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Scheduling interviews for Units 

1. Recruiters will advance candidates forward to the department to be interviewed.  
 

The Hiring Manager & Hiring Manager Assistant on the requisition, will receive an 
email notification with the following information: 

 

 
 
This notification instructs you what steps to take with the candidate.  If you wish 

to schedule this candidate for an interview, please advance them to the Step and 

Status - Hiring Manager Interview Scheduled.  
 

2. The Hiring Manager Assistant can now reach out to the candidate to schedule an 
interview. We recommend as a best practice calling the candidate first to try to 

schedule the interview. If you cannot reach the candidate, you can use the 
template Interview Request – NA.NSC.RN to email to the candidate. 

 

The candidates email and telephone number are found on the summary under 

their profile. 
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3. Once you have landed on an interview time, send the candidate the interview 
confirmation. There are two templates that can be customized.  

 

One is for Nursing Station Clerk & Nursing Assistant titles (NC.NA 
Interview Notification), and the other is specifically for RN positions (RN 

Interview Notification). These confirmations provide necessary information to 
the candidate, and ensure they are prepared for their interview. 

 
 

4. Once you have confirmed the candidate, move their Step & Status to Interview 

Scheduled. In the comments enter the date & time of the interview.  

 

5. After the interview, please move the step and status to one of the highlighted 
statuses below.  

 

o If you have selected the candidate, the Recruiter will be notified via email.  
o If you are not selecting the candidate, please reject the candidate and select 

the appropriate reason from the drop down box.  
 Please ensure you have uploaded your interview notes to all interviews 

that were conducted. 
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If you have any questions, please contact your Talent Acquisition  

Specialist.  They are indicated as the Recruiter on the requisition.   

       

 

Visit the Talent Acquisition Resources available on the Pulse at: 

https://inside.stonybrookmedicine.edu/hr/career/about     

 

View additional jobs aides about the following topics: 

 Attaching documents 

 Hiring Manager – Reviewing Applications 
 Locating Requisitions 

 

https://inside.stonybrookmedicine.edu/hr/career/about

