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RECRUITING OVERVIEW - 1000 
Welcome 
Welcome to the Recruiting Development Course. This course will teach you the necessary skills to 
recruit qualified, high-performing candidates who fit well with our culture. Understanding the recruiting, 
interviewing, and hiring processes discussed in this course will enable everyone to lead and achieve 
long-term team and organizational success. 
Notes and Questions 
As you go, please follow along and take notes. Taking notes will help you remember any key points or 
questions you want to discuss. Once you have completed each section and quiz, you can review the 
information and your questions with a manager. 
Quiz 
Once you have finished watching the module, there will be a quiz to review the information. A score of 
100% must be achieved to pass each quiz. If you do not pass the quiz on your first attempt, retry the 
quiz. If you do not pass on your second attempt, locate a manager. Your manager will review the 
module with you and address any questions you may have. Once you have passed the quiz, exit the 
module and locate a manager to proceed to the Demonstration. Your manager will then review the 
information and any questions you may have. 
Course Note 
This course only intends to prepare Shift Leaders to perform the recruiting functions in their future role. 
Shift Leaders may participate in interviews during the training but will never be in a decision-making 
position. 

All decisions regarding progression in the hiring process must be 
made by a Store Manager or above. 

Educate 
Recruiting is the initial step in the hiring process. It involves identifying and attracting potential 
candidates with the skills, qualifications, and attributes necessary for a job. The role of recruiting 
extends beyond merely filling vacancies; it encompasses strategic efforts to build a talent pipeline that 
supports the organization's long-term goals. 
Sourcing Candidates 
Our recruiting team employs various methods to source candidates, including employee referrals, job 
boards, social media, professional networks like LinkedIn, and the company website's career page, to 
reach a broader and more diverse pool of candidates. 
Screening Candidates 
Once resumes and applications have been submitted, they are screened to assess if the candidate 
meets the requirements outlined in the job description, such as education, years of experience, and 
specific skills or certifications create a shortlist of individuals meeting the job criteria. This initial 
screening is critical to ensure only the most qualified candidates proceed to the interview stages. 
Interviewing 
Interviewing allows teams to evaluate candidates' skills, experiences, and cultural fit to make an 
informed and collaborative decision about which candidates are best suited for the job, the location, 
and WhiteWater. 
Types of Interviews 
Each type serves a purpose and ensures a comprehensive evaluation of candidates. Phone interviews 
assess basic qualifications and communication skills, while in-person interviews evaluate candidates’ 
interpersonal skills, body language, and overall presence. Candidates who perform well in the phone 
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interview are invited for a more in-depth in-person interview, including meeting with potential team 
members and managers. 
Benefits of Effective Recruiting 
An effective recruiting and interviewing process is essential to ensure the selection of the best 
candidates. This leads to higher productivity, better job performance, reduced turnover rates, and a 
streamlined and professional recruiting process. By selecting the right candidates from the start, we 
can avoid the costs associated with high turnover, such as training new hires and losing productivity 
during the transition period. Throughout the process, remember that while filling positions quickly is 
important, rushing the hiring process can lead to poor decisions. It is critical to always balance urgency 
and thoroughness when evaluating candidates to ensure they are the right fit. 
Conclusion 
Recruiting and interviewing are vital in hiring the right team members, and effectively completing the 
process leads to higher productivity, lower turnover rates, and a more positive work environment. 
Remember, the recruiting, interviewing, and hiring processes discussed in this course will enable 
everyone to lead and achieve long-term team and organizational success. 
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APPLICANT TRACKING SYSTEM - 1001 
Welcome 
Welcome to the Applicant Tracking System Module. In this module, you will learn about our applicant 
tracking system, JazzHR, and how to set up your account and navigate the platform. 
Notes and Questions 
As you go through the module, please follow along and take notes. Taking notes will help you 
remember any key points or questions you want to discuss. Once you have completed each section 
and quiz, you can review the information and your questions with a manager. 
Quiz 
Once you have finished watching the module, there will be a quiz to review the information. A score of 
100% must be achieved to pass each quiz. If you do not pass the quiz on your first attempt, retry the 
quiz. If you do not pass on your second attempt, locate a manager. Your manager will review the 
module with you and address any questions you may have. Once you have passed the quiz, exit the 
module and locate a manager to proceed to the Demonstration for this module. Your manager will then 
review the information and any questions you may have. 
Why 
The applicant tracking system (ATS) creates a more organized and expedited recruiting process by 
combining all the tools and resources needed to successfully complete each recruiting stage. This 
organized approach results in increased overall effectiveness and efficiency of the process. 
What 
The following are the items you will need to access and complete tasks in the applicant tracking 
system: 
1. JazzHR 

The applicant tracking system you will use to complete the various recruiting tasks. 
2. Computer 

