!

Best
Primary Recruiters

Reply To Email Address

20. Enter your work email address.

exampleemail@goodwillaz.org

20

Attachments

Drop files here

e
l/ Select files )
-

21. Click OK to send the message to 21
the candidate. e ) (EED




CONDUCTING INTERVIEWS/SUBMITTING INTERVIEW FEEDBACK

[ Goodwill T Search T = g
1. Navigate to the “My Tasks” Inbox o s 2
) . "Nt'Thh di fth
and click on the Schedule Interview _ ote: [he heading of the
Task with the appropriate candidate’s | l : task should be titled Give
name. . | Interview Feedback.
2. Use the questionnaire in the task
to interview the candidate and
record the candidate’s responses.
=D
Have you previously been employed with Goodwill of Central and Northern Arizona? (Required)
o IMPORTANT! N\anagers must ask the

candidate the required questions indicated

Are you at |least 18 years old? (Required)

Yes

on the questionnaire.

No

Are you able to perform the physical tasks listed in the job description with or without a reasonable accommodation? (Lift/carry up to 30 pounds, push/pull up to 100 pounds, bend/reach 70 times per hour.) (Required)

Yes

No

3. Once the interview is complete, scroll down
Overall Feedback

and select an overall rating to determine if the
candidate will move forward > Click Submit > orersiifatne & ‘
select one
. Overall Comment
Click Done on the next screen 4- Yes - Recommend
3 - Recommend another interview
' o 2 - No - Do not recommend
IMPORTANT! All managers listed as Process History | 1w uros
interviewers will need to complete the task to a Christine McBride ‘ _ o
;s Give Interview Feedback for Jones Campbell - R17575 Retail Merchandise Processor (C213544) by Christin:

Awaiting Action

remove it from their “My Tasks” Inbox, even if the

manager did not participate in the interview

N ~N
\\ Save for Later ) Cancel )

process. To remove the task from their inbox, the
manager will have to select an option for all
required fields in the form, enter the comment

“did not participate in interview” in the Overall

Comment section of the task, and submit.




GENERATING AN OFFER, ARBITRATION AGREEMENT AND OFFER LETTER

1. Navigate to the candidate’s profile >
Click Move Forward > Click Offer 2. Click Open on the pop-up window

X
. Website . |_
Schedule Interview You have submitted

Up Next: Kelsey Brown | Offer

View Details

3. Click the Offer task from the “My Tasks” Inbox > Select the appropriate Hire Date

= MENU gom[wim Q search & & A
- o All ltems 24items. Y¢ @ L7 Created:10/09/2025
ol
" | Q  search: All Items Ty Initiate Offer for  Buffy Summers (C271284) [  R19449 Retail Merchandise Processor [+ o
1% Advanced Search Start v
Q
C H Offer for Job Application: Buffy 10/09/2025 Yy
o Summers - R19449 Retail Merchandise
Processor (C271284) Details
<
& g Target Hire Date (Job Requisition) . . . ,
; - IMPORTANT! The Hire Date is the candidate’s start date.
. . The Hire date listed in the offer is contingent upon the
7
Hire Reason * . .
2, candidate’s successful completion of the background
Location *
T [ s check process.
Document Language
% English (United States)
The Job Details
o
\> Next

4. Select the appropriate Hire Reason

Target Hire Date (Job Requisition)

IMPORTANT! Click Hire Employee if the

Target Hire Date (Job Requisition) X . . X . 02/03/2025
candidate is a new hire OR Click Rehire
02/03/2025 _ T ‘ Hire Date *
Employee if the candidate is a previous R
Hire Date *
ire Date worker. 03/17/2025 []
03/17/2025 [
Hire Reason *
Hire Reason * IMPORTANT! Click Hire Employee > Search =

learch

New Hire if the candidate has never

& Hire Employee

Hire Employee

worked for any Goodwill before. Click Hire
Employee > New Hire (Other Goodwill) if
the candidate has worked for a Goodwill - ,

) Hire Employee > New Hire (Other
outside of Goodwill of the San Francisco _Soodwil)
Bay (GSFB) X English (United States)

Rehire Employee . Hire Employee > Acquisition

iivv

X 190545 - Corporate Utrice =+

) Hire Employee > New Hire

Document Language

‘ X English (United States)

i
i

GOODWILL




GENERATING AN OFFER, ARBITRATION AGREEMENT AND OFFER LETTER

Target Hire Date (Job Requisition)

02/03/2025

Hire Date *

03/17/2025 [

Hire Reason *

Search = 1

& Rehire Employee

. Rehire Employee > Rehire (31 days to 6

Months)

() Rehire Employee > Rehire (after 6
~ Months)

/7 Rehire Employee > Reinstated (within
~ 30 days)

IMPORTANT! Click the appropriate Rehire option. Selecting the

incorrect rehire option causes hardship with Form -9 documentation.

