HRM instruction
Content:

Section 1. Vacancies

- RE FUHDVIRQ

$ SSUIRYDCR \WH YDFDCR\
__$C3Q) FDOAGDWMV IRUD YDFDCR

6 HBIRWRO Rl FDOQGDWY |RUWH YDEDCH
—$ SSRION HONR IOMWEHZ V

Section 2 Candidates
$CGEQ) FUDUD) D FDQAGDWM
H Z ZIWDH
& UHDM DOHP SB HH FDUG

Section 1. Vacancies

1.1 Job creation
" $CGNRE \WB
" 6 HOIPVW HVSRQUE®! UHFUXOMU ' IUHRRY 3& RQIBFAW
" 6 HBPW& DQAGDM 3 IRFHWIQ) $ORIMP ' ILHRRY 3& DQAIGDW 3 URFHVWQ)
$ORWMP “

NEXT STEPS (1) & m Ko 40

*
Fill in all the fields in the "Basic information” block in the application

ame™ Accountant
* New

5502 Recruitment of accountant

WORK WITH CANDIDATES JOB INFORMATION MORE ABOUT THE VACANCY TASKS AND CONNECTIONS INTERVIEWS FILES RESULTS ENG. RESULTS 2 FEED

Candidates + @

Object #

&DQACDM SUIRFHWIQ) DORUWKP  DFFREQJ \R \WH & DQACDM SURFHWIQI DORUKP  \KH
VWP Z IOGHMUP IQH Z KIEK FDVH R IXQ IRUD SDUMFXOUUHRG



&DQACDW AIAYY  \WH YDAH Rl \WH 6 WYV I IHG Z LGP [OH WH WMSV R \WH FDVH  \WH @H

R FOI R WH FDQAGDW

Candidates: Cases

CANCEL

Algorithm of candidate processing

SECTION CASES BUSINESS PROCESSES

NEW CASE ACTIONS ~ VIEW

Active 7 Filters/folders ~

Case 3 (Hiring a Sales Manager)

' = ’ State Yes 8/16/2022 4:01 PM
Algorithm of candidate processing = Recruitment of sales manager
Case 1

State Yes 8/16/2022 4:01 PM

Algorithm of candidate processing = Recruitment of accountant
Case 2 (hiring IT) ;

' = State Yes 8/16/2022 4:01 PM

Algorithm of candidate processing = Recruitment of IT specialist

", QWHODFDQR ,QRWP DURQ\BE [L@IQWH YDFDQR IQRP DIRQ ( P S& P HQW\ SH
9DFDQA &@HQWVEDDY 2 SHAQ) ' DWW ' IYIMRQ 3RVMRQ ) X@L DP HRI WH 3 RUMRQ

WITH CANDIDATES

Vacancy information

Full time
A3AHEN ANECCAHAPO

20,000.00

JOB INFORMATION MORE ABOUT THE VACANCY TASKS AND CONNECTIONS INTERVIEWS FILES RESULTS ENG. RESULTS 2 FEED

Finances

Accountant

" QWH ,QRUP DWRQ DERXWKH YDFDQR \WWE DGG DUHDV 1Q Z KIFK WY SRWIEGI R VHDURK
IRUFDQACDWY DV ZHGDV DUHDV FDQACDWV [URP Z KIFK Z H GR QRWFROMGHU

Job search areas +

Ukraine

Ukraine

Vinnytsia Oblast Vinnitsa Yes

Chernihiv Oblast Chernigov No

" QWH,QRWP DIRQ DERXVWNH YDFDGR\ \BE IL@IQ\WH 5 HTXIUHP HQW IRUKH FDQAGDM
- RE H SHUIHQFH ( GXFDIRQ * HQGHUS$JHIWRP $JHEHRWMH 5HDG IRUWISY

Requirements for a candidate

0.5 year
Higher

Female

60

" QWH- RE ,QRUWP DWRQWE  HQMUWH UHTXIUHG QXP EHURI FDQAGCDWY

Vacancy analytics

" ( QMUIQIRUP DURQ DERXVWNH 7HP VR Z RINZ WY \WH YDFDQR 2 SHQQ) GDW DQG
3 OQUHG FBVIQI GDW 7 KH GD\ V GIWXQIDKH YDFDQR, FEVHY  DUH DX\RP DIFD@®
FDEXOWMGE\ WH A P