You will need a computer to access the JazzHR platform. 
Educate 
JazzHR, our applicant tracking system (ATS) helps us expedite the hiring process, improve candidate 
experience, build a stronger talent pipeline, and facilitate better decision-making by providing an all-in-
one platform for sourcing, screening, communicating, and tracking candidates. Now, let’s learn more 
about JazzHR and how to interact with the platform. 
Hiring Manager Training 
Hello and thanks for joining the JazzHR hiring manager training. In this video, we will be reviewing 
some high-level functionality across the system. After watching, you'll have a better idea of how to 
source, screen and better communicate with your candidates and hiring team throughout the process. 
For those of you who aren't familiar with how JazzHR works, your hiring team will be creating 
requisitions in the system, and those jobs can be syndicated automatically to a number of job boards, 
including Indeed, LinkedIn, ZipRecruiter, and your company's career page. Candidates then have the 
ability to apply from any one of those sources, and your team can then manage all candidates within 
one centralized location. In this video, we'll cover how to log in to the system and update your user 
profile and settings, how to navigate your jobs, and how to communicate with candidates and move 
them through the workflow. If you want to learn more about any area we are covering today, you can 
quickly access our knowledge base by clicking on the question mark in either the lower left hand corner 
or the upper right hand corner. Our knowledge base is filled with articles, tutorials, and deep dive 
webinars for you to learn even more. So let's get started! When you first log in, you'll see your 
dashboard, a command center for all the activity happening within your account. You can quickly 
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review your open jobs, see any notifications and your team's latest activity. To customize your user 
settings, click your initials in the top right hand corner and select My profile. Here, you can add your job 
title, email signature, and even customize how you receive your notifications. Your recruiting role 
determines the level of access and visibility you have across the system. If you have any questions 
about this, feel free to contact your system administrator. If you keep scrolling down, you can also 
manage any integrations you may be using, like your calendar or one of our third party integrations like 
Calendly, which allows your candidates to self schedule a meeting or interview with you through a link 
you send via email. Now that you've set up your user profile, you'll want to navigate over to the main 
jobs tab to check out your jobs and begin screening your candidates. Your jobs list is completely 
customizable based on what jobs are relevant to you. When I apply filters on the right hand side or 
change out the main columns, I can then select “Save My View”. Now, every time I return to the jobs 
tab, this will be my default view and whenever I need to update it, I can make my changes and click 
Save My View again. For our example, let's go ahead and check out the Communication Specialist 
position. On the right hand side, you'll see the job status whether the job has been syndicated out to 
our free job board partners, the hiring manager, and job visibility. Under candidates, I can see a quick 
view of how many applicants we have and what stage they are currently in. Let's take a look at a 
candidate that has just applied. Once in the candidate profile, I can quickly see their location, phone 
number, email address and the source where they have applied from. Here I can see what job they 
applied for. When I scroll down, we see their resume that they have submitted, any responses to the 
job application that your team has created and also the rest of their profile information.  
When a candidate has first applied and is in the new stage, we have our options here to either reject if 
we know right away, if they're not going to be the right fit for our position, or advance a candidate if we 
want to learn more about them and continue on in the hiring process. All of the not hired, hired, and 
active stage dispositions listed here are set up through your workflow and are fully customizable by 
your administrators. We'll also see how automations can be assigned through the use of our workflow 
helpers. If you have any questions, make sure to reach out to your HR team.  
Let's go ahead and advance this candidate to our first stage, Screen Candidate. When this stage is 
selected, we see a workflow helper up here letting us know that a task will be assigned to me to review 
the candidates resume and share my feedback with the team. I can choose to assign a date or add any 
notes before I confirm the status change. In order to share my feedback, I'm going to navigate to the 
discussion tab. Not only can I add a comment, tag a team member, or the full hiring team using the app 
mention function, but I can also scroll down and see who moved the candidate and when. Any change 
that is made to the candidate status will be recorded here and provide a timeline for your hiring 
process. I want to let my team know that Kathleen has a strong resume, and suggests that we connect 
for a phone screen. My team will get notified about this and can easily add a reply to my comment as 
well. 
Let's go ahead and move the candidate to the second stage, which is our phone screen. In this stage 
we have another workflow helper. This time it's an email to be sent to the candidate inviting them to 
self-schedule their phone screen interview. I can choose when this email should be sent, and since I've 
added my integration with Calendly, I can also choose which event type I'd like to share with this 
candidate. If I've changed my mind or want to send another email, I can easily uncheck this box and 
still confirm status change. I can draft an email to a candidate, either from their email tab or using the 
envelope icon up at the top. If your HR team has added our candidate texting feature to your account, 
you can also quickly send a text message to a candidate right from their profile.  
Another feature to mention within the candidate profile is the use of categories. This is an easy way to 
tag candidates and quickly search for them later. For Kathleen, I want to remember that she's bilingual 
and that she's willing to work remotely, so I can set those options and click Make Selection.  
Now that we've covered our candidate profile and how to move a candidate through the workflow, let's 
talk about how to search for candidates. Within the job itself, I can use this search tool and use our 
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keyword search to find certain criteria within the resume, workflow status, category, or rating. To 
search within all of your applicants across all your jobs, click candidates in your main navigation. When 
searching for a candidate, you can search by anything within the candidate profile or job application. 
Here's where we can quickly find candidates based on the categories we have previously assigned to 
them. When I select willing to work remotely and apply, Kathleen's profile pops up right away. Let's say 
I want to quickly see the list of candidates that are in the new and active stage that have applied since 
the beginning of the year. I can select that information and hit apply. If there's a certain search I run 
regularly, I can choose to save the filter. So the next time you return to your candidates page, you can 
go directly to the search filter and click into the box to see your saved filters and those results will 
populate. As we finish up, let's recap what we've covered. We started on our dashboard, updated our 
profile settings and connected integrations in my profile under our initials. We updated our jobs view, 
reviewed our candidate profile, and moved to candidate through the workflow. We finished out by 
searching for candidates. Remember to check out our knowledge base to dig a little deeper into any of 
the areas we covered in this video by clicking one of the question marks within the app. Thanks for 
watching and happy hiring! 
Candidate Profile 
A candidate profile is your central hub for all information related to your candidate. You can see 
candidates within a particular job or navigate to Candidate Profiles using the candidates tab. Simply 
click on the name of the candidate you wish to view. 
When you've made it to their profile, you'll be able to see their name and application date, as well as 
contact and demographic information and the place at which they applied to our job. Additionally, you 
can see the job that they are listed in, as well as any other jobs that the profile may also be in as well. 
You can also add a candidate to another job if they're a better fit for something else. As you scroll 
down the screen, you will see the candidate's resume as well as their job application and a profile 
section. If you need to store additional information on the profile, simply click on Edit Profile to add in 
the fields. 
After we've initially reviewed a candidate, we will want to decide where we are going to progress them 
in the workflow. We can choose to advance them and move them forward in our process, or we can 
choose to reject them and put them into a not hired disposition. If we're not quite ready to move the 
candidate in the workflow yet, we can choose to vote on our candidate. Simply select which option you 
think they should go to. Whenever you're moving a candidate in the workflow, feel free to leave a 
comment.  
On the discussion tab, you'll see a history of the stages that the candidate has been moved into, as 
well as the comment that you've just made. Additionally, you can create threads of comments so that 
you can collaborate with your team. Feel free to change the privacy settings whenever making a 
discussion comment.  
The interviews tab will allow you to schedule interviews directly onto your calendar, and also complete 
interview guides for storing feedback. Please watch our videos on scheduling interviews and 
completing interview guides to learn more. 
The assessments tab will allow you to send personality assessments, background checks, and 
evaluations to candidates. You can also see the results on this tab here as well.  
The emails tab will include emails back and forth to the candidate. Feel free to lock this emails tab, 
should you need to control the privacy. 
The documents tab will include documents for the candidate that you would like to store, things like the 
resume or maybe a portfolio. Additionally, if you have offers in E-signatures, you can send out offer 
letters or onboarding paperwork from this tab as well.  
On the right side, we have our sidebar. At the top you'll see the texting section if you've added texting. 
You'll also be able to see the incomplete tasks, questionnaires, document summary, categories and 
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other jobs. Feel free to click the show icon to hide a certain section or reorder the sidebar items. 
Additionally, when evaluating a candidate, you can use the star rating to visually represent how well 
you think the candidate fits the job.  
There's also an actions dropdown where you can choose to hide a candidate if you are a super 
administrator, this will hide the profile from other users in the account. Additionally, you can watch a 
candidate keeping them on a quick pick list, should you want to keep a close eye on them. And you 
can also export a candidate to your HRIS or payroll platform.  
Whenever you’ve reviewed a candidate and moved them in the workflow, simply click on “Next 
Candidate” to move on to the next option. And that's it. Happy hiring!  
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Applicant Tracking System Quiz 
Once the employee has completed the module, they must complete the quiz. To pass the quiz, the 
employee must score 100%. If the employee does not pass their first attempt, they must retake the 
quiz. If they do not pass on their second attempt, you will need to review the quiz and answers with 
them before they attempt it again. 

