
[bookmark: _Hlk84929547]Accessing and navigating the GradSift Extra recruitment platform
· You will have by now received an email from GradSift with your agency username and password details. 
· If not reach out to your agency’s coordinator.
· You will be prompted to CHANGE PASSWORD
· The GradSift Extra platform offers you several ways to view your preferred candidates that will be discussed in this guide.
· Here is a video link https://vimeo.com/836420385?share=copy on how to navigate the platform.

[bookmark: _Toc142563366]Hiring Managers access
· Reach out to your agency’s coordinator to obtain delegate access. 
[bookmark: _Toc142563367]Agency Coordinators access
· Agency coordinators will automatically be given access to the GradSift recruitment platform.
[bookmark: _Toc142563368]Agency Coordinators – providing delegate access
· The main contact (or agency coordinator) can add other panel members by using the Delegate function. 
· Refer to the below screen shots how to provide delegate access to the hiring managers.
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· The username can be anything e.g. email address, first name and last name etc.
· Once added, the panel members will receive an automated email with access and login instructions.
· If the delegate doesn’t receive their log in details within a couple of minutes, please ask them to check their junk mail. If they still don’t receive it, please contact support@gradsift.com directly. 

[bookmark: _Toc142563369]

How to access and navigate GradSift Extra recruitment platform

1. Access the GradSift Extra recruitment platform by going to the Gradsift webpage - 
 Gradsift (gradsiftextra.com.au)
2. Once on the website, select your role as an Employer and sign in with your username and password and click sign in.
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3. Landing page view once logged in.
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4. The employer landing page displays all twenty-three role profiles. Candidate information can be viewed via the magnifying glass icon. Your first step is to select the role profiles you are interested in recruiting for and create a copy of your own by clicking the double window (copy) icon. Rename it accordingly (e.g. COPY HCD shortlist) and then click ok.
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5. Find your saved copy (eg COPY HELP DESK etc) you will find it somewhere further down in the lists (most likely on page 2 or page 3).
Click on the magnifying glass to view candidates in your new shortlist.
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6. GradSift has automatically ranked the candidates from top scoring to lowest scoring by considering their   academic (blue), work experience (yellow) and extracurricular activities (green). Simply hover over each colour to view. Further explanation on ranking can be viewed within this Tool Kit @ Stage 2 – 02 Hiring Manager Guide to GradSift Overview.
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7. Your shortlist will include candidates that have selected the Digital role as their 1st, 2nd, or 3rd preference. And additionally, GradSift Extra has automatically selected other candidates that may suit the role, over and above the actual three they have selected as their preferences.  Note - This is the case across and within every role list.

8. By using the Preferences function you can look at the candidates who have nominated for the role as their 1st preference etc.  After selecting preference and choosing e.g. Human Centred Design (HCD) as a First preference and Apply Filters – you will see how many applicants who have chosen HCD as their first preference and so on... choose 2nd choice, 3rd etc.
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Please Note – You can only filter on one preference at a time i.e. you must deselect 1st preference to view 2nd preference. 


9. To seek whether applicants are international students and their working rights – filter by selecting  Yes to Questions:-
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10. [bookmark: _Hlk136933702]Within your new copied shortlist, you can view candidate videos and documentation by simply clicking on the icons. This is YOUR list, no-one else can view or edit it. 
You will notice the status box to the right of the screen. 
The Status numbers indicate: 
0. [bookmark: _Hlk109048540]Accepted – no longer available for interview
0. Disability - Eligible
0. Aboriginal and Torres Strait Islander Peoples - Eligible
0. International student - Eligible
0. [bookmark: _Hlk109307009]All Other - Eligible
0. Incomplete Application* 
0. Not suitable* 
0. Withdrawn/Declined* 
0. Ineligible* 

Please note: status number 6 to 9 will be removed from the agency’s view.
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From choosing eg HCD first preference – list has been shorted from 700+ to a manageble 18 applicants. Select 2nd and 3rd preference (one by one) if required to increase your shortlist.

Hovering over Status – a drop down box will appear to identify the number that relates to e.g. Disabilities, First Nations and international student applications

Please note – some candidates may not have created a video or uploaded documents – we still encourage you to view their ‘GradSift resume’ (created from prior questions answered when creating profile) and other information for possible shortlisting.
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You can choose to filter a candidates’ gender/diversities etc. by using the fields under Select Optional Filter at the top of the screen, click save and then apply. 

Please note: The Graduate Team have already noted Aboriginal and Torres Strait Islander Peoples and Disability status as per above screen shots.

11. To create a quick view shortlist – tick those prospective candidates you wish to view further, save then click Download Resume Extracts. This will give you a quick ready reference on each selected candidate.
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12. Quick reference documents will be saved in your Downloads...
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13. ...and will look like something like this below…
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14. If you would like to see more information on the candidates you have selected, you can click on the documentation icon for each candidate shortlisted to view their full resume, application letter, academic transcript and working rights.
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The full candidate download will look like this to view each individual document applicant has supplied.

[image: ]


15. Viewing the candidates’ introduction video will give you a great overall impression of the candidate and the fit for your team. Once you click on the camera icon you can view their video in YouTube. 
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