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Hello

Welcome to Sesame, the software that simplifies HR management.
In this file, we will explain what “Recruitment” is and how you can install this in your dashboard.
We will take you step by step, so don't worry. We are here to help you with whatever you need!

Content
1. What is “Recruitment” for?...................coooiiii 3
2. How to create @ vacanCy?................cococoviiiniiicee 4

3. Add your candidates ... 6

3. View the status of your vacancies in your dashboard.................... 6
4. How to streamline Recruitment?.....................ccccoooiii, 7
5. How to set up your employment portal?............................. 8
6. Company information.....................cccocooioiiiiiiii 9

7. What will candidates see and how to apply?......................... 10



1. Recruitment

Would you like to have your own employment portal?

Imagine having a place to publish your job offers, talk about your
company'’s values and welcome candidates interested in working with
you.

Our recruitment tool allows you to take candidates through all the stages
of the process, from the moment their CVs arrive in your mailbox until
they are finally rejected or selected.

It sounds great, doesn't it? We will explain to you how you can do this in
the next slides!
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2. How to create a vacancy? T I r—

Professional Plan | Up to 25 vacancies

Before creating a vacancy, it is interesting to talk about Killer
questions. Do you want to know more about them?

Enterprise Plan | Unlimited vacancies
With Killer questions you will be able to create qualifying questions in
your recruitment processes. If candidates answer incorrectly, they will
be displayed with the Killer Questions tag in the vacancies section. In
this way, you can identify them from the beginning of the recruitment
Recruitment (o} Ohiemin 074039 Nomnal S O -

processes and decide if they are dismissed or not.

Killer questions creation is very easy, you just need to go to:
Recruitment >> Employment portal >> Questionnaires.

< Backto evaluations @ preview

Click on “Create questionnaire” and fill the main information. Continue
clicking on “Add question”, select the type of question and add N
options. It is possible indicate the wrong answers activating the option o
“Qualifying round”.

In the next slide we will explain you how to create a vacancy, from
there, you can assign the Killer questions you have created for your
next recruitment process.
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2.1 How to create a vacancy?

Create vacancy X

Vacancy name*

Recruitment >> Vacancies
Department / Category / Area Workday type

From Recruitment, click on “New vacancy” and add the o) Emet -

Add vacancy description

following information: A e

1. Vacancy name, department and workday type.

2. Add a vacancy description.

3. Select the questionnaire you have created (Killer
questions). )

4. Activate the option Post on Sesame (your own

employment portal).

5. Click on “Create vacancy” or “Save”.

Location

Questionnaire

By applying from your employment portal, candidates will be ‘ @ v o e v
able to complete the assigned questionnaire.

Once an application has been submitted, all candidates with
wrong answers will appear in the "New" column of the
selection process under the Killer Questions tag.

This way, you can identify them and assess their responses.
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3. Add your candidates
Recruitment >> Candidates

Click on “Add candidate”,complete the information and
assign them it the corresponding vacancy. Then, just continue
as any other process project.

4. View the status of your vacancies in
your dashboard

To make your experience much more intuitive, you can use
your administrator dashboard to:

1. See all active vacancies
Check the candidate total

3. View a summary of each vacancy and access the
offer directly by clicking on “See more”

Once you access “Recruitment” you'll view all vacancies
and create as many as you need.
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5. How to streamline recruitment?

=) New & /' Acceptded 5 Interview =
. . . - & + Add 3 + Add =2 + Add
To streamline your recruitment processes, access your vacancies
. Luke Thomson Alice Simmons Patrice White
and manage them according to your needs: ® oo £ ;i
- Select and change how columns are displayed. ] 5 @ Aoron Simere

Drag and drop candidates according to their status and at -
which stage they are in your recruitment process. | Rpemhwis ~_

- Select an email template or create new ones to inform
candidates about the process.

Make your candidates into employees New employee *
Once candidates have been accepted you can create them as
employees in the system. To do so, simply click on the three dots
next to the employee and select “Create as employee”. | =
In addition, you will be able to store in the candidate's profile the

work documents they shared during the recruitment process (CV, s e
cover letter, portfolio, etc.).
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6. How to set up your employment portal?

Here you can customise the job offers page.
Recruitment >> Employment portal >> Access

Sesame Jobs will have a preset URL (https://appt.sesametime.com/jobs/)
to which you must add your company name in the blank space that you see
in the image. As an example, if you use “My Company” as the name, it will Hecndtmant N il €D O
look like this:
https://appt.sesametime.com/jobs/mycompany

Vacancies Candidates Employment portal

On the other hand, you can also display your vacancies in a custom URL Bl
through an iframe. This way, no corporate elements of Sesame HR will o R
appear on your employment portal. T (e

& Email templates

Recruitment >> Employment portal >> Vacancy page

©  Guestionnaires

Add a title and text to your section. Enter a brief paragraph to encourage ot
candidates to submit their applications.

Recruitment >> Employment portal >> Company description

Now it’s time to tell what your company can offer to this new candidate:
history, amount of employees, values, road map, etc. You may also add
pictures to support your description. Keep in mind that this will be the
introduction letter of your recruitment portal.
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7. Company information

Recruitment >> Employment portal >> Company information How to use templates?

In this section you can add additional information to provide Go to Recruitment >> Vacancies and click on the vacancy where the
more details about your company: social networks, phone user you want to contact is located. Click on the wheel and then on
number and contact email address. the email icon. After that, you will see a list of the templates that you

previously created and you will be able to select the one you need.

We know that your company's image is very important. For
this reason, you will be able to see a preview of what you are
creating before publishing anything on your website.

Recruitment >> Employment portal >> Email templates

Watch out! This is really interesting for you: you can create email
templates to inform candidates about their application status. Do
you want to schedule a second interview? Have they been
rejected? You don't need to write these emails over and over
again! You can simply save them in your own HR platform.
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8. What will candidates see?

When they access one of the vacancies, they will see the job
description.

On the right side, they will find all the information about the category,
schedule type and location of the offer. If they are interested, they can
click on “Request vacancy”.

How to apply?

Candidates will have a form where they can include all their personal
information and attach their CV.

sesamehr.com
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Available vacancies > Praduct Manager

Product Manager

We are looking for a passionate product manager to be part of our product team.

We want to launch our in-house tech team in one of the best citis in the world: Seville. I you
want to be part of an incredible start-up project with an amazing quality of lfe, contact us.

As Mid-Visual Designer, you understand the user problems to create graphic solutions to
solve them. From working with branding materials like style guides, to make sure the brand
s consistent across every design, to communicate with different teams to validate possible

problems and solutions.

If you are a designer that focuses on problems first, you like to validate the impact of your
solutions and want to work with a world-class team of designers to deliver the future of 828

software, please apply.
Problem’s you'll be solving

Factorial has different channels to capture users, including blog, website, paid campaigns,
mailing and third party softwares. Your job is to communicate the Factorial value
proposition and philosophy across all this channels by developing and unifying Factorial’s
brand. At this point, you'l work with our different style guides, adding new components
and making sure every piece fits together

Requirements
You're a good fitif you,

+3 year designing digital content

Are passionate about digital design and branding

Actively try to understand problems to build the best solutions around them
Have experience developing style guides and branding

Care about the smallest details of your designs.

£ Product
S Full time

© Valencia
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Grow your company.
Empower your team!

Do you still have questions? In our help centre you can find many resolved
queries. If that's not enough, we'd love to hear from you!

Contact us, we are just one phone call away: +34 96 062 73 51.

Email us, we will reply as soon as possible: soporte@sesametime.com
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