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Managing Employee Resumes

For many staffing companies, managing employee resumes can be difficult. Enterprise
gives you the tools to upload, manage, create, and send employee resumes straight from
the system.

If you are receiving resumes from applicants, you can create their employee record using
the resume parser or Outlook add-in. Applicants or existing employees can also upload
their resumes viaHRCenter.

This article covers:

1. Attach Resume to an Existing Employee
2. Creating an Employee Resume
3. Emailing an Employee Resume

4. Searching for Employees by Resume

Attaching a Resume to an Existing Employee

If you receive a new resume from an existing employee, you can attach it to their record
to make it easy to locate. Remember that any employee added via Resume Parser will
already have their resume attached to their file.

1. Saveresume file on your computer
2. Navigate to Employee Record you wish to attach aresume to

3. Goto'Documents' and select 'Upload New File' icon in the upper right
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4. Select the folder icon and choose the saved resume

# upload new file

file information

File path n

Name n
we [

5. Enter name

Select File

6. Set type to 'Resume’
7. Enter any additional details

/# upload new file

file iInformation

File path Y\ teclient), C\ Users\amelia stouth Desktop\employee res =
Mame Lorelai's Resume

Type Resume

Version 1

Expiration Date B
Description

A BSave

8. Click 'Save'
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For more information on employee documents, see Document Management and
Searching article.

Creating an Employee Resume

Sometimes a customer will ask for an employee's resume and you may not have an up-to-
date one onfile. Enterprise allows you to create a quick employee resume based on the
past jobs, education, and skills on the employee record.

To Create an Employee Resume:

1. Navigate to the employee record
2. Select the Actions menu

3. Choose Create and Export a Resume
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4. Select the type of file you want to export to

/< resume generator

Export Type
- F:." . i -
Viewing requires a PDF reader m
Report Name Type Description
Open resume ..ﬂ pdf Adobe Acrobat Document
PG
Exclude conts
_A,lg Tiff Tiff Image Format
o
'é: WebArchive Web Page
-q-
o]
i Word Microsoft Word Document
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o We recommend using Word if you want to add to it

5. Optionally select the checkboxes:



/< resume generator

Export Type Pdf
‘dl Viewing requires a POF reader

Report Name| Default Resume Generator

Open resume after creation ||

Exclude contact information  [X]

ﬂ. B Save

o Open resume after creation, if you want the file to open right away
o Exclude contact information, if you do not want to include the employees
contact info on the resume
6. Select Save

7. Select where you want to save the resume

Lorelai Woodbury
*%'1 tempworks
FArTWARTE
Education
Example University BA Dates Attended: 1/1/2008 -
111112019
Work History
Engineer's Flus Fosition Held: Engineer
Duties:
Skills
1st Shift Computer Operator Diata Entry
EMG-Industrial Engineer ‘Years: 3.00 Industry Engineering Mechanic

Mechanical Enginesr

If you are having trouble locating your folders or file, check out Accessing Local Drives in
Enterprise.

Emailing an Employee Resume

If an customer has requested a copy of an employee's resume as part of the hiring process,
you can email an employee resume straight from Enterprise.



*Note* You will need to have your email set up in the system in order to send an
email. See Enterprise Email Overview for details.

Email a Resume from the Employee Record:

1. Navigate to the documents page of the employee's record

2. Select the resume to be emailed and click the email icon in the upper right
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3. A new window will open for you to compose your email message
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Options Message Logging

| To..- Teddy Newton <teddy@bnl.xom>; |
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ISubject Lorelai's Resume I

Attached B employee resume example pdf

Hey Teddy,

Here is Lorelai's Resume for your review. She is scheduled to interview on 01/01/2020 at 2pm.

Thankyou,|

Amelia
Awesome Staffing Specialist

o Enter the email you are sending To
o Typeinthe Subject
o Compose your email message

4. Optionally, Select the appropriate message action
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5. Select Send

Advanced Formatting
Request Read Receipt
_!h, Email
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To... Teddy Newton <teddy@bnl.xom>;
Send )
Subject | Lorelai's Resume
Attached B employee resume example.pdf
Hey Teddy, =

Here is Lorelai's Resume for your review. She is scheduled to interview on 01/01/2020 at 2pm

Thank you,

Amelia
Awesome Staffing Specialist

Email a Resume from the Candidate Worksheet:

If you have been using the candidates section of an order record to track the status of
each employee, Enterprise makes it easy for you to email one or more resumes to the

customer contact.

