Jinjcelligence Cheat Sheet: Searching from a Vacancy

Search directly from a Vacancy to find candidates that match your criteria,
and add them directly to the vacancy’s shortlist.

1. Basic Search from a Vacancy page 2,3,4
2. Advanced Search from a Vacancy page 5,6,7
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Basic Search from a Vacancy

1. Select the vacancy on the client screen and select the Search for 2. This will open the Candidates Search form.

Candidates icon (the magnifying glass) The Candidate Search forms allows you to run a quick search based on keyword

search on the candidates’ original CV or profile (which includes
employment/education history and top card information), combined with filtering by
the candidates’ classifications.

s

Intelligence

- > Classifications
31 Group PLC oot

123 Any Street Anytown btl 6pb * Prospect
* Current Client
* Account on hold
1Industry
* Hospital
Care Home

The Search is set to EXCLUDE placed candidates by default.

notes about this client 31 Group

2a. Filter by classifications 2b. CV text searches

&4 Candidate Search

W A | 31 Group PLC IT Manager ‘
& |
b Clear
Diary Derek Nichol HR Manager 07973828811 — o ‘_‘
— 1 3 [
Mr John Smith CEO 07973828811 1=
29 Nov 21 IT Manager 8] &5 Candidate Search
E Mr Shane Mccusker MD 07973828811
Reports 3l Group PLC
22 Jan 20 Financial Manager Online
v
26 Jan 15 HR Manager Online Q\

Q 00 A 7 Nov 12 1T Manager Closed
CV of TOM BENT sent for 31 Group PLC Office Mar o 305ep 11 Mechanical Design Engineer Online ) Seniority Advanced Search
Interview successful; Debra Wood 11Jul1l Sales Person Active Will relocate

. Do you have the skills for thi:

Offer accepted: Debra Wood, Financial Manager 30 Mar 10 Process Engineer \dhoc Search - e
Interview arranged with Debra Wood 2t 10:00 on  Interview 12 Apr 08 Process Engineer ‘dhoc Search 2a. Fllter by C|aSSificati0nS
CV of Debra Wood sent for 31 Group PLC Financial o 4 Apr 02 Warehouse - night shift Active
Vacancy Status Change: Financial Manager is not 14 Mar 08 Risk Engincer Filled by Us Click on the drop-down menu to select the classification you want to filter on - you can drill-
Vacancy Status Change: IT Manager is now OnLin V| | 6Mar08 ITskils Active down to select any of the sub-classifications. Add as many classifications as required to

search on.

Remember that you will find candidates that match ALL of the selected classifications. If you
- ll' want to search for candidates that match ANY of the classifications, then it will be better to
e Ige n Ce use the Advanced search option (page 10).
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Basic Search from a Vacancy [continued]

2b. CV text searches CV Search

"l'l'l\r'5{||" AND {Ilphpll OR "java"]

Boolean searching, or searching for keywords or phrases on the candidates’ original CV or
profile (which includes employment/education history and top card information) follows 3

simple rules:

“«n

1. You can use any combination of keywords — use quotation marks
an exact match.

to get results with

e.g.

2. You need to link your keywords and phrases together with the operators
AND | OR | AND NOT

e.g.

3. Use parentheses () to group together keywords linked with the operator OR,

e.g. will provide results that are initially filtered to
contain as least one of “php” or “java”, and then further refined to include “mysql”

mysq|

mysq|

mysq|l

php

php

The AND operator tells the search engine to
find all profiles that include both terms (in this case
BOTH mysql and php)

e.g:

The OR operator tells the search engine to
find all profiles that include either of the terms, or
both terms (in this case mysql, or php or mysql &
php)

e.g:

The AND NOT operator tells the search
engine to exclude profiles that contact a certain
term (in this case profiles containing the word php
will be excluded)

e.g:
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Basic Search from a Vacancy [continued]

3. Click on the SEARCH button once you've added your criteria to find candidates that match.

&% Candidate Search

‘ 31 Group PLC

CV Search

Job Type

=T
»

> Developers

ﬁ

TIP:

You can remove all
classifications by selecting
the CLEAR button, or if you

want to just remove one
classification - just click to
the left of the item and hit
delete on your keyboard.

Y :
& rﬁtelllgence

“mysgl” AND "php”

Search Results

You have found 17 Candidates. Do you wish to add these to the
Shortlist for this Vacancy?

Q,

Advanced Search

4. Your search results will show how many candidates match
your criteria. Select YES if you want to add these profiles to the

shortlist of your vacancy. If there are too many or too few
matches, select NO and refine or broaden your search criteria
further.

Candidates can only be added to a specific shortlist once. This
means that if you don't find suitable candidates during your first
search attempt, subsequent searches will only find new

candidates that match your criteria.

TIP:

You can re-use previous CV searches from the same login session.

This means that if you don't find suitable candidates during your first
search, you can edit previous searches to expand your criteria.

~] |

"mysql” AND ("php" OR "java")
"mysgl" AND "php" AND "java"
"mysql” AND "php”

T

5. Once you've added the matched candidates to
the shortlist, you can close the form and view the
shortlisted candidates by clicking on the View
Shortlist button. This will take you to the
candidate screen and display the candidates
shortlisted on this vacancy.

