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Hiring Manager/Reviewer Log In



System URL:  https://mt-helena.civicplushrms.com 
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Username (default): your email address
Password (default): your email address, strongly recommend changing to Novell pw

Preparing for an Open Position

1. Review the current job description. Almost all positions are posted at: http://www.helenamt.gov/hr/position-descriptions.html . Below are 2 methods for updating depending on how much needs adjusted.
a. [image: ]Minor corrections or adjustments: While in the PDF document, you will see a button called “Add Sticky Note”
i. Click that button, then click where you want the change/adjustment.
ii. Do this for each correction. Save the document to desktop or K drive and then e-mail it to Sheri
b. If several adjustments are needed, request the Word version from Sheri and she will send it to you with Track Changes on. Make the adjustments you are requesting and send it back to Sheri.
c. If no changes are needed, just send an e-mail to Sheri stating such.
2. Think about what assessment questions you would like to see on the job application (more on assessments on next page)
3. Determine the review criteria that will be used (this must be done prior to any reviews occurring. If this is determined before posting the position, then the review members can perform reviews as applications come in rather than waiting to do all the reviews after it closes. This could potentially mean that a determination of interview candidates can be made within a few days of the position closing.)


Assessment Questions

Assessment questions are job specific and show up at the bottom of the application. They can be required or not. Several, such as the examples below, can have the answers weighted and the system will automatically give a % based on those answers that can be used in the review process when determining interview candidates.

Example of what it looks like on the application:
[image: ]
These are highly recommended when there are specific needs that may or may not be easily determined from the application or resume. They can also be used (no auto scoring) for supplemental open ended questions (such as writing examples or to detail past specific experience). Other examples:
1. Please detail your experience with Word and the functions you commonly use.
a. Answer in the form of a paragraph
2. Do you have a minimum 3 years experience in xxx?
a. Answer would be yes or no
3. Please select your experience with maintaining files and/or records management:
a. Answers would be a variety of drop-downs with specific years
4. Do you have experience with chemical handling?
a. Answer would be yes or no
5. What technical skills and knowledge areas of this position are your strongest assets?
a. Answer in the form of a paragraph
6. What part of this position would you find most difficult to learn?
a. Answer in the form of a paragraph
7. Describe your experience specifically involving customer service:
a. Answer in the form of a paragraph

You will need to determine what questions you want on the application prior to submitting the Job Requisition.

Requesting a new Job Requisition

Replaces the “Request to Recruit” form
[image: ]
1. Click the “Requisitions” button on the left side of screen
2. Click the “Request New Requisition” button in the upper right corner. 
3. [image: ]Request Details Section:  fill out all in this section, except for Alt. Job Title
Open until Filled – Usually No, as most positions will have a specific close date.

Desired Posting Date: Leave blank if you would like as soon as possible. Only use if a date more than a week in the future.

Select Department/Division to narrow job title list.

4. [image: ]Shift Section:
Fill all in with exceptions of:
-If Time is variable, leave blank.

-If days are variable, click them all.

5. [image: ]Informational Section:
Select location (there’s only one)

Enter Steps you would like position posted as (ie 1, or 1-3)

Enter how many positions are available, if you leave blank, I will imply it is 1
6. [image: ]Requested By Section: 
Contact will auto fill

Requisition Detail: At this time, do not use.

Requisition Notes: Enter Length of time to open and Committee members (remember to talk to them and they get their supervisors approval before listing them). 2-3 people for application review, then in addition to those, 2-3 more people
Example:
Open for 2 weeks
Review: Harlan Erskine & Sheri Hall
Interview: Harlan, Sheri, Ben Sautter, & Elaine Myles

Additional Request Notes: 1st, please list documents you want to require being submitted with the application such as:
Resume, Cover Letter, Typing Test, 10-key Test, Transcripts, Certifications, and/or Professional License
2nd, list any assessment questions you would like on the application (if you’ve already determined these in advance with Sheri, you don’t have to do anything, as they will already be saved to the job itself.