1. Who on the hiring team can create the offer letter? 
a. Anyone 
b. The original creator of the post 
c. The Hiring Manager 
d. The HR team 

2. How many Hiring managers can a job post have? 
a. 1 
b. 2 
c. 5 
d. None of the above 

3. What viewing privileges should the offer letter be set for HR to be able to view it? 
a. Everyone 
b. Admins Only 
c. Only Me 
d. Specific People 

4. The candidate accepting the offer is the final step of the process. 
a. True 
b. False 

5. What is the final step? 
a. The in-person interview 
b. Sending the offer letter 
c. The candidate accepting the offer 
d. Exporting to ADP 

6. Where can I find guides for anything related to JazzHR? 
a. Intranet Recruiting page 
b. HR Direct 
c. JazzHR 
d. All the above 

7. Who sends the background checks? No, HR sends out the background checks. 
a. Hiring Manager 
b. Location’s General Manager 
c. Location’s Area Director 
d. HR Team 

8. When Exporting to ADP, the candidate will be a new hire ________________? 
a. Onsite 
b. Offsite 
c. Physical 
d. Remote 
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Applicant Tracking System Demonstration 
Once the team member has passed the quiz, ask the team member if they have any questions. Once 
all questions have been answered, perform a real-time demonstration in as close to the same manner 
it is typically performed. 
During the Demonstration, do not stop to answer team members' questions or provide additional 
information. The goal is for team members to see the process performed as close to a real-life 
scenario. The uninterrupted performance will help connect the steps or information learned. You will 
answer all questions and provide further insight into your performance during the process after the 
demonstration is completed. 
Go through each of the tasks discussed in the Hiring Manager section of the module and how to 
navigate the Candidate Profile. Familiarize the team members and repeat any steps as necessary. 
After the demonstration, review the process and any team member questions and distribute the 
handout(s) for review and study. 
Applicant Tracking System Perform & Coach 
During Perform & Coach, do not stop to answer team member questions or provide additional 
information or coaching during their performance. The goal is for the team members to complete the 
process as best they can while you observe the performance to determine which area needs to be 
addressed first. 
Have the team member complete each of the tasks discussed in the Hiring Manager section of the 
module and navigate the Candidate Profile. 
Repeat the process until the team member completely understands all the information covered in this 
module and you and the team member feel confident they can perform the procedure to standard. 
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RESUME SCREENING - 1002 
Welcome 
Welcome to the Resume Screening Module. In this module, you will learn how to effectively screen 
resumes to ensure that only the most qualified candidates proceed to the interview stage. 
Notes and Questions 
As you go through the module, please follow along and take notes. Taking notes will help you 
remember any key points or questions you want to discuss. Once you have completed each section 
and quiz, you can review the information and your questions with a manager. 
Quiz 
Once you have finished watching the module, there will be a quiz to review the information. A score of 
100% must be achieved to pass each quiz. If you do not pass the quiz on your first attempt, retry the 
quiz. If you do not pass on your second attempt, locate a manager. Your manager will review the 
module with you and address any questions you may have. Once you have passed the quiz, exit the 
module and locate a manager to proceed to the Demonstration for this module. Your manager will then 
review the information and any questions you may have. 
Why 
The purpose of screening resumes is to assess if applicants meet the requirements outlined in the job 
description, such as education, years of experience, and specific skills or certifications and collect 
enough information to quickly determine whether to proceed to a phone interview with the candidate. 
What 
The following are the items you will need to screen resumes effectively: 
1. JazzHR 

JazzHR is used to access and view resumes and begin communications with candidates. 
2. Applicant Resumes 

The resumes of the applicants for the specific position you are recruiting. 
3. Computer 

You will need a computer to access JazzHR, and applicant resumes. 
Educate 
Resume screening is a critical step in the hiring process, and effective resume screening can help save 
time and ensure that only the most qualified candidates proceed to the interview stage. As you review 
resumes, you will need to consider the following: 
Career Progression 
Career progression helps evaluate the applicant's work history, achievements, and transferable skills 
as they relate to the responsibilities of the open position. Previous customer service positions indicate 
some knowledge of interacting with customers. Outdoor or physically active positions show that a 
candidate can work outdoors and in a physically demanding position. Experience in a maintenance or 
other mechanically oriented position can indicate an ability to work on car wash equipment. Positions in 
fast-paced environments such as restaurants, fast food chains or retail stores could mean the ability to 
move quickly and work with a sense of urgency.  
The following are questions to ask yourself when reviewing an applicant’s career progression. 

● Is the candidate currently working? 
● What is the candidate's tenure in each past role? 
● Do each previous position's start and end dates line up? 
● Are there large gaps in employment? 
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o Taking note of the gaps between positions is important to determine the likelihood that the 
applicant would be a long-term solution to your hiring need. Long gaps, short gaps and 
multiple gaps in employment should all be considered when reviewing a resume. If you 
proceed to the phone interview, you will need more details about the employment gaps. 

● Do they have customer service experience? Or are they moving among industries doing 
different types of unrelated work? 
o Having many jobs, especially when they are unrelated, does not always equal a quality 

candidate. Often, candidates with many past positions only spend a short time in each 
position. When people stay at jobs for short periods, it can often indicate that they are not 
good employees or do not stick with a job very long. 

Communication Skills 
Evaluating applicants' written and verbal communication skills is important in effectively screening 
resumes. When evaluating communication skills, consider the following: 

1. Does the resume read as a detailed list of accomplishments with quantifiable results, or does it 
appear to be a list of duties and responsibilities copied and pasted from the job description? 

2. Does the resume appear professionally written without multiple misspellings or overuse of slang 
and abbreviated texting language? 