I 29 Nov 21 IT Manager

Vacancies (23)
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Advanced Search from a Vacancy

Intelligence

- ox 1. Select the vacancy on the client screen and select the Search for Candidates
Classifications icon (the magnifying glass). This will open the Candidate Search form, but

status instead of using the Basic Search — you can use the Advanced Search options
123 Any Street Anytown  btl 6pb * Prospect

31 Group PLC

» Current Gt that allows you to search ALL fields.
+ Account on hold
notes about this client 31 Group 1industry
* Hospital
+ Care Home
o) |
Derek Nichol HR Manager @ e 0
Mr John Smith CEQ 07973828811
Mr Shane Mccusker MD 07973828811 I 29 Nov 21 IT Manager OnSearch for Candidates
22 Jan 20 Financial Manager 0Online 10/16
26Jan 15 HR Manager OnLine 37/42
Communications Qa 0 0 A 7MNov12 ITManager | E¢ Candidate Search
i ! B 305ep 11 ical [
26Jan 22 Berni CV of TOM BENT sent for 31 Group PLC Office Mar o | 31 Group PLC IT Manager |
26 Jan 22 Berni - Interview successful; Debra Wood 11Jul'11 Sales Person
) " CV Search
26Jan 22 Berni - Offer accepted: Debra Wood, Financial Manager 30 Mar 10 Process Engil Clear
26 Jan 22 Berni - Interview arranged with Debra Wood at 10:00 on  Interview 12 Apr 08 Process Engil j\
26Jan 22 Berni - CV of Debra Wood sent for 31 Group PLC Financial o 4 Apr 08 Warehouse -
03 Dec 21 Berni - Vacancy Status Change: Financial Manager is now 14 Mar 08 Risk Enginee
29 Nov 21 Berni - Vacancy Status Change: IT Manager is now Onlin v & Mar 08 IT skills
O‘
Advanced Search




Placed Candidates are excluded
by default

Filter for classifications to find
candidates WITH ALL the selected
classifications

Search the CV using Boolean
search criteria (page 3)

UK-based consultants can search
by postcode:

Full postcode + radius miles:

e.g. BT4 2HL within 5 miles

or

Partial postcode (using % as wild
card):

e.g.BT4 %
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Advanced Search from a Vacancy (continued)

2. The Advanced Candidate Search form allows you to expand your search criteria to include ANY field.

&5 Candidate Search

| 343 3| Group PLC

IT Manager

Limit Search to Candidates Candidate Record Search |

No Status Found Job o |

| Click to Search

Candidate Contact Notes
Seeking work Archive o

Working for Us Placed by Us o

Find candidateswith ALL these skills

Except for Candidates with ANY of these skills.

| [ Clear | |

=2

i i

>= ~

os M |
sawess e N
o momees
Consultant = |:||ﬂ Job Title | |Educatio|1 (Compull:|
s eboee R
Post Code = | Iwithin | |mi|es References = |:|
Candidates with an employer who is NOT a Client m| Candidates never d |
Notee =[] s = | veme 5[] ] |
S P T = TS = A
Available between: | | And | | Do |:|And |:|

Gender |

Email | ‘
Your Ref | ‘
Mobile | ‘

|

Telephone |
Work |

EXCLUDE candidates
based on the selected
classifications

Availability |
Expected Salary |

Data Protection

Date of Qualific: And




3. Click on the CLICK TO SEARCH button to find matching candidate records.
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Advanced Search from a Vacancy [continued)

4. Your search results will show how many candidates match
your criteria. Select YES if you want to add these profiles to the
shortlist of your vacancy. If there are too many or too few

&5 Candidate Search

343 3l Group PLC

IT Manager

Limit Search to Candidates

Candidate Record Search ‘ |

O
Found lob Candidate Contact Notes ‘ |
Seeking work Archive ]

Working for Us Placed by Us O

No Status

Find candidateswith ALL these skills

Click to Search

Except for Candidates with ANY of these skills.

)

* = v o

[ Clear ] ‘ >Junior [ Clear

Job Type »= z| 0 ¥ | > Junior »=

Hsm >= ] 0 * o
Search Results

o}

o= "mysal” AND ("php" OR "java")
Mg remtem :

ooy
Consultant = I:HE Job Title |
sowss G eoee owetowe)
rorcoses gzl e (ot -,
Candidates with an employer who is NOT a Client | c never d O
Note - 1] and ) and <] |
wos - G e o 0w - Y] e G
Available between: | | And | | DoB |:|And = K] |:|

matches, select NO and refine or broaden your search criteria

Gender
il
vowrd
wowie
Telephone _
W

Fax

further.

Candidates can only be added to a specific shortlist once. This
means that if you don't find suitable candidates during your first
search attempt, subsequent searches will only find new
candidates that match your criteria.

Web ‘

Availability ‘

You have found 17 Candidates. Do you wish to add these to the
Shortlist for this Vacancy?

Date of Qualific: |:| And

5. Once you've added the matched candidates to
the shortlist, you can close the form and view the
shortlisted candidates by clicking on the View
Shortlist button. This will take you to the
candidate screen and display the candidates
shortlisted on this vacancy.

4

I 29 Nov 21 IT Manager