Time frames

Sleft 6 Created on  8/22/2022 2:33 PM
ening date  8/22/2022 Modified on  8/22/2022 3:04 PM
ed closing date  8/29/2022 Actual closing date

" QWHS$ GAMRQDONE DERXVWKH YOFDQR  11QI10Q WH LQ RUWP DWRQ DERXWS HVSROVELQIHV
([ SHABMRQV IURP WH FDQACGDW @ HDUHUHDG \RRIIHU

WORK WITH CANDIDATES JOB INFORMATION MORE ABOUT THE VACANCY TASKS AND CONNECTIONS INTERVIEWS FILES RESULTS ENG. RESULTS 2 FEED

Qualitative and timely preparation and submission of statistical, financial, tax and other reports, including reports and other necessary documents from NEC «Ukrenergo»,
onsibilities  Guaranteed Buyer and NKREKP
Maintenance of all areas of accounting and the order of registration of operations and the organization of document circulation by sections of accounting

Higher profile education;

Experience as chief accountant from 3 years (preferably in a similar field);
Knowledge of English at a level not lower than Upper Intermediate
Excellent knowledge of all areas of accounting;

If you become a team member of our small company, you would keep records in Quickbooks Online and also prepare annual income tax declarations for US individuals and
companies (1040,1120S, 1065, 1005, 540, 565 etc).

" QWH 7DV DQG 5 HOMRQV \BE  HQMUWH & RXQMSDW WH FRP SDQ. IRUZ KIFK ZH
VHBPWDQAGDMY  DQG & RQEPMKH FROEFPWSHYRQIURP WLV FRP SDQ

WORK WITH CANDIDATES JOB INFORMATION MORE ABOUT THE VACANCY TASKS AND CONNECTIONS INTERVIEWS FILES RESULTS ENG RESULTS 2 FEED
1.2 Approval of the vacancy
7R DJUWHH DQG DSSURYH D YDFDQR XVH WH DSSURYDO XQRMRQDON

» 7R DSSURYH D YDFDQR\ 1QWH 9DFDQFHV FDUG FIRN RQ5 XQ SURFHW VHBIFAE RQRDFW
$SSIRYDO

Accountant

SAVE CANCEL ACTIONS = L 4 GI) RUN PROCESS

> RUN PROCESS BY RECORD

Contract approval

NEXT STEPS (1) < mE O 40
" 7KH RMEDMIRQ?1 HZ DSSURYDO SRSV XS



All v [ show future tasks

€z Todayat4:12 PM

4 New approval
Contract approval

6 HEFVWKH $ SSURYHU VSHAL  \WWH $ SSURYDCREMIFYH FKHFNWH ' HBU DURQ DAZ HG
FKHANER] LI \WWH DSSURYHUFDQ GH®U DM \WH SURFHW R DSSURYIQJ \WWH YDFDCR

New approval

SAVE CLOSE

Approver®™ Supervisor

Approval objective  Approve the vacancy v

Delegation permitted D

7 KH DSSURYHULY QRMHG R WH QHHG R DSSURYH WH YDFDQR  DQG WH DRMYIW 1V VHW
Accountant

SAVE CANCEL ACTIONS = & (» RUN PROCESS +

NEXT STEPS (2) < mE O 40

Approve the vacancy

4

,Q\WH 9DFDQAHY FDUG 1QWH$ SSURYDY \IE D@YIVDV IRUWLY YDFDQR. DUH QVSD\ HG



CANDIDATES JOB INFORMATION MORE ABOUT THE VACANCY TASKS AND CONNECTIONS NTERVIEWS FILES RESULTS ENG RESULTS 2 FEED APPROVALS