HR Support provides the correct rehire option in response to Rehire

Inquiry tickets.

REHIRE OPTION DESCRIPTION

Rehire Employee > Rehire
(31 Days to 6 Months)

Rehire Employee > Rehire
(after 6 months)

Rehire Employee >
Reinstated (within 30 days)

The team member is rehired after 31 days
to up to 6 months of their termination

date.

The team member is rehired 6 months

after their termination date.

The team member is rehired (reinstated)

within 30 days of their termination date.

Compensation

One-Time Payment

Summary

5. Scroll down on the form and confirm that the Job Details

and Working Time information is correct > Click Next

6. Click Next on the Compensation section of the form

7. Do NOT make any changes to the one-time payments

section. Click Next. m —

8. Review the information in the Summary > Click Submit.

EED «—

9. Click on the Goodwill SF Mutual Agreement to Arbitrate task.

e N All Items
ald
O Skl e ', Note: The title of the Arbitration task includes
the candidate’s name and the position.
?é? Advanced Search
@
®
v Goodwill SF Mutual Agreement to 11/10/2025 Yy Generated Document GSFB
[][]n Arbitrate: Jonathan Anderson - R17577

Retail Merchandise Processor
(C213541)

«

Updated: 11/10/2025




GENERATING AN OFFER, ARBITRATION AGREEMENT AND OFFER LETTER

10. Click Review to generate the Arbitration Agreement

v ¢ L ated: 11/10/2025 | Updated: 11/10/2025

Generate Document Generate Document for Offer (Default Definition): GSFB Mutual Agreement to Arbitrate_Offer

Drive Document Template  GSFB Mutual Agreement to Arbitrate_Offer
Generated Document GSFB Mutual Agreement to Arbitrate_Offer

Created On 11/10/2025 09:41:39.925 AM

11. Click Submit once the document generates.  12. Click the Open button on the pop-up
S L window or click the Goodwill Offer Letter task

from your “My Tasks” Inbox

®

Success! Event submitted
Up Next: Jessica Sample | Goodwill SF Offer Letter

View Details

mh

X

13. Click Review to generate the candidate’s Offer Letter

s All Items 24items Generate Document Generate Document for Offer (Default Definition): Goodwill Offer Letter [+++
o
i
S h: All It ™.

| Q Searo ems + Drive Document Template ~ Goodwill Offer Letter

18 Advanced Search Generated Document Goodwill Offer Letter
@ @ Created On 10/09/2025 02:35:04.239 AM

v

Goodwill Offer Letter: Buffy Summers - 10/09/2025 {}

la R19449 Retail Merchandise Processor
(C271284)

Updated: 10/09/2025

«

14. Review the details of the candidate’s offer letter for accuracy > Click Submit

IMPORTANT! The Offer Letter and Arbitration Agreement will be routed to the candidate

for approval.

GOODWILL




BACKGROUND CHECKS

IMPORTANT! All candidates need to pass a background check to be hired. Once the
candidate has signed their offer letter, managers will be able to trigger the background check

process in Workday. Click here to view a video tutorial on the background check process.

1. Navigate to the appropriate candidates profile > Click Move Forward > Background Check

WU ouviImmianc mcouiilo

= Move back to Interview
Make New Offer

View All

Decline v

Note: The candidate will be emailed instructions to

complete their background check via Eagle Screen.

2. Click Review on the pop-up window OR navigate to your “My Tasks” Inbox and select the
task titled Background Check for Job Application with the appropriate candidate's name.

5 AllTtems GE —

oo
oo

N Q earch: All Items 1,
|
ola
L]

L)
® Background Check for Job Application: 11/10/2025 ¥y
ollo Emmitt Smith - R17577 Retail
Merchandise Processor (Open)

IMPORTANT! The manager must monitor the status of the candidate’s background check

by refreshing their “My Tasks” Inbox. It can take several business days for a candidate's

® ™

«

background check to be processed.

GOODWILL




BACKGROUND CHECKS

Note: A Pending Candidate status means that the candidate has received instructions to

complete their EagleScreen background check.