7. Click the “Save Request” button (which takes you back to listing), then click on the opening.
8. [image: ]Near the top middle, click the Request Routing tab
Select the Department and the user
Use chain of command:
Supervisor
Superintendent
Department Head
HR Administrator (this is user name)
Leave any notes for the approver
Click green Submit button

Approving a Job Requisition

Each step in the Chain of Command, as noted above, must approve or deny the request.
[image: ]
From the requisition option on the left, you will see a list of requisitions you started, or have been routed to you for approval (as noted in Routed to column). 
To approve: Click on the job title
Review the requested information
Click Request Routing Tab at top
If you approve, type so in Notes and select the Department and User next in your chain.
If you deny it, state why in the notes. The requester will receive an e-mail as such.
If you are the Department Head and approve, route it to Human Resource Department, HR Administrator to finalize and post.
Reviewing Candidates

[image: ]This is where the dashboard will come in very handy. 
Candidates listed in the top box are those routed to you that need reviewed.
Candidates listed in the bottom box are those you have completed reviewing.
[image: ]OR, you can click the Candidate button on the left of page. This view is most helpful if you have multiple positions you are reviewing at the same time. It will show blank until you select “All Requisitions” or a specific requisition from the Filter dropdown.




Prior to HR routing any applicant’s to you, you will be given the scoring criteria details. 
Click on a candidate line and it will open this: 1
4
2

1. [image: ]Click this link to view the individual’s application. It will open in a separate browser tab. If you have 2 screens or want to split a single screen into 2 separate parts, right click the link and select open in New Window.2

2. The top shows the assessment score if assessment questions were used and given a number value. Assessment questions show at the bottom of the Application.3
1

3. This will expand up and show any notes HR left. 4

4. [image: ]The Resources tab will contain any documents uploaded, such as resume, cover letter, certifications, etc. Open the same as the application. 5

5. [image: ]Routed Candidate tab-This is where you will put your notes back to the Administrator justifying your review of the candidate. See example to the left. ALL RATINGS REQUIRE JUSTIFICATION. They can be simple like the example or more in-depth, but need to be enough that anyone could understand why you scored as you did. 


6. [image: ][image: ]Based on your review (specific instructions will be with the original criteria information you are sent), you will go back to the Candidate Information tab, enter your rating, click the green save button. 6

7. Go back to the Routed Candidate tab and click the Blue Route Back to Admin button.
**If you’re not using the 2 window/screen method and instead making notes on a piece of paper, you can enter rating, save, then go to routed candidate information, enter your justifications, and finally route back to Admin.7

In the example above, there were 5 criteria, using + = -, the supervisor and HR decided +’s are worth 1 star and =’s worth ½ star. The example has 2+’s and 2=’s, so the reviewer would mark 3 stars.
Once all the reviewers have finished each candidate, HR will review the candidate(s) and if any ratings differ, will address those with the reviewers. Once all candidates are complete, HR will run a report that will show both the assessment score (if used) and review score of all the candidates. These scores will determine who will be asked to participate in interview process.  
Settings
[image: ]
This is where you will go to change your password. HR’s recommendation is that you set your password to be the same as your Novell password (the one you use to log into your computer in the morning). After you get the message from IT to change your Novell password (and you do so), you log into CivicHR and change it there too.
If you forget your password, just call HR. We can do a reset, which will send you an e-mail with a new temporary password.
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CITY OF HELENA

Position Title: Citizen Council Coordinator & Office/Projects Assistant
Department: Commission I
Grade: 126

FLSA: Non-Exempt

The City of Helena is an equal opportunity employer. The City shall, upon request, provide reasonable
accommodations to otherwise qualified individuals with disabilities.

Job Purpose:

‘The purpose of this position is to independently plan and perform a variety of highly responsible and complex
administrative and marketing duties for the Helena Citizens® Council. This position will also be assigned to various
special projects other departments may need assistance with or assigned to cover administrative functions for other

departments during a staff absence.
Essential Duties: These job functions are the essential duties of the position and are not all-inclusive of
all the duties the incumbent may be assigned.

Act as the primary liaison between the HCC and various city departments; gather and disseminate information on
neighborhood organization meetings and projects to other neighborhood organizations, City officials and citizens;
update City officials on status and activities of neighborhood organizations and councils; and train new council
‘members on protocol, identifying relevant issues and building the organization’s communication infrastructure.

Coordinates organization of local neighborhood associations whose function is to address the community concerns
and issues raised. Works in conjunction with HCC representative to organize neighborhood meetings,
neighborhood fairs and volunteer events throughout the course of the year to educate the public about the council’s
activities.

Develops agendas, schedules meetings, and records and prepares minutes for the various comumittees including the
HCC regular meetings; Maintains and organizes HCC records; and keeps contact list up to date.

