A [UNIVERSITY
Silkroad Recruiting:

Introduction

Training for All Silkroad Recruiting Users

(FOR SECURITY PURPOSES, WHEN SILKROAD RECRUITING IS INACTIVE FOR 60 MINUTES, YOU
WILL BE TIMED OUT. YOU WILL RECEIVE AN ERROR MESSAGE - USE A DIFFERENT BROWSER TO
CONTINUE)

What is Silkroad Recruiting?

Silkroad Recruiting is Xavier's new applicant tracking Below is a screen shot of the Silkroad Recruiting Login
software. The use of Silkroad Recruiting will provide a page:

more efficient, consistent, and easy to use solution to
manage our recruitment processes.

There are numerous benefits to using Slcl |H<RO d

Silkroad Recruiting and listed below are just a TE

few....

Username *

e Reduce paper & support sustainability

e Customizable hiring workflow that will provide
consistent candidate management.

e More efficient interview scheduling processes.

& | Username

e Streamline applicant communication. Password *
e Career Portal for candidate to electronically @ | Password
submit their application. Forgot your password?

o Improve employment brand of Xavier University

#) Login

Using SilkRoad Recruiting

User Roles
Logging In:
) Members of a Search Committee will have access to
1. To access SilkRoad — you can access Silkroad Recruiting.
SilkRoad 2 ways, from:
a. The Employee Hub under the There are two types of User Roles that will be utilized:
Human Resources’ icon.
Below S!IkRoad Recruiting, a. Recruiter - A Recruiter will have access to
click on’ Search Committee create requisitions and review applicant
Access’ or, . terials
b. https://xavier- ma :
openhire.silkroad.com/ . . .
2. ToLogin, click on ‘Login with Single b. Hiring Manager — This role will be
Sign-on’. assigned to members of the search

committee. A Hiring Manager will have
access to review applicant materials.

Important Note:

You must login to Xavier's network
(VPN) if you are accessing SilkRoad
outside of campus.



https://xavier-openhire.silkroad.com/
https://xavier-openhire.silkroad.com/

Career Portal Overview

All candidates that wish to apply to Xavier University or
research current job postings will be directed to the
Employment Opportunities page.

The Employment Opportunities page provides our
candidates increased engagement and campus
awareness with content on new employment listings,
benefits, diversity, mission & identity, and various other
resources.

¢ Navigate to Xavier's Employment
Opportunities page by clicking on the link
below:

https://www.xavier.edu/working-at-xavier/

e This link will also be available through Human
Resources homepage.

Il

x XAV’IER APPLY TOXAVIER ~ REQUESTINFO  VISITCAMPUS  GIVE Q

OFFICE OF HUMAI\I RESOURCES

Office of Human Resources
Coronavirus (COVID-19) Information

View the Support for

Benefits
page on the Coronavirus (COVID-19) website for the most up-to-

Classification and Compensation date employee FAQ.

Contact - -
Our Mission
Xavier Days of Solidarity and
corvi The mission of the Office of Human Resources at XU is to support the Xavier community in the education
ervice
and formation of students, to cultivate an arganizational culture that welcomes and inspires excellence,
Employee Relations and to collabaratively address employee issues to maximize individual and erganizational performance,
health and well-being while preserving our Jesuit character as the premier university in the region.

Employment Oppartunities
Interested in working at Xavier University?

Forms
View active postings and apply_now

What S|Ikroad Recrumng Training is Ava|lable'7

Quick reference training guides have been developed
and are accessible under SilkRoad Recruiting Materials
by clicking on Search Chairs and Committees.

Below is a list of the training guides that have
been developed:

e Introduction (all Silkroad Recruiting users)

e Offer Approval Process

¢ Requisition Creation & Approval
(Requisition Creators/Recruliters)

¢ Resume Review (Search Committee Chairs &
Members)
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In addition, Requisition Creation and Resume Review
training sessions are available through HR. You may
schedule your training session via

https://www.xavier.edu/hr/search-committee-training.



https://www.xavier.edu/working-at-xavier/
https://www.xavier.edu/hr/search-committee-training

