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1.0 Closing requisition
A requisition will automatically close if you have filled all of the positions, however if you

need to close the requisition because you are no longer recruiting you can also do this.
4 Q search @ g

R0000000725 Nandoca Posting Test (Open) @E3»

Recruiting Start Date ~ 08/01/2020 - 12 days ago

Target Hire Date 08/01/2020 - 12 days ago

Primary Location Stevenage - Roaring Meg

< “) Gina Farkas

g/ Hiring Manager 2 0 0
Review Interviewing Offered
Overview Candidates Details Organizati QL ion: Job Postings
All Active Candidates Awaiting Action Extend My Search
Ao, 1) Decline Send Message
sexzzieisr (@) uire

From the Requisition Click on the Actions button next to the Requisition name

R0000000725 Nandoca Posting Test (Open)

Actions
Recruiting Start Date ~ 08/01/2020 - 12 days ago R0000000725 Nandoca [z @
Target Hire Date 08/01/2020 - 12 days ago Compensation > Posti ng Test
Primary Location Stevenage - Roaring Meg Copy > R0O000000725 Nandoca Posting Test
- Favorite > (Open)
( M) Gina Farkas
\a <) Hiring Manager Hire >
- Recruitina Start Date  08/01/2020 - 12 davs ago
Job Change Manage Interview Team
sago
Reporting {) Assign Recruiting Self-Schedule Calendars
Edit Job Requisition
Roles >
Close Job Requisition
Manage Job Requisition Freeze
Overview Candidates Details or i Qualifications Job Postings Move Job Requisition
All Active Candidates Awaiting Action Extend My Search
B IR Decline Send Message
sexzzicasr (@) uiric

Hover over Job Change



1.0 Closing requisition

R0000000725 Nandoca Posting Test (Open)

Actions
Recruiting Start Date ~ 08/01/2020 - 12 days ago R0000000725 Nandoca 8 @
Target Hire Date 08/01/2020 - 12 days ago Compensation > Posting Test
Primary Location Stevenage - Roaring Meg Copy > R0O000000725 Nandoca Posting Test
Favorite > (Open)
Gina Farkas
Recruitina Start Date  08/01/2020 - 12 davs ago
Job Change > Manage Interview Team
sago
Regoning z Assign Recruiting Self-Schedule Calendars
Edit Job Requisition
Roles

I Close Job Requigition
Manage Job Regquisition Freeze

Move Job Requisition

Overview Candidates Details Organizations Qualifications Job Postings
All Active Candidates Awaiting Action Extend My Search
MBI IR Decline Send Message see

L22NCAST @ MATIC

Select ‘Close requisition’

4 Q search @ é

Close Job Requisition

Job Requisition R0O000000725 Nandoca Posting Test (Open)
P y O ge - Roaring Meg - Nandocas (Gina Farkas)
Reason * | search S==

P Close Job Requisition >

Requester N Administrative
cl pat & n) Administrative > No Longer Recruiting;
ose Date
No Longer Needed
Administrative > Requisition Opened
Job Application Template * in Error
Job Posting Title * Nandoca Posting Test
Job Description The purpose of my role: Brimming with passion and personality, as a Nandoca, | put all | have into everything | do in order to create unforgettable customer moments and feelings. What | do: |

make our customers feel valued as part of our family by creating a fun environment for them to enjoy. It's up to me to make sure our customers leave feeling happy, having had a really positive
experience. Front of house: - | give a warm welcome to our customers and make them feel at home. - | serve customers efficiently at the till — understanding and meeting their needs. - | serve
amazing food to Nando's high standards that make customers feel ‘Fired Up', 'Wowed by the Experience’ and ‘Hooked for the Next Taste". « | bring amazing food and drink to the table and make
sure our customers have everything they need. + | manage the takeaway customer experience. * | set up, maintain, hand over and close down a clean, safe and fully operational workstation. « |
handla dean rlaaninn ta Nanda'e hinh ctandarde « 1 fallaw all fira cafaty haalth and eafaty fand huniene and ractairant conirity meacirae

Save for Later Cancel

Select the ‘reason’ for closing the requisition from the drop down box



1.0 Closing requisition

4 Q search @ é

Close Job Requisition

Job Requisition R0O000000725 Nandoca Posting Test (Open)
Pt y O ge - Roaring Meg - Nandocas (Gina Farkas)
Reason * x Administrative > No Longer

Recruiting; No Longer Needed

Requester Gina Farkas
Close Date *| oD/MM/YYYY ) January 2020

Thu Fri

1 2 3 4 5
Job Application Template * Nandoca Application Te 2
6 7 8 9 10 1 12
Job Posting Title * Nandoca Posting Test 13 14 15 16 17 18 19
Job Description The purpose of my role: B 2 21 22 23 24 25 26 i1 have into everything | do in order to create unforgettable customer moments and feelings. What | do: |
make our customers feel Jb or them to enjoy. It's up to me to make sure our customers leave feeling happy, having had a really positive
experience. Front of hous 27 28 29 30 31 n feel at home. - | serve customers efficiently at the till - understanding and meeting their needs. * | serve
amazing food to Nando's 1 by the Experience’ and ‘Hooked for the Next Taste'. - | bring amazing food and drink to the table and make

sure our customers have evervthing they need. * | manaqe the takeaway customer experience. * | set up, maintain, hand over and close down a clean, safe and fully operational workstation. « |