Monitor and facilitate effective commumication between neighborhood organizations, councils, the Community
Forum, and City officials and representatives.

Coordinates monthly local television program segments on relevant HCC issues.
Updates, develops and maintains the HCC website with relevant information to the public regarding city issues.

Corresponds verbally and by e-mail on a daily basis with Helena Citizens’ Council (HCC) representatives, city
staff, and the public with information regarding city issues, HCC initiatives, city meetings, and other relevant
public events &
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& White © Prefer Not to Answer
© Native Hawaiian or other Pacific Islander  Disability *

© Two or more races © Yes

© Prefer Not to Answer & No

© Prefer Not to Answer

You may choose to self.disclose this information at any time in the future.
= A veteran who served on active duty during a war or in a campaign or expedition for which a campaign badge has been

authorized.

Legal Studies

BMQ question

Do you have two years coursework in legal
studies? *

€ Yes

< No

Microsoft Word proficiency
Rating of proficiency

Please rate your proficiency with Microsoft Word. How many years have you actively used Word in the

course of work?

Advanced
4 0r more years ]

Save Application Submit Application
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Dashboard
Manage Requisition Request

Candidate

Use the information below to modify the job requisition request details. If you are denying the request, you will be asked to provide feedback so
that your hifing managers know the status.

Job Feedhack
Requsiions
Requested Requisition Detalls Request Routing

Setings

Logout Request Details

Status: Desired Posting Date:
Subritted
Alternate Job Title (visible to candidates): Requisition Type:

-Select Type- v

New Position:
& Yes C No
Replacement For Employee:

Safety Sensitive:

© Yes C No
Department: Job Opening Request For:
-All Departments- v -Select Job Title- v
Job Descr

Shift

Job Status:

© FulkTime € Part-Time

Hours Per Week: Shift Start/End

Days of the Week:
I~ Sunday [ Monday I Tuesday [~ Wednesday ™ Thursday [~ Friday ™ Saturday

Informational
Job Site/Location:
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** Candidate has been routed for your evaluation. Please review candidate information and route back to administrator. **

Routed Candidate Candidate Information Resources.

Personal Information

James Fehr Account Created:
111512016 11:04:50 AM

Wailing Address:

123 Upthenill Diive: ‘Application Date:

Secondary Address: 111512016 11:18:25 AM

City, State Zi Candidate Status:
Kalahoolahininai, HI 81111

Primary Phone:

(406) 447-8404

Alternate Phone: Candidate Source:
4478404

E-Mail Address:

imiehr@ymail.com

2] View Candidate Applction
Moseove th appcaton co o see

andidates credit report rasponse.

Routed Candidate Notes.

Assessment Score:

13/15 - 87%
‘Your Candidate Rating:

Manager Notes:
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* Candidate has been rauted for your evaluation. Please review candidate information and route back to administrator, **

Routed Candidate Candidate Information Resources

Candidate Resources

Resource Name Resource Type Date Uploaded

] resume.pdf Resume. 1/15/2016 11:16:08 AM
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* Candidate has been rauted for your evaluation. Please review candidate information and route back to adrministrator, **

Routed Candidate Candidate Information Resources

Routed Candidate Information

Notes Back to Administrator:

V|® & @ - Fonsize -+

1. + has worked several years in very similar jobs to this
2.- does not have experience in any electrical work

3.= has some plurbing but not as experienced to get a +
4.+ has lots of painting, drywall, lighting replacement, etc

5. = has done an adequate amount of partsfinventary ordering

' Design | <OHTML @ Preview Words: 54 Characters: 201
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* Candidate has been routed for your evaluation. Please review candidate information and route back to adrministrator, **

Routed Candidate Candidate Information Resources

Personal Information

James Fehr Account Created:
14152016 11:04:50 AM

Mailing Address:

123 Upthehill Drive Appli n Date:

Secondary Address: 14152016 11:18:25 AM

City, State Zip: Candidate Status:
Kalahoolahinihai, HI 1111
Primary Phone:

(408) 447-8404
Alternate Phone: Candidate Source:
drem Career Partal

E Mail Address:

Jrfehi@ymail.com

New Candidate

[ View Candiate Application
Mouse over the applcation con o ses
candidstes crect report response

Routed Candidate Notes

Assessment Score:
13/15 - 87%
Your Candidate Rating:

* ok k

Manager Notes:
blah blah blah blah
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