Contingent Staff in
Jobvite flow and
responsibilities

KEY

HM — Hiring Manager/Director

Agency — Agency User

PT — People Team

Post-interview, if HM
does not want to
move candidate
forward, no action
needed

If offer is rejected,
Agency will notify
HM and PT and
continue sourcing

HM identifies need for
Contingent Staff

HM submits a Contingent
Staff requisition request in
Jobvite

]

All requisition requests are
reviewed in Position Control
(Tuesday/Friday)

If approved, PT will open the
requisition in Jobvite and
share with the Agency

Agency will submit candidates
to the requisition in Jobvite

PT will move candidates to
“Submitted to Hiring
Manager” status for the HM
to review
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If “Approved by Hiring
Manager”, PT will notify the
Agency to coordinate
interview directly with HM

Post-interview, if HM wants to
extend an offer, move
candidate to “To Be Offered”
status in Jobvite

PT will notify the Agency and
move candidate to “Agency
Extending Offer” status

Agency will extend offer to
candidate and keep HM and
PT updated

If offer is accepted, PT will
move the candidate to
“Contract Accepted — Agency
Preboarding” status

Once Agency has completed
preboarding checks, Agency
will notify HM and PT
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PT will move candidate to
“Clear to Start — Contingent
Staff” and send HM a
reminder to send first day
details to Agency

HM will send first day details
to Agency

PT will move the candidate to
“Hired - Contingent” status
and fill the requisition once

process is complete

If rejected, PT will

notify the HM

If “Rejected by Hiring
Manager”, PT will

notify the Agency
and disposition the
candidate

PT will send email to
NKC stakeholders to

prepare access
ahead of start date




Jobvite Workflow Status

Workflow Definition

Role > Made Change

Role > Next Action

Candidate has been submitted to HM for

Submitted to Hiring Manager review - HM to select Approved/ PT HM
Rejected in Jobvite
Approved by Hiring Manager HM has Approved candidate in Jobvite HM PT
. . HR has notified Agency to coordinate
Contingent Staff - Interview interview with HM PT Agency User/HM
To Be Offered HM has interviewed apd would like to HM PT
move forward with an offer
. HR has notified Agency to extend offer
Agency Extending Offer to candidate PT Agency User
Contract Accepted — Agency Agency has confirmed offer acceptance
Preboarding and is initiating preboarding PT Agency User
Clear to Start - Contingent Staff Agency has confirmed the candidate is PT PT
clear to start
Hired - Contingent Contingent Staff has started work with PT PT

NKC
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