More Information 
A few questions often stem from the resume screening; however, it is important not to speculate on the 
answers currently. From clarifying job duties to questions about employment gaps, you will want to 
make note of any areas that require further clarification and be prepared to address those items in the 
phone interview. Remember, resume screening aims to identify whether applicants possess the skills 
and experience needed for the position. 
Once you have gathered the necessary information and determined any questions you may have, you 
can decide whether to proceed with a phone interview. If you decide not to move forward with an 
applicant, move on to the next resume and begin the process again. 
If you are ever unsure about a candidate, it is always better to call them and avoid potentially letting a 
great candidate get away because of uncertainty. Once you are on the phone, it will become clear 
whether the candidate is a good fit. We will discuss the phone interview process in the next module. 
Candidate Texting 
With candidate texting, you can create a better candidate experience and hire top talent faster. When 
you include texting in your hiring process. The average person checks their phone more than 150 
times a day, so staying connected and top of mind with your talent pipeline by leveraging candidate 
texting is a smart move. Each candidate texting subscription comes with unlimited company users and 
the ability to select a preferred area code, so it's easy to incorporate into your current hiring process. 
Let's begin by making sure all of your users who you want to have access have texting enabled. 
Navigate to Settings People and select the user you want to enable. Scroll down and click Enable 
Texting. You'll repeat this process for any additional users who need access from a candidate 
perspective. They will be given the option to opt in to texting through a question that is automatically 
built into your job applications. You can send a message at any time to a candidate right from their 
candidate profile. Click text this candidate to launch the texting pop up window. From here, you can 
send a customized greeting message with one click or type your own custom message into the text 
area. 
Additional options like adding emojis or scheduling a text message to be sent later or at a specified 
time are all built right into the system. To customize your welcome message, click the three dots and 
select Open Chat in-app. This will open up the canvas texting app. Navigate to your initials, My 
Preferences, and select messages on the left hand side. Here you can edit your default welcome 
message and include a merge tag like candidate first name to customize the message. When you 
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select library messages, you can also build templates so that you can quickly send frequently used 
messages and information to candidates. Another way to access your text messages is simply by 
selecting the message icon in the main navigation bar within Jasper. To send your text message 
templates, simply click this icon and navigate to messages.  
Adding text messages as workflow helpers is an easy way to stay in touch with candidates and 
automate your hiring process. Your additional messages will help accelerate time to hire and reinforce 
important messages and reminders, where candidates are sure to see them. To create text message 
templates to use as workflow helpers, first navigate to Settings Templates and click into Text 
Messages. messages. From here, you're going to click New Message to begin creating your template. 
You'll give the message template a name and then you'll type into the message box. Again. Utilize the 
token guides so the system can populate information like the candidate's name and even the job title 
into your messages. After you have your message template saved, you'll navigate over to workflows so 
that you can add that text message template as a workflow helper. Select the stage where you'd like to 
include the text from the add dropdown. Select Text Message and choose your template. Click Add 
Text message and now this text will be sent automatically when we put a candidate in our phone 
screen stage. Let's go ahead and see that in action. We're going to go back to our candidate profile. 
And let's put that candidate in that stage so that they can get that text message. When we advance the 
candidate to that stage, we'll see the workflow helpers pop up. And for the text message, we have the 
ability to change our template, preview the message, choose who this message should be sent from, 
and we can decide if we want to send it now or if we want to send it later. Once we click confirm, that 
text message will be sent Once a text a candidate while you're away from your desk, download the free 
canvas app to your smartphone from the Apple App Store or Android Store so that you can take 
candidate conversations on the go. You can also manage your candidate texting subscription right 
from your Jazz Air account. Click your initials in the top right hand corner and select Account 
Information, then subscription. Thanks so much for watching. Happy hiring. 
Schedule the Interview 
Scheduling interviews in JazzHR can be done in just a few minutes and gives you a centralized 
location for all candidate interviews. Guides and sessions can be added ad hoc from the interviews tab 
of the candidate profile as you see in this example, or sessions can be automatically populated when 
you move a candidate into a specific workflow stage. This is done by the use of an interview session 
workflow helper, which can be added by going to Settings, Workflows. JazzHR integrates with versions 
of Google, Office 365 and exchange calendars so that you can see all availability. You can set up your 
calendar integration either for the first time when you click to schedule an interview, or by visiting My 
Profile when you click your initials in the top right corner. Not only do these integrations allow you to 
view your calendar in JazzHR, but you can also schedule video interviews using Google Meets or 
Microsoft Teams depending on your email client. In this same area, you can also link to your zoom 
account as a video interviewing option. To schedule an interview session, select which interview stage 
you would like to add an interview to and select Schedule Interview Session.  
This will direct you to your calendar. I can add the details of the interview and select if I want to add a 
video conference link. On the right side, you can search your colleagues calendars for an appropriate 
time for the candidate interview. Once you selected a time slot that works for all participants, choose 
who will be interviewing and when. Add an interview guide and set the duration of the interviews.  
Once all of your interviews in the session have been scheduled, select Next to customize the invites. 
From this screen, you can edit the invites to send to your team and the candidate. When I click Open, I 
can specify which items to attach and any notes in the description. This information is only seen by 
your colleagues and the candidate will receive a separate email that we will customize below.  
Next, we can customize what the candidate's email notification should look like. You can draft an email 
on the fly or select a previously created template found under Settings, Templates and Emails. The 
agenda for the interview will be added to the email when it is sent. You can also add an ICS or event 
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file to the email, so the candidate can add it easily to their calendar. If you've added a video conference 
link on the previous screen, that unique link will also be added to the email body. When you're done, 
click Done customizing, then save sessions and send invites. That's it. Now the candidate and your 
team are interview ready. 
Conclusion 
Remember, screening resumes is crucial for identifying qualified candidates. Effective resume 
screening saves time and ensures that only qualified candidates move forward. As you review each 
resume and consider all the factors, remember that no single factor should eliminate a candidate from 
consideration for a phone interview. Instead, look at each factor as a piece of a puzzle. You can’t see 
the full picture with just one piece. You need all the pieces to get the full picture. Similarly, you should 
consider all the information and each factor in totality when deciding. 
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Resume Screening Quiz 
Once the employee has completed the module, they must complete the quiz. To pass the quiz, the 
employee must score 100%. If the employee does not pass their first attempt, they must retake the 
quiz. If they do not pass on their second attempt, you will need to review the quiz and answers with 
them before they attempt it again. 

1. What are some things we should review when looking at a resume? 
a. Previous work experience 
b. Job responsibilities 
c. Relevant work history 
d. All of the above 

2. What’s the purpose of screening resumes?  
a. To determine if the candidate has the qualities, skills, and experience necessary 

for the position 
b. To determine if the candidate is qualified and make a hiring decision 
c. To determine if the candidate is qualified over the phone to avoid having to meet in 

person 
d. To determine if the resume has all the necessary information to contact the candidate 

3. Once you have determined your questions about the information in a resume, it is important to 
speculate on all possible answers before contacting the candidate. 

a. True 
b. False 

4. Previous work experience tells us what skills an applicant has and if they can be applied to the 
position they’ve applied for. 

a. True 
b. False 

5. What platform is used to schedule candidate interviews? 
a. JazzHR 
b. Company Email 
c. Phone Call 
d. Google Meet 

6. If a candidate has gaps in their employment, and you proceed to the phone interview, you will 
need to _______________________________.  

a. Avoid asking about the gaps 
b. You shouldn’t proceed to a phone interview if there are employment gaps 
c. Get more details during the phone interview 
d. None of the above 

7. All gaps in employment should be considered 
a. True 
b. False 

8. What is the next step after resume screening?  
a. Hiring  
b. Onboarding 
c. Phone interview 
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d. In-person Interview 
9. Why is evaluating an applicant's communication skills during resume screening important? 

