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Employee Guide- How to manage interviews

Employee

Estimated time to complete: 6 minutes

Before you start
This guide is for current employees.
There are typically 2 ways you will be invited to interview:

1. The hiring team tells you the exact date and time to attend.

2. You're given a range of times to choose from for scheduling your interview

Your confirmed interview details will be viewable in your candidate profile within People and
Money by going to Me > Current Jobs > Submitted Applications.

© Explore Submitted Applications .9& Referred Candidates

Quick Links to Detailed Steps

How to confirm your interview when the hiring team have given you the exact date
and time

How to select a time slot when asked to schedule your interview

How to request additional time slots when asked to schedule your interview

How to reschedule or cancel an Interview when the hiring team has given you the
exact date and time to attend.

How to reschedule or cancel an Interview when you were asked to select an interview
slot
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In Detail...

How to confirm your interview when the hiring team have given you the exact date
and time

1. You should confirm your attendance to the interview by contacting the named person
in the interview confirmation email/notification you received.

How to select a time slot when asked to schedule your interview

1. From the Home page, click the Bell notification icon or the received email to view
the interview invitation.
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2. To select the interview timeslot, click the Interview Calendar link in the interview
invitation.
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Help make the world a better place

You're invited to schedule an interview!

Hello, Mark,

We are pleased to invite you to schedule an interview for the job Trainer you applied to.

o to theinterview calendarfto schedule your interview.

Sincerely,

Candidate Experience site
Recruiting Team

3. In the Select Interview section, select Date and Time for the interview session.
Then click Save and Close.

THE UNIVERSITY
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Schedule Interview

Select Interview

Date Time (Europe/London)
13/10/2020 v o 11.00.AM - 12.00.PM v
1211072020 9.00.AM - 10.00 AM
131102020 o 11.00.AM - 12.00PM

|1yt oz

Date Address

13/10/2020 Argyle House

Time E L .

10.00.AM - 11.00.AM ady Lawson Street

EDINBURGH
Interviewer EH3 9DR

UNITED KINGDOM
Emma Cunningham

Location Details
Notes to Candidate

Post-schedule Details
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4. View the bell notification or email, this will confirm the interview has been scheduled
and provide further details about the interview.
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Help make the world a better place

Your interview has been scheduled!

Job Refer

ce 178

Dear, Mark,

I .am delighted to confirm we would like to invile you to interview. The details of your scheduled interview are as follows:
Date and Time: 12/10/2020 9.00.AM Europe/London

Requisition: Trainer

Interview Type: In Person

Interviewer: Emma Cunningham

Location: 3, Lady Lawson Streef, EDINBURGH, EH3 9DR, UNITED KINGDOM

To make life easier, click to download a calendar altachment and add the details to your calendar.

In accordance with the Immigration, Asylum and Nationality Act 2006 and the Immigration Act 2016 we have a legal responsibility to prevent illegal working and therefore must check that all employees are entitled to work in the United Kingdom (UK). To mest thi:
onginal document evidencing right to work in the UK before commencement of employment and this is normally carried out at Interview. This includes if you are already working with us as a contractor or agency worker.

Details of suitable documents can be found at
hitps-//www ed.ac t & v200618 pdf
hitps:/iwww.ed.ac.uk/filesfatoms/filesflist b _v290618.pdf

If you are an existing employee you do not need to supply this information again at interview. If you are successful we will check your Right to Work status prior to sending an offer of employment. Please note you may be required to provide updated documentati
if you are on a time bound visa which is due to expire. Full details will be provided by HR prior to any offer being made.

How to request additional time slots
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1. If there are no suitable dates/times, you can request additional interview slots by
clicking the link

=3 THE UNIVERSITY
N&a/s of EDINBURGH

Schedule Interview

Select Interview

Date Time (EuropeiLondon)

/1<

Interview Details

Notes to Candidate

THIS IS WHERE NOTES TO CANDIDATES APPEARS
Post-schedule Details

THIS IS WHERE POST-SCHEDULE DETAILS APPEAR

2. Enter the date and time you are looking for and click Submit Request

THE UNIVERSITY
> of EDINBURGH

Schedule Interview

Select Interview

1/03/2024 Request additional interview slots
" Tell v need

Cancel | Submit Request

Preschedule Details
THIS IS WHERE PRESCHEDULE DETAILS APPEAR

How to reschedule or cancel an Interview
When the hiring team has given you the exact date and time to attend.

1. If you need to reschedule your interview for an interview that the hiring team have
specified, contact the named person in the interview confirmation email/notification
you received.

When you were asked to select an interview slot

1. Log into People and Money and click on Me then Current Jobs
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Good afternoon, Craig Hennessy

2. Click on the Submitted Applications tab at the bottom. In the Active applications

section, you will see all upcoming interviews that you have scheduled. To cancel or
reschedule an interview, click on the date and time under Upcoming interviews for
the interview you want to change.

< Submitted Applications

Regan, Lynne Apgplication Date

Application recerved - Thank you Research Assistant 23/02/2024

Hiring Manager

Organization Location Upcoming Interviews
Edinburgh University Group United Kingdom 1/03/2024 10.00.AM

2/03/2024 12.00.AM

History
People & Money Partner ~HR / Payroll e 3/10/2022

Organization

Location
Edinburgh University Group Midlothian, United Kingdom

Submitted Applications erred Candidates

3. Go to the top right of the screen and click on Actions. If you want to choose a

different time/date for the interview, choose Reschedule. If you have decided that
you no longer wish to attend the interview, select Cancel. If you don't see the
Reschedule option, it means there are no other time slots available, or the hiring
team has set a fixed date and time for the interview. In such cases, contact the
Hiring Manager mentioned for further assistance.
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< Schedule Interview

Interview Details

Notes to Candidate

THIS IS WHERE NOTES TO CANDIDATES APPEARS

Post-schedule Details

THIS IS WHERE POST-SCHEDULE DETAILS APPEAR

Reschedule

4. If you select the option to Reschedule you will be taken to the following screen.
Select a new Date and/or Time from the dropdown list and click Save and Close.

THE UNIVERSITY
of EDINBURGH

Schedule Interview

Select Interview

Date
13/10/2020
121012020
13/10/2020

14/1012020

Date
13/10/2020

Time
10.00.AM - 11.00.AM

Interviewer

Emma Cunningham

Notes to Candidate

Post-schedule Details

Time (Europe/London)
11.00.AM - 12.00.PM v
9.00.AM - 10.00 AM

11.00.AM - 12.00.PM

Address

Argyle House
3

Lady Lawson Street
EDINBURGH

EH3 9DR

UNITED KINGDOM

Location Details

5. Once you have rescheduled your interview you will receive a further email and
notification with the details. Your revised interview details will also be viewable in

your candidate profile within People and Money by going to Me > Current Jobs >

Submitted Applications.
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