Approvals i Wiaiting for my approval

Approve the vacancy Supervisor Yes

1.3 Adding candidates for a vacancy

,QWH & DQAGDWV \DE  DGG FDQAGDMY IRUKH SRVMRQ |RUKLY YDFDGR

© KHQDGAQ) DQHZ FDQAGDW D QHZ & DQAGDM FDUE RSHQV Z KIFK VKRX@ EH I1@BIG RXW
: KHQDGAQ FDQACDMV IURP \WH QAMKH A VWP RITHY \R VHBIPWD FDQAGDWM IURP DOHDG,
H DA HQUHV 1Q WH & DQACDMY VHRIRQ

WORK WITH CANDIDATES JOB INFORMATION MORE ABOUT THE VACANCY TASKS AND CONNECTIONS INTERVIEWS FILES RESULTS ENG. RESULTS 2 FEED

Candidates + !
Add new candidate

Add candidates from the list
Hope Maikolso Ison Female Accountant

1.4 Selection of candidates for the vacancy

» 7R GHVLJ QDM D FDQAGDWM DV D SRIMQIDAUHRXIMU \WH 6 KRIWDMAKHANER] DQG 6 DYH
FKDQJ HV VKRX@ EH FKHANHG [Q \WH & DQAGDW FDUG

OBERE 0pe Maikolson

SAVE CANCEL ACTIONS = & SCHEDULE AN INTERVIEW

Candidates
NEXT STEPS (1) = m oK

Vacancies
Control of all interviews

Activities

Hope Maikolson

Calls

Maikolson
Contacts Hope Maikolson

0665252536

Hope

Accounts
Lookups

18

MAIN INFORMATION FILES AND NOTE

Feed

Atlanta Atlanta
Message 18
templates Accountant

- - Female

Employees Higher

Short resume



" $IWMUWDVWWKLY FDQACDW J RHV R \WH 9 DFDCR 1Q \WH & DQACDWM VKRWDAMEHBIO

1.5 Appointment of interviews

" QWH 9 DFDCHHY FDUG 1QWH ,QMYIHZ V\DE \ RX GHHG W DGG DQ IQMYIHZ  [1QO10Q WH
IQARP DIRQ Z KR & RQGXFW \WH IOMYHZ  IOMYEHZ * XUDMRQ * HVRUSWRQ

WORK WITH CANDIDATES JOB INFORMATION
Interviews + :

1 Andrew Baker (sample)

MORE ABOUT THE VACANCY

TASKS AND CONNECTIONS INTERVIEWS FILES

Specialist

RESULTS ENG. RESULTS 2 FEED AP

" $IWMUFHDI) DQIQMYIHZ 1Q\WH 9DFDGR \ RX VKRX@ RSHQ\WH FDUG R \WH GHMILHG
& DQAGDM DQG FIFN RQ WH 36 FKHGX®I$ Q, QMYLEZ * EXWRQ

Hope Maikolson

CLOSE ACTIONS = & SCHEDULE AN INTERVIEW /

Hope Maikolson
Maikolson

0665252536

Atlanta

Accountant

NEXTSTEPS(1) %3 mKE QO 40

Control of all interviews

Hope Maikolson

Hope Maikolson

FILES AND NOTES HISTORY

MAIN INFORMATION

Atlanta
18
Female

Higher

Recruitment of account

Supervisor

CANDIDATE'S SUMMARY FEED

Newspaper advertisem
5/17/2004

500.00



7TKHW WWP Z IQFHDW DR [RUWLY FDQACDWM

Hope Maikolson

T
Creatic
LOSE ACTIONS & SCHEDULE AN INTERVIEW VIEW =
]

NEXTSTEPS(2) = mE Qg 40
Conduct an interview. Candidate : Hope Maikolson Submit a test task
Hope Maikolson
Maikalson
¢ andidate’s full name  Hope Maikolson Alg ! * Recruitment of accountant
0665252536 o
- ame Hope sme  Maikolson Re: e re er Supervisor
18 MAIN INFORMATION FILES AND NOTES NTERVIEWS HISTORY CANDIDATE'S SUMMARY FEED
Aflanta Atlanta

ate & Nowenanar adarticamant

$QR\MFDMQZI£(ISRSXSD\A\LQ;];\RX\RFR@(WDQIQMMEZ
" SIWUWH IQMYLEZ 1Q\WHS$ FIYIW FDUG \ RX P XMAVHAKH DWHAWP HOAR WH IOMYIEZ