a. To ensure the candidate can write detailed lists of accomplishments 
b. To verify the candidate's ability to use texting language 
c. To determine if the candidate can follow job descriptions accurately 
d. To ensure the resume is professionally written without multiple misspellings or 

overuse of slang 
10. We must interview every applicant that applies for a position. 

a. True 
b. False 
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Resume Screening Demonstration 
Once the team member has passed the quiz, ask the team member if they have any questions. Once 
all questions have been answered, perform a real-time demonstration in as close to the same manner 
it is typically performed. 
During the Demonstration, do not stop to answer team members' questions or provide additional 
information. The goal is for team members to see the process performed as close to a real-life 
scenario. The uninterrupted performance will help connect the steps or information learned. You will 
answer all questions and provide further insight into your performance during the process after the 
demonstration is completed. 
Using High-Quality Resume #1, review the resume, mark items of interest or importance, and make 
notes as you normally would. Then, tell the team member if you would move on to the phone interview 
with the candidate and review what led to the decision. Repeat the process using Low-Quality 
Resume #1. 
After the demonstration, review the process and any team member questions and distribute the 
handout(s) for review and study. 
Resume Screening Perform & Coach 
During Perform & Coach, do not stop to answer team member questions or provide additional 
information or coaching during their performance. The goal is for the team members to complete the 
process as best they can while you observe the performance to determine which area needs to be 
addressed first. 
Give the team members High-Quality Resume #2, review the resume, mark items of interest or 
importance, and make notes. Then, ask if they would move on to the phone interview with the 
candidate and review what led to the decision. Repeat the process using Low-Quality Resume #2. 
Repeat the process using High-Quality Resume #3 and Low-Quality Resume #3. 
As you go through the recruiting process at your location, include the team members in the screening 
process and ask for their input on the quality of the candidates. 
Repeat the process until the team member completely understands all the information covered in this 
module and you and the team member feel confident they can perform the procedure to standard. 
 
 

REMINDER 
This course only intends to prepare Shift Leaders to perform the 

recruiting functions in their future role. Shift Leaders may participate 
in interviews during the training but will never be in a decision-

making position. 
All decisions regarding progression in the hiring process must 

be made by a Store Manager or above. 
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Resume Screening Handout 1-High-Quality Resumes 
Resume 1 

Page 1 Page 2 
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Resume 2 
Page 1 Page 2 
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Resume 3 
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Resume Screening Handout 2-Low-Quality Resumes 
Resume 1 
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Resume 2 
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Resume 3 
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PHONE INTERVIEW - 1003 
Welcome 
Welcome to the Phone Interview Module. In this module, you will learn how to perform effective and 
efficient phone interviews and how to complete the phone interview form. 
Notes and Questions 
As you go through the module, please follow along and take notes. Taking notes will help you 
remember any key points or questions you want to discuss. Once you have completed each section 
and quiz, you can review the information and your questions with a manager. 
Quiz 
Once you have finished watching the module, there will be a quiz to review the information. A score of 
100% must be achieved to pass each quiz. If you do not pass the quiz on your first attempt, retry the 
quiz. If you do not pass on your second attempt, locate a manager. Your manager will review the 
module with you and address any questions you may have. Once you have passed the quiz, exit the 
module and locate a manager to proceed to the Demonstration for this module. Your manager will then 
review the information and any questions you may have. 
Why 
The purpose of the phone interview is to quickly gather information about a candidate to determine 
whether an in-person interview is appropriate. 
What 
The following are the items you will need to perform phone interviews effectively: 
1. JazzHR 

JazzHR is used to access candidate profiles and interview forms. 
2. Phone Interview Form 

The form is used to input information gained during a phone interview. 
3. Computer 

You will need a computer to access JazzHR, and applicant resumes. 
4. Phone 

You will need a phone to contact the candidates. 
Educate 
We are not attempting to make a hiring decision during the phone interview. We simply want to hear 
the candidate’s responses, take notes, and ask follow-up questions when necessary. Phone interviews 
are meant to be quick conversations lasting approximately 15 minutes that allow you to make more 
informed decisions about scheduling candidates for in-person interviews. 
Before You Begin 
Before you begin, access the phone interview form in JazzHR. As you go through each of the following 
sections, record the information and responses to each question in the form. Now, let’s review each 
section of the phone interview. 
Introduction 
In the Introduction, we identify ourselves and ask if the candidate is available for a phone interview. We 
want to be sure that the candidate can give us their full attention so that we can communicate clearly 
and connect with them. The following is the introduction used when performing a phone interview. 

Hi, this is (Name) with WhiteWater Express. How's it going today? I'm reaching out because you 
applied to one of our open positions. I'd like to discuss the job and your experience to see if 
we’re a good fit for what we are both looking for. Sound good? 
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Candidate Doesn’t Answer 
If they don’t answer, leave a voicemail with the following message: 

Hi, this is (Name) WhiteWater Express. How's it going today? I'm reaching out because you 
applied to one of our open positions. I'd like to discuss the job and your experience to see if 
we’re a good fit for what we are both looking for. Please call me back at your earliest 
convenience at (Phone Number). Thank you! 

About WhiteWater 
The whole reason we’re on the phone right now is because our company is growing. We currently have 
over 120 locations across six (6) states, with multiple locations in varying stages of construction. So, to 
keep up with the growth, we focus daily on developing our team members and getting them ready for 
their next roles. Right now, quite a few people are moving forward to the next step in their career path, 
leaving several roles available since those people have worked so hard to move up. How does that 
sound? 
About the Position 
Great! Let me start by giving you more information about the role and asking questions about your 
work experience. Then, I’d be happy to answer any questions you may have! So, let me jump right in. 
For the (TL/SL) role, the starting pay is ($___). The location you’d work at is (Location Number—
Name). This role is almost entirely outside, so you’ll work in the heat and cold while talking to guests 
and selling memberships. We’re open from 7:30 a.m. to 8:00 p.m. daily and are busiest on the 
weekends. Now, I’d like to give a quick overview of the general duties for this position. 
Team Leader 
● Displaying leadership and working as a team to enable everyone to be a leader. 
● Providing an outstanding and pleasant experience to all our customers. 
● Greeting customers at the pay station and car wash entrance as they enter. 
● Completing customer feedback surveys throughout each shift to ensure high-quality service is 

consistently delivered. 
● Ensuring the cleanliness of the car wash, including the tunnel, equipment room, vacuum lot, and 

the property surrounding the car wash. 
● Quickly, safely, and efficiently loading customer vehicles into the wash tunnel according to 

standard procedure. 
Shift Leader 
● Displaying leadership and working as a team to enable everyone to be a leader. 
● Completing customer feedback surveys throughout each shift to ensure high-quality service is 

consistently delivered. 
● Providing an outstanding and pleasant experience to all our customers. 
● Assisting customers with membership account changes, updates, or issues. 
● Overseeing store opening and closing and ensuring all tasks are correctly completed. 
● Assisting the Store Manager with taking Team Leaders through development programs. 
● Performing wash quality checks on equipment function and product application. 
● Performing weekly preventive maintenance and other minor equipment upkeep. 