Save for Later Cancel

Select the date you are closing the requisition from the ‘close date’ field

Worker Sub-Type % 01 - Regular

Worker Type * Nandoca

Compensation Grade 5

Primary Location * Stevenage - Roaring Meg

Primary Job Posting Location * Stevenage - Roaring Meg
Additional Locations (empty)

Additional Job Posting Locations (empty)

Scheduled Weekly Hours 48
Work Shift (empty)
Recruiting Start Date * 08/01/2020
Target Hire Date * 08/01/2020
Target End Date (empty)
O enter your comment
Save for Later Cancel

The rest of the information should default

Click submit



1.0 Closing requisition

4 Q search @ @

d: Close Job R

Up next: To Do by Paul Simmons View Details

R0O000000725 Nandoca Posti iV

Recruiting Start Date  08/01/2020 - 12 days ago

Target Hire Date 08/01/2020 - 12 days ago

Primary Location Stevenage - Roaring Meg

'/ \) Gina Farkas

@’/ Hiring Manager 2 0 O

Review Interviewing Offered
Overview Candidates Details Organizations Qualifications Job Postings
All Antiva Candidatan Awaitinn Antinn Evtand My Caarnh

o ) Decline Send Message
sexzzicast (@) ke

You will then receive a to do step in a pop up box at the top of the page

Open the to do step by clicking on ‘to do’

4 Q search @ é

Complete To Do

Disposition Candidates

For g Test (Closed) (-
Overall Process  Close Job Requisition: N R0000000725 Nandoca Posting Test (Closed)

Overall Status Successfully Completed
Due Date 22/01/2020
Please any remaining active candidates from this requisition

O enter your comment

Save for Later Close

You will now need to ‘disposition/decline’ all the remaining candidates still active on
the requisition

Click on the requisition number highlighted in blue



1.0 Closing requisition

4 Q Search

R0O000000725 Nandoca Posting Test (Closed)

P &

Recruiting Start Date  08/01/2020 - 12 days ago

Target Hire Date 08/01/2020 - 12 days ago

Primary Location Stevenage - Roaring Meg

Gina Farkas
Hiring Manager 2 0 0
Review Interviewing Offered
Overview Candiﬁtss Details Qrganizations Qualifications Job Postings
Review Candidates Extend My Search
ABCULL L)
sepzzicasre)uine .
i A Binaline
[ ‘candidate’ tab
Navigate to the ‘candidate’ ta
Review
No Filters Applied Saved Filters = select one v
2 items All 2 selected Overview Contact Questions =l B3
2 Requires " Primary Jobs
Candidate Stepy Awaiting Me Awalting | Step awatiog Previous Worker? Reasonable Sommuitiag Phone Applied Source
Disposition Action action Distance
Adjustments? Number 0
Aaliya Review Review 3 Review Decision Eligible for Rehire No 60 + Minutes 7599813130 1 Social Media -> Facebook
Manzoor
(Prior
Worker) (420)
® Janet Review Review 3 Review Decision ‘ No Previous Record No 0-30 Minutes 7876545432 1 Job Boards -> broadbean_test
Jackson
(397) ‘
‘ K »
Decline Send Message soe

Select the box in the top left corner of the candidate grid to select all remaining

candidates




1.0 Closing requisition

2

Review

No Filters Applied

items

Overview Contact

. Ste, i Awaiting Step awaitin
B cendidate P/ Awaiting Me ng| S 9 Previous Worker?
Disposition Action action
Aaliya Review Review 3 Review Decision Eligible for Rehire
Manzoor
(Prior
Worker) (420)
® Janet Review Review 3 Review Decision No Previous Record
Jackson
(397)

LOROEO W) A1

Send Message see

Questions

Requires "
Commuting

Reasonable Distance

Adjustments?

No 60 + Minutes

No 0-30 Minutes

Saved Filters

Primary
Phone
Number

7599813130

7876545432

Jobs
Applied
o

Source

Social Media -> Facebook

Job Boards -> broadbean_test

Click on the decline button

Decline Job Applications

Review

Disposition Reason fearch

Candidate withdrew

Does not meet job requirements

Job Application Does not meet right to work

requirements

Aaliya Manzoor (Priof
R0O000000725 Nando
(420)

Position Filled

Role no longer available
Janet Jackson - RoooL_oM

Reason

Posting Test (397)

Cancel

RECORDED WITH

SCREENCAST MATIC

Select disposition reason




1.0 Closing requisition

Decline Job Applications

Review

Disposition Reason kearch

% Role no longer available

2 items

Job Application Current Step

Aaliya Manzoor (Prior Worker)
R0000000725 Nandoca Posting Test
(420)

Review

Janet Jackson - RO000000725 Nandoca

Review
Posting Test (397)

Cancel
oK

RECORDED WITH
SCREENCAST MATIC

Click on Role no longer available

Click ok

Process now complete

Disposition Reason

X Role no longer available

X Role no longer available