—~ . . . . o
Conduct an interview. Candidate : Hope Maikolson What can | do for you? Creatio
SAVE CANCEL ACTIONS = - L VIEW ~

ect* Conduct an interview. Candidate : Hope Maikolson

* 812212022 5:38 PM [ e
et 8/22/2022 6:38 PM Reporter® Supervisor
* Not started Medium
e ategory™ Interview

erview e 10 er Andrew Baker (sample)
GENERAL INFORMATION PARTICIPANTS ATTACHMENTS AND NOTES EMAIL FEED CALLS
" e
”
,Q\WH 9 DFDQAHV FDUG 1Q\WH 7DV DQG & RQHAIRQY \BE \KH A VWP DX\RPP DUFD@®
WORK WITH CANDIDATES JOB INFORMATION MORE ABOUT THE VACANCY TASKS AND CONNECTIONS INTERVIEWS FILES RESULTS ENG. RESULTS 2 FEED A
Activities  +

Create vacancies on the resources work.ua 8/22/2022 4:23 PM 8/22/2022 4:43 PM Medium

and rabota.ua

Conduct an interview. Candidate : Hope 8/22/2022 5:38 PM 8/22/2022 6:38 PM Medium

Maikolson

Fill in all the fields in the "Basic information” 8/22/2022 2:33 PM 8/22/2022 2:53 PM Medium

block in the application

Section 2 Candidates
2.1 Adding (creating) a candidate

" QWH &DQACOWY VHAIRQ FIANRQWH31 (: = EXWRQ



+ < Candidates

LOAD FROM FILE ACTIONS =

7] Filters/folders v /7 Tag

Candidates

Hope Maikolson

Vacancies

e Fill in information about the candidate:

F%o ) X@DOP H VXWDP H IWANDP H

F%. $ORWKP R FDQAGW SIRFHWIQ] P DQEDW IIHG

F%o 5 HVSROVE®! UHFUKWWU

F%o &1\

F%o ' DM Rl 9L

F%o ) X@ HDY \WHW VP  FDEXOMWV DXVRP DIFD@

F%o (| GXFDUIRQ

F%o ' HVIUHG 6 DO

F%o & DQAGOW 6 RXUFH

F%o 5 HDVRQ IRUGDYIQJ
Nicklays Mikolson What can | do for you? Creatio
CANCEL ACTIONS + & VIEW =

!

NEXTSTEPS(1) &% KO 40

Conduct a telephone interview. Tell the candidate the basic conditions. Agree on the next step.

Nicklays Mikolson

Mikolson

Nicklays Mikolson Recruitment of IT specialist

Nicklays Mikolson Supervisor
fhfhfghf@gmail.com
48

MAIN INFORMATION FILES AND NOTES NTERVIEWS HISTORY CANDIDATE'S SUMMARY FEED

Berlin Berlin Social Network

48 8/22/1974
Data Analist

Male 0.00

Higher

BENAHCBKA IHHA BNAAVCNABIBHA
6 KRWIHVXP H
&DQACDWM FRP P XQEDIRQ



Short resume

Candidate communications —+

fhfhfghf@gmail.com  Email

" ,QWH) 1BV DQG 1 RV \BE DGG D N W \WH FDQACDWM V UHVXP H RUXSEDG \WH UHVXP H

MAIN INFORMATION FILES AND NOTES NTERVIEWS HISTORY CAMNDIDATE'S SUMMARY FEED
Attachments & @ Add link
[ RERNE File 8/22/2022 7:08 PM Supervisor
2021.pdf
Resume summary Link 8/22/2022 7:07 PM Supervisor

" ( QMUCDW IULRP \WH FDQACDWV 6 XP P DY (P S® P HOMVSH  IRUZ KIFK SRVMRQ
KHWH LV DSSOIQ <HDWY R FE H SHUIHGFH &RP SXIMUWN@' 3 URIHVWIRCQDADQG RIKMHU
W@ / DQIXDIH W@