Work History 
To gain more insight about the candidates' work history, briefly discuss job history and any 
employment gaps. The objective is to gather the key information about each position and understand 
gaps in employment history. You also confirm that what they say matches their resume or application 
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information. You can go more in-depth on each position if you decide to move forward to the in-person 
interview. You can ask the following questions to learn more about the candidate’s work history. 

1. Tell me about your current or previous position - what did you do there? 
2. How would your coworkers describe your personality? 
3. How would your supervisor describe your work performance? 
4. What makes you want to change jobs? 
5. What made you interested in applying for this role at WhiteWater? 
6. How comfortable are you working outside and handling a busy job that involves interacting with 

customers quickly? 
Work Availability 
To determine if the candidate can work the days and hours that each position requires, we need to ask 
them a few questions regarding their availability. The following are the questions that will need to be 
asked regarding work availability: 

1. Are you seeking a full-time or part-time position? 
2. Are you available to work weekends? 
3. Are you familiar with where we are located? 
4. Does the commute seem reasonable for you? 
5. Ask if the candidate has any questions for you. 

Completing the Interview 
Once you have completed the phone interview, you must decide whether to schedule the candidate for 
an in-person interview. At this point, you should have collected enough information about the candidate 
to determine if you want to schedule an in-person interview. 
Scheduling In-Person Interview 
This all sounds great, and I like a lot of what you said. If you're still interested in the role, I'd like you to 
meet our other hiring managers in person sometime this week. That way, you can see everything in 
action and meet the team. What do you think? 
Once you and the candidate have decided to move forward to an in-person interview, do the following: 

1. Choose the best date and time for both schedules and confirm the time with the candidate. 
2. Send the invite to their email. 

● Confirm they receive it before hanging up. 
3. Confirm they have the correct address for the location. 
4. Tell the candidate which management team members will attend the interview. 

● This allows them to research our company and leaders beforehand. 
Not Scheduling In-Person Interview 
If you decide not to proceed with the candidate, say, “Thank you for taking the time to go through all 
that with me today. You will be notified in the next 48 hours of a decision.” 
Conclusion 
The phone interview is a crucial initial step in the hiring process, used to efficiently gather key 
information about a candidate to determine their suitability for an in-person interview. Remember, the 
goal of the phone interview is not to make a hiring decision but to engage in a brief, focused 
conversation lasting about 15 minutes. This allows you to assess the candidate’s potential and decide 
if an in-person interview is warranted. By following the phone interview form, you can ensure a 
thorough and consistent evaluation. Concluding the interview with clear next steps, whether scheduling 
an in-person interview or thanking the candidate for their time, ensures a positive candidate 
experience.  
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Phone Interview Quiz 
Once the employee has completed the module, they must complete the quiz. To pass the quiz, the 
employee must score 100%. If the employee does not pass their first attempt, they must retake the 
quiz. If they do not pass on their second attempt, you will need to review the quiz and answers with 
them before they attempt it again. 

1. What is the purpose of the phone interview? (Check all that apply) 
a. Quickly gather information about the candidate 
b. Decide if you want to move on to an in-person interview 
c. Make a hiring decision 
d. Verify that the information on the resume is correct 

2. Why do we want to ask questions about the candidate? (Check all that apply) 
a. To make a more personal connection  
b. To decide whether you personally get along with the candidate 
c. To uncover skills that may not be listed on a resume 
d. All the above 

3. What is the objective when reviewing the candidate’s work history? (Check all that apply) 
a. To confirm that what they are saying matches up with the information on their 

resume or application  
b. To gather enough information to make a hiring decision 
c. To gather the key information about each position and understand gaps in 

employment history  
d. All the above 

4. What is some key information when asking about work history? (Check all that apply) 
a. Duties and Responsibilities 
b. Their previous manager’s name  
c. Reason for leaving  
d. All the above 

5. Team Leaders are the core of our location staff, and we need them to be successful. 
a. True 
b. False 

6. What questions do we need to ask the candidate about their work availability? 
a. Are you looking for full-time or part-time? 
b. Are you available to work weekends? 
c. Are there any days or hours you cannot work? 
d. All the above 

7. Why is it important to ask what motivates a candidate? 
a. Not everyone is going to be motivated 
b. We need to provide constant motivation 
c. To understand how the position fits with the candidate’s motivators  
d. All the above 
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8. Which of the following tools is necessary for conducting phone interviews effectively? 
a. JazzHR 
b. Phone Interview Form 
c. Computer 
d. All the above 

9. What should you do if the candidate does not answer your call for the phone interview? 
a. Call them repeatedly until they answer 
b. Leave a voicemail with a specific message and ask them to call back 
c. Send them an email instead 
d. Move on to the next candidate 

10. The phone interview form should be accessed and used to record information and responses 
during the interview. 

a. True 
b. False 
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Phone Interview Demonstration 
Once the team member has passed the quiz, ask the team member if they have any questions. Once 
all questions have been answered, perform a real-time demonstration in as close to the same manner 
it is typically performed. 
During the Demonstration, do not stop to answer team members' questions or provide additional 
information. The goal is for team members to see the process performed as close to a real-life 
scenario. The uninterrupted performance will help connect the steps or information learned. You will 
answer all questions and provide further insight into your performance during the process after the 
demonstration is completed. 

The Demonstration for this module is covered 
in the online module. 

As you go through the recruiting process at your location, include the team members in phone 
interviews and demonstrate the interview process. 
After the demonstration, review the process and any team member questions and distribute the 
handout(s) for review and study. 
Phone Interview Perform & Coach 
During Perform & Coach, do not stop to answer team member questions or provide additional 
information or coaching during their performance. The goal is for the team members to complete the 
process as best they can while you observe the performance to determine which area needs to be 
addressed first. 
With you acting as the candidate, have the team member perform a phone interview utilizing the Phone 
Interview Form. 
As you go through the recruiting process at your location, include the team members in phone 
interviews and have them perform portions of the interview. Over time, they should be able to complete 
more sections of the interview until they can complete all sections. 
Repeat the process until the team member completely understands all the information covered in this 
module and you and the team member feel confident they can perform the procedure to standard. 
 
 

REMINDER 
This course only intends to prepare Shift Leaders to perform the 

recruiting functions in their future role. Shift Leaders may participate 
in interviews during the training but will never be in a decision-

making position. 
All decisions regarding progression in the hiring process must 

be made by a Store Manager or above. 
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Phone Interview Handout 1-Phone Interview 
The following is an overview of each section of the phone interview. 
Introduction 
In the Introduction, we identify ourselves and ask if the candidate is available for a phone interview. We 
want to be sure that the candidate can give us their full attention so that we can communicate clearly 
and connect with them. The following is the introduction used when performing a phone interview. 