*Note* Make sure you have a contact selected under contract role as the supervisor

before you send the email.
contacts -
| Description ...| Office Phone B

MName
789/4546560

Denouement, De__.  Supervisor

1 I

other information



1. From the candidate worksheet click to highlight the employee(s) for whom you

would like to email resumes, then select the , icon:
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o Use Shift or CTRL keys on your keyboard to select multiple
2. Select to send either the existing employee resumes or generate a resume from the

data within the employee record

4 email resumes - choose resume type

choose resume type
Which type of resume do you want to send?

Generate new resumes from a template

F Choose Resume Typ
Choose Resumes
Summary

Cancel < Back Next =

o *Note* If a candidate has more than one resume, users will be required to

select the resume they'd like to send



N4 email resumes - choose resumes

choose resumes

Choose Resume Typs
Please choose the resumes you want to send.

» Choose Resumes

Summary
Diocument | Description | Date v

E Bewverly Olson

David Sellers.rif 4142015
L Olson, Beverly Resume Olson, Beverly Resume 4142015
Cancel Back MNext >

3. Click Finish to send the resumes to the contact who is has the role of Supervisor on

the order

N email resumes - summary

summary

Choose Resume Type
Downloaded 1 resume|s).

Choose Resumes
F Summary

Press finish to create the email message.

Cancel Back Finish




Searching for Employees by Resume

Resumes can be found through the employee enhanced search or the order candidate

search

1. Under employee search or candidate search, select the Document category:

2. Set the Document Type to = Resume

Universal Search
Location

I Profile
Personal
Status Q
Assignments
Order Candidate
Document Q
Direct Hire
Job History

I Employee EEQ Infor...
Testing
Education
Financial

Enhance Search Saved Searches

Y

Notes

Search Text

Document Type Show in Results []

= Resume b 4

feadd

Document Name
Create date

Document Version
Expiration Date
File type
HasResume

3. Inthe Search Text area key in the word(s) you’d like to find within the Resumes:

Universal Search
Location

I Profile
Personal
Status Q
Assignments
Order Candidate
Document Q
Direct Hire
Job History

I Employee EEC Infor...
Testing
Education

4. Oncethe search results are returned, right click on any employee name to Preview

Resume:

Enhance Search Saved Searches

b

MNotes
Search Text

forklift

Document Type Q
Document Name
Create date
Document Version
Expiration Date

File type
HasResume



Your search returned 33 results.

Drag a column header here to group by that column.

Last Mame | First Name | Branch | Phone | IsAr:ti...| IsAss'l...| Last Message
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o The words which have been searched for will be highlighted in the Resume:

EXPERIENCE

Serious minded worker seeking opportunity to put experience to work for you!
Service Experience:;
» Transported Clients to designated medical facilities for treatment

» Assisted Customers with purchases and returns
» [Eamed ETA Customers Service Specialist Certificate

Warehouse Worker [ Material Handler Experience:
« Sit down Forklift gas 1 electric

»  Stand up / Reach Forklift
s Bendi / Turret

s Stock picker 7 Order picker
+ Pacer 7 Electric Pallet Jack
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*Note* Enterprise uses Google to FTS Syntax Boolean when searching resumes:

searches for the word forklift with all
forklift inflectional forms (ex. forklifts, forklifting,

etc.)

searches for documents containing both

warehouse forklift
warehouse AND forklift with all inflectional



Example Search
. ____________________________________________________________|

searches for documents containing either

warehouse OR forklift warehouse OR forklift with all inflectional
forms
"forklift driver" searches for the phrase forklift driver

searches for the document containing
forklift -stand inflectional forms of the word forklift
without the word stand

searches for the word forklift without

+forklift

looking at inflectional forms

searches for thesaurus forms of the word
~seat seat
— searches for words that begin with prefix

assemb

searches for documents that contain the
word forklift in close proximity to the word

driver
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