MAIN INFORMATION FILES AND NOTES NTERVIEWS HISTORY CANDIDATE'S SUMMARY FEED

Competence

Full time all
CEO all
5+ years goodjo\i J

2.2 Candidate life cycle (working with a candidate)

" HSHQAQ) RQWH$ORWKP R FDQACDW SURFHWIQ  \WH & DQACDW FDUG QVSO)\ V D VARGV
EDUDQG D OMR FHARIQ AR HV $ VWKH WDOVIMIRQ W HDFK VMBI H  WH UHFUKIMMULY J LYHQ D \BWVN



N id,dayg Mikolson What can | do for you? > Crecﬁo

,,,,,,

CLOSE ACTIONS = L d SCHEDULE AN INTERVIEW VIEW +

g

NEXTSTEPS (1) &% mE QO 40

Conduct a telephone interview. Tell the candidate the basic conditions. Agree on the next step.
Full name

Nicklays Mikolson

Name
Mikolson
Main phone Candidate's full name  Nicklays Mikolson Algorithm of ene Recruitment of IT specialist
- Surname  Nicklays Name Mikolson Responsible recruiter  Supervisor
Ema
Middle name

fhfhfghf@gmail.com

7R VHXS WH VHTXHQPH DQG FRQMOAR VAMSV IRUD VSHFLIE $ ORUKP R FDQACDW
SURFHWMQ) FUHDM D QHZ FDVHIQWH &DVH: [} DU

Candidates: Cases

SAVE CANCEL SECTION CASES BUSINESS PROCESSES

ACTIONS =

State - -
Active 7 Filters/folders =

Case 3 (Hiring a Sales Manager)

Start condition
Algorithm of candidate processing A Algorithm of candidate processing = Recruitment of sales manag

Case 1

g

Start condition
Algorithm of candidate processing = Recruitment of accountant

$ GG FDVH OXQPK FRQAMRQY



Case

Case 3 (Hiring a Sales Manager)

Section®

Candidates

Stage column™®

State

Description

AKTyanuzauna

Version
0

Code*
BtcCase 5ef427f

Use this case with records where:*

Algorithm of candidate processing =
Recruitment of sales manager

Other properties

Package™
BtechHRM

Link to process in Studio Free

Active

" HICH FDVHWRI RV VHWARD H SDUDP WY VHVWDRIMMWAY [RUHDAK VW H R WH VANV EDU

"L \WH FDQAGEDW LV GHQHG WH SRIMIRQ WDV HUWHG VR \KH 5 HARROWO H - IOGFDW
\WH UHDVRQ IRUMH 5 HXVDO



Hope Maikolson

SAVE CANCEL

Full name

Hope Maikolson
Name
Maikolson

Main phone

0665252536

Atlanta
Vacancy

Accountant

ACTIONS +

NEXT STEPS (1) (S

Submit a test task

Candidate's full name
Surname

Middle name

< MAIN INFORMATION

& SCHEDULE AN INTERVIEW

mE Q@ 40

Hope Maikolson

Hope

FILES AND NOTES INTERVIEWS

Candidate's city  Atlanta
Fullyears 18

Gender  Female

N Higher

| Cause of rejection  my bad

2.3 Create an employee card

| WH FDQAGDW LV KILHG FUHDW DQHP S® HHFDWG 7R R WL IQWH HP SR HH FDLG FOANRQ

$RAIRQY VHBIPVE DWW & RQBFW

Nicklays Mikolson

CLOSE

ACTIONS =

& SCHEDULE AN INTERVIEW

Follow the feed

Create contact

-—

Algorithm of

Name Maikolson Respo

HISTORY

What can | do for you?

1sible recruitel

Supervisor

CANDIDATE'S SUMMARY

Candidate source  Newspaper advertisement

Date of birth
Desired Salary

Dismissal reason

5/17/2004

500.00

92t Recruitment of accountant

FEED

Creatio

VIEW ~

_ =

Conduct a telephone interview. Tell

7TKHV\ WP Z LODXWP DUFD@® FUHDWM D & RQIFWDQG CRMA \ RX DERXWW

) LQQWH & RODFWDLG SXOXS \WH & RXQMEDWY VSHHAL WH 3 RMIRQ