Hi, this is (Name) with WhiteWater Express. How's it going today? I'm reaching out because you 
applied to one of our open positions. I'd like to discuss the job and your experience to see if 
we’re a good fit for what we are both looking for. Sound good? 

Candidate Doesn’t Answer 
If they don’t answer, leave a voicemail with the following message: 

Hi, this is (Name) WhiteWater Express. How's it going today? I'm reaching out because you 
applied to one of our open positions. I'd like to discuss the job and your experience to see if 
we’re a good fit for what we are both looking for. Please call me back at your earliest 
convenience at (Phone Number). Thank you! 

About WhiteWater 
The whole reason we’re on the phone right now is because our company is growing. We currently have 
over 120 locations across six (6) states, with multiple locations in varying stages of construction. So, to 
keep up with the growth, we focus daily on developing our team members and getting them ready for 
their next roles. Right now, quite a few people are moving forward to the next step in their career path, 
leaving several roles available since those people have worked so hard to move up. How does that 
sound? 
About the Position 
Great! Let me start by giving you more information about the role and asking questions about your 
work experience. Then, I’d be happy to answer any questions you may have! So, let me jump right in. 
For the (TL/SL) role, the starting pay is ($___). The location you’d work at is (Location Number—
Name). This role is almost entirely outside, so you’ll work in the heat and cold while talking to guests 
and selling memberships. We’re open from 7:30 a.m. to 8:00 p.m. daily and are busiest on the 
weekends. Now, I’d like to give a quick overview of the general duties of this position. 
Team Leader 
● Displaying leadership and working as a team to enable everyone to be a leader. 
● Providing an outstanding and pleasant experience to all our customers. 
● Greeting customers at the pay station and car wash entrance as they enter. 
● Completing customer feedback surveys throughout each shift to ensure high-quality service is 

consistently delivered. 
● Ensuring the cleanliness of the car wash, including the tunnel, equipment room, vacuum lot, and 

the property surrounding the car wash. 
● Quickly, safely, and efficiently loading customer vehicles into the wash tunnel according to 

standard procedure. 
Shift Leader 
● Displaying leadership and working as a team to enable everyone to be a leader. 
● Completing customer feedback surveys throughout each shift to ensure high-quality service is 

consistently delivered. 
● Providing an outstanding and pleasant experience to all our customers. 
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● Assisting customers with membership account changes, updates, or issues. 
● Overseeing store opening and closing and ensuring all tasks are correctly completed. 
● Assisting the Store Manager with taking Team Leaders through development programs. 
● Performing wash quality checks on equipment function and product application. 
● Performing weekly preventive maintenance and other minor equipment upkeep. 

Work History 
To gain more insight about the candidates' work history, briefly discuss job history and any 
employment gaps. The objective is to gather the key information about each position and understand 
gaps in employment history. You also confirm that what they say matches their resume or application 
information. You can go more in-depth on each position if you decide to move forward to the in-person 
interview. You can ask the following questions to learn more about the candidate’s work history. 

1. Tell me about your current or previous position - what did you do there? 
2. How would your coworkers describe your personality? 
3. How would your supervisor describe your work performance? 
4. What makes you want to change jobs? 
5. What made you interested in applying for this role at WhiteWater? 
6. How comfortable are you working outside and handling a busy job that involves interacting with 

customers quickly? 
Work Availability 
To determine if the candidate can work the days and hours that each position requires, we need to ask 
them a few questions regarding their availability. The following are the questions that will need to be 
asked regarding work availability: 

1. Are you seeking a full-time or part-time position? 
2. Are you available to work weekends? 
3. Are you familiar with where we are located? 
4. Does the commute seem reasonable for you? 
5. Ask if the candidate has any questions for you. 
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Phone Interview Handout 2- Completing the Interview 
Once you have completed the phone interview, you must decide whether to schedule the candidate for 
an in-person interview. At this point, you should have collected enough information about the candidate 
to determine if you want to schedule an in-person interview. 
Scheduling In-Person Interview 
This all sounds great, and I like a lot of what you said. If you're still interested in the role, I'd like you to 
meet our other hiring managers in person sometime this week. That way, you can see everything in 
action and meet the team. What do you think? 
Once you and the candidate have decided to move forward to an in-person interview, do the following: 

1. Choose the best date and time for both schedules and confirm the time with the candidate. 
2. Send the invite to their email. 

● Confirm they receive it before hanging up. 
3. Confirm they have the correct address for the location. 
4. Tell the candidate which management team members will attend the interview. 

● This allows them to research our company and leaders beforehand. 
Not Scheduling In-Person Interview 
If you decide not to proceed with the candidate, say, “Thank you for taking the time to go through all 
that with me today. You will be notified in the next 48 hours of a decision.” 
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IN-PERSON INTERVIEW - 1004 
Welcome 
Welcome to the In-Person Interview Module. In this module, you will learn how to gather more 
information from and deliver additional information to a candidate to ensure effective in-person 
interviews. 
Notes and Questions 
As you go through the module, please follow along and take notes. Taking notes will help you 
remember any key points or questions you want to discuss. Once you have completed each section 
and quiz, you can review the information and your questions with a manager. 
Quiz 
Once you have finished watching the module, there will be a quiz to review the information. A score of 
100% must be achieved to pass each quiz. If you do not pass the quiz on your first attempt, retry the 
quiz. If you do not pass on your second attempt, locate a manager. Your manager will review the 
module with you and address any questions you may have. Once you have passed the quiz, exit the 
module and locate a manager to proceed to the Demonstration for this module. Your manager will then 
review the information and any questions you may have. 
Why 
The in-person interview process is a crucial step in our hiring process. It allows us to gather more 
information about a candidate, provide them with more insight about the position, and allow them to 
interact with our team and see the car wash in action. This process ensures that we are fully informed 
about the candidate and that candidates have a full picture of the position and day-to-day 
responsibilities. 
What 
The following are the items you will need to perform in-person interviews effectively: 
1. JazzHR 

JazzHR is used to access candidate profiles and interview forms. 
2. In-Person Interview Form 

The form is used to input information gained during an in-person interview. 
3. Computer 

You will need a computer to access JazzHR and the interview form. 
4. Store Team 

Additional managers and team members will be needed to interact with the candidate during their 
location visit. 