Item10f 183 ¥ 2t

reated: 11/10/2025

6

Select Background Check Overall Status

+1 (623

5552340 (Mobile

&4 gwe2e.testing+Emmitt. Smith@gmail.com

Job Application: Emmitt Smith - R17577 Retail Merchandise Processor (C213548) on 11/1

Jobs Applied to
Action Required

Source

Background Check

Career Websites -> Goodwill Website

Background Check

Status Date * 11/10/26825 [<]

Suws  * xpend.nqmd.muh

Comment

v Details

Daal dlbhoal Doclacal

Note: A Pending status means that the candidate has submitted their background check, and

EagleScreen Is processing the results.

Item10f 183 ¥ -

reated: 11/10/2025

(_

Select Background Check Overall Status  Job Application: Emmitt Smith - R17577 Retail Merchandise Processor (C213548) on 11/1

1 +1(623) 5552340 (Mobile

4 gwe2e.testing+Emmitt. Smith@gmail.com

Background Check

Status Date * 11/18/2825 E

Comment

. _Details

Jobs Applied to
Action Required

Source

Background Chec

Career Websites

k

> Goodwill Website

GOODWILL




BACKGROUND CHECKS

3. If the candidate's background check status shows Passed > Click Submit to complete the

background check process.

Select Background Check Overall Status  Job Application: Emmitt Smith - R17577 Retail Merchandise Processor (C213548) on 11/10/2025 -+

2340 (Mobile Jobs Appliedto 1 Hiring Manager  CECILIA MCLAUGHLIN
gwe2e testing+Emmitt. Smith@gmail.com Action Required  Background Check Recruiter Jessica Sample
Source Career Websites -> Goodwill Website

Background Check

Status Date * 11/10/2025 a
—

I Status * X Passed [2

Comment

Details

Background Check Package Details
Background Check Package Test:

Status Results URL Test Name Test Status Status Date Test Description

N
Cancel
. v

IMPORTANT! If the status of the candidate's background check shows "Requires Review', the

Recruiting Operations Team will review the candidate's background check to determine if it's

Multi Jurisdiction Criminal/Sex Offende

favorable or unfavorable. Do NOT take any further action. The Recruiting Operations Team will

contact the manager via email about the next steps.

Background Check
Status Date * | 11/18/20825 @
Status * | X Requires Review [4

Comment

GOODWILL




EAGLESCREEN BACKGROUND CHECK VENDOR INSTRUCTIONS

IMPORTANT! EagleScreen is your new background check vendor. Hiring manager(s), have the the ability to check the
status of their candidate(s) background reports by logging into EagleScreen. Managers can only view the status of a
candidate’s background report if the candidate was moved into the Background Check stage of the recruiting/hiring process
in Workday and if the candidate submitted their information to EagleScreen.

The EagleScreen User ID and Password are provided in the email sent to the store leaders.

EagIeScreen URL: https://eaglescreen.screening.services/

M Use the Google Chrome browser to login to EagleScreen
M Each store has it's own password that is shared among the store leaders (SM, ASMs, CSMs).

Note: Keep your store’s EagleScreen Password in a safe and accessible place to all store leaders.

[ Leaders who transfer to different stores must leave the store’s password to the new leader(s).

[ Passwords must be reset every 90 days (EagleScreen prompts password resets). Please share all
password updates with the appropriate store leaders (SM, ASMs, CSMs)

RESOURCES AND SUPPORT

FORGOT STORE’S PASSWORD/EAGLESCREEN LOGIN SUPPORT:
Call: Hiring Manager Support Line at 1-(602)-535-4242 OR
Email: RecruitingOperations(@goodwillaz.org

CANDIDATE APPLICATION SUPPORT:
Call: Candidate Support Line: 833-624-0920, Option 5

Candidates who have received an UNFAVORABLE background check result.
Call: The Fair Chance Individualized Assessment Adverse Action Hotline: 1-(833) 677-7724

IMPORTANT! Please DO NOT discuss background reports with candidates. If a candidate begins sharing their

background report with you, please kindly ask them to stop. Let them know there is an HR Team, Recruiting Operations,
that they can call to speak with via the Adverse Action Hotline.

GOODWILL



mailto:RecruitingOperations@goodwillaz.org
https://eaglescreen.screening.services/
https://eaglescreen.screening.services/

HIRING A CANDIDATE

IMPORTANT! The hire task should only be submitted after the candidate’s background check has cleared and

the hire/start date has been confirmed with the candidate. Click to view a video tutorial of the hiring process.