5. Job Descriptions 
A copy of the job description for the position. 

Educate 
As with a phone interview, we are not attempting to make a hiring decision during the in-person 
interview. Our goal is to obtain more information about the candidate and their work history, tell them 
more about the position, introduce the candidate to the team, and tour the location with the candidate. 
want to hear the candidate’s responses, take notes, and ask follow-up questions when necessary. We 
also want to allow the candidate to see the car wash in action and interact with our team members. As 
with the phone interview, the goal of the in-person interview is not to make a final hiring decision. 
Rather, the goal is to ensure you have gathered and delivered all the necessary information for both 
sides to make an informed decision. 
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Equal Employment Opportunity 
WhiteWater Express company policy prohibits discrimination against applicants based on 
characteristics protected by federal, state or local laws. These include but are not limited to age, race, 
color, marital status, genetic information, sexual orientation, military status, gender/sex/pregnancy, 
religion, physical or mental disability, gender identification/expression, criminal conviction history and 
national origin. 
Questions to Avoid 
To remain compliant with Equal Employment Opportunity policies, there are certain questions and 
question types that we want to avoid during the interview. The following are some examples of 
questions that should be avoided: 

● Are you a US citizen? 
● What does your spouse do for work? 
● Do you have any children? 
● How old are you? 
● Will you need personal time off for religious holidays? 
● When did you graduate from high school? 
● What was your pay rate at a previous position? 
● Do you have a car? 
● Have you experienced any serious illness in the past year? 

Before You Begin 
Before you begin, access the in-person interview form in JazzHR. As you go through each of the 
following sections, record the information and responses to each question in the form. Now, let’s 
review each section of the in-person interview. 
Introduction 
At the beginning of the interview, it is important to establish a rapport and create a connection with the 
candidate. We want them to feel comfortable talking to us so that we can have an open, productive 
conversation. We want to tell the candidate about ourselves and our WhiteWater experience to 
accomplish this. Then, we want to ask the candidates some questions about themselves so that we 
can get to know them better. Take the time to discuss each question instead of just recording the 
answer and moving on. Remember, follow-up questions are key to productive conversation and 
thorough information gathering. 
About Our Culture 
Our culture is built upon the pillars of respect and communication, and combined with a commitment to 
leadership and team development, we can focus on serving our customers at the highest level. Our 
philosophy of enabling everyone to lead (EEL) empowers every team member to take initiative and 
contribute meaningfully. As you discuss our company culture, share your personal growth and success 
stories, illustrating why they believe our company is a great place to work and thrive. 
About the Candidate 
After discussing WhiteWater and the position and taking a site tour, we want to take some time to get 
to know the candidate. This creates a more personal connection during the interview and a more 
informed hiring decision. The following are the questions 

1. What do you enjoy doing when you're not working? 
2. How do people you know describe you? 
3. What kind of workplace do you enjoy or feel most comfortable in? 
4. What made you interested in applying for this role at WhiteWater? 
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5. What gets you excited about working here? 
6. How comfortable are you working outside and handling a busy job that involves interacting with 

customers quickly? 
Work History 
During the in-person interview, we want to gain a more in-depth understanding of the candidate's work 
history and experience. We want to spend more time talking about each of their positions and the 
experience they gained from each one. During the conversation, avoid “Yes” or “No” questions to keep 
the conversation moving and ask questions starting with “How” and “Why” to elicit a longer, more 
detailed response, giving you much more information. As candidates answer each question, ask follow-
up questions, gather more details, and learn more about their previous positions. 
About the Position 
During the phone interview, we gave the candidate a brief overview of the position's duties and 
responsibilities. Now, we want to discuss the position more in-depth and ensure that the candidate 
understands what would be expected of them as a WhiteWater team member. To do so, we will take 
the candidate around the location and review the tasks and duties listed in the job description for each 
area. Starting in the vacuum lot, work around the location to review the key points of each area and 
facilitate interactions between team members and candidates. During the tour, observe the candidate's 
interactions with team members and customers as opportunities present themselves. 
Vacuum Lot 
In the vacuum lot, we focus primarily on customer interactions by completing customer feedback 
surveys and distributing Google review cards. Additionally, we ensure the lot is clean, trash cans aren’t 
overflowing, and all amenities are well-stocked and functioning properly. 
Pay Stations 
At the pay stations, we focus on greeting and assisting customers, educating customers about 
memberships and promotions, answering questions about products, packages, and amenities, 
resolving member issues, and maintaining the cleanliness of the entrance and pay station areas. 
Tunnel 
Go to the tunnel entrance and observe the prep and loading process from a safe distance while giving 
a brief overview of the team member's responsibilities in the Tunnel position, including prep, TTS, and 
loading. Then, walk the candidate through the tunnel and provide a brief description of the equipment 
and chemicals. As you go, observe their reaction to being in the wash environment and their interest in 
the chemicals and equipment. 
NOTE: If the tunnel does not have adequate room on either side of the equipment to safely walk the 
tunnel during operations, review as many items as possible while standing at the tunnel entrance. 
Then, walk around to the exit end and review the remaining items. If the location has windows along 
the tunnel windows, review as many items through the windows as possible. 
Equipment Room 
As with the tunnel, we must provide a brief overview of the equipment and safety aspects of the 
equipment room. As you walk through the equipment room, again observe their reaction to being in the 
environment and continue to gauge their interest in the equipment. 
Team Member Interactions 
Do your best to have as many team members on-site as possible during the times interviews are 
scheduled to ensure that you can involve as many team members as possible and have adequate time 
to interact with each one during the interview. It is important to prepare your team members ahead of 
time so that they have time to think about their answers and are more prepared to interact with the 
candidates when they visit the location. 
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As you interact with team members in each area of the location tour, we want them to have the 
opportunity to interact with the candidates and talk to them about what brought them to WhiteWater, 
why they think it’s such a great workplace, and share their personal growth and success stories and 
the impact it has had on them. Additionally, asking team members questions about their day-to-day 
duties is a great way to deliver information about the tasks listed for each area in the job description. 
Work Availability 
While we discussed the candidates' work availability during the phone interview, we must confirm their 
availability during the in-person interview and ensure that nothing has changed. The following are the 
questions asked to confirm work availability. 

1. Are you seeking a full-time or part-time position? 
2. Are you available to work weekends? 
3. Are there any days or times you are unavailable to work? 

Compensation Structure 
The starting pay rate for the position was also briefly discussed during the phone interview. Now, we 
must take the candidate through the complete compensation structure. To start, we must explain the 
starting pay rate and the tip program. Using the Compensation Worksheet for your location, show the 
candidate the adjusted hourly rate after factoring in the location's average hourly tip amount. 
Remember, it is important that the Compensation Worksheet has the most current data recorded 
before the interview. Then, review the Development Incentive Program (DIP) and how the hourly pay 
rate increases as development milestones are achieved and show the candidate the development 
training checklists. You can also adjust the hourly rate on the Compensation Worksheet to show how 
the increases impact total compensation. 
Must Discuss 
Now that we have explained the positions and the duties involved, we need to ensure that the 
candidate believes they can perform all those duties. We also want to discuss company policies that 
the candidate needs to be aware of. Before closing the interview, we must discuss the following 
questions and policies with the candidate. 
Must Ask Questions 

1. Are you physically able to perform the duties of this position? 
2. Are you able to lift 50lbs? 
3. Are you capable of standing for extended periods of time? 
4. Do you have reliable transportation? 

Company Policies 
1. Uniform Policy 