1. Navigate to the appropriate candidates profile > Click Move Forward > Click Ready for Hire

Uesuonnaire xesuits

Move Back To Offer - Candidate Does Not Have Offer Letter

Move Forward v Decline

2. Select the Revise Employee Hire Task from the “My Tasks Inbox” > Confirm the Hire Date

= MENU gooM
e ¢ ltem1of184 ¢ @& 4°
ol reated: 11/10/2025 | Effective: 11/17/2025
E I Revise Employee Hire I Note: Change the Hire Date/First Day of Work
Q Date, if necessary.
l][]u Initiated From
Job Application: Emmitt Smith - R17577 Retail Merchandise
. Hire Date * IMPORTANT! The first day of work is the team member's
11/17/2025 [

start date. The hire date and the first day of work date should

First Day of Work

11/17/2025 [5

be the same.

Reason

Service Dates

X Hire Employee > New Hire

Continuous Service Date

3. Scroll down and review the form for accuracy > Click Submit

Note: Do NOT edit the dates
at the bottom of the form.



https://www.myworkday.com/goodwillaz/email-universal/inst/16927$1576/rel-task/2998$32516.htmld

HIRING A CANDIDATE

4. Click Review on the pop-up window.

Success! Event submitted
Up Next: Review Employee Hire

View Details

IMPORTANT! The Review Employee Hire form is the last chance for the manager to edit
the team member’s information, such as the hire date. Once the Review Employee Hire Form

is submitted, managers will have to contact the HR Support Team to make any changes.

5. Review the form for accuracy > Make any necessary changes > Click Approve

Review Employee Hire

Initiated From
Job Application: William Smith - R17577 Retail Merchandise Processor \r;\:»:sm)m.lw 11/2025 William Smith
) " Job Application: William Smith - R17577 Retail
Hire Date Merchandise Processor (C213551) on
1/11/2025
11/24/2025 £
Worker Information
First Day of Work
Pre-Hire
11/24/2025 [
William Smith
Reason
X Hire Employee > New Hire =
Recruitment Information
Source
o Goodwill Hiring Spree
Position
Supervisory Organization Recruiter
Supervisory Organization Bruce Abney
Fairfield New Store ASM (CECILIA MCLAUGHLIN) Cynthia Sabel
Daniella Tovarez
Job Requisition
Darica Chambers
X R17577 Retail Merchandise Processor (Open) = Gray Lee-Kin
Approve I Send Back : Save for Later > Cancel )




ONBOARDING SETUP FOR HIRE TASK

IMPORTANT! The Onboarding Setup for Hire Task should only be completed on the new

hire’s first day of work. N\anagers should wait to submit the task until the new hire has arrived.

Once the task is completed, the new hire will be able to access their onboarding tasks in their
Workday “My Tasks” Inbox. |t might take a few minutes for the tasks to populate for the new

hire. Click here to view a video about Onboarding Tasks for new hires.

1. Navigate to your “My Tasks” Inbox > Click the Onboarding Setup for Hire task with the

. )
approprlate new hire’s name.

3| All Items e Onboarding Setup

earch: All Items T
Q ! . Message

748 Advanced Search

Onboarding Setup for Hire: 11/12/2025 Yy People to Meet
William Smith - Retail
Merchandise Processor on

P 11/24/2025
S
Effective: 11/24/2025 Notify
2. Click Submi
. Click Submit.
5 All ltems % L7 Created: 11/12/2025 | Effective:
Q  search: All items t Onboarding Setup
4% Advanced Search
Message
(L\
& Onboarding Setup for Hire: 11212025 Yy
William Smith - Retail
Merchandise Processor on
P 11/24/2025 People to Meet
Effective: 11/24/2025
Select People
B Schedule Interview: Test Tester - 1 25 Y Notify
R17577 Retail Merchandise
Processor (c213552)
Due: 11/13/2025
B Helpful Contacts
a Enter Home Contact Information: 06, 25 Yy Select People =
- Assistant Store Manager -
CECILIA MCLAUGHLIN
Notify
Effective: 06/01/2025
Enter Legal & Preferred Names:  06/17/2025 ¥y Procellis History
Assistant Store Manager -
CECILIA MCLAUGHLIN ECILIA MCLAUGHLIN
boarding Setup- Await
Effective: 06/01/2025
Edit Government IDs
Due: 06/19/2025
0]
m Save for Later Cancel

IMPORTANT! Once the new hire has completed all of their Onboarding Tasks, new hires will

need to complete their new hire training titled GSFB New Hire Program located in the team

member’s Workday Learning Portal.



https://www.myworkday.com/goodwillaz/email-universal/inst/16927$1534/rel-task/2998$32516.htmld
https://www.myworkday.com/goodwillaz/learning/program/f2d4f3b411d91001f62aa52750580000?type=2d29754fdb8e100008b50ff6bc94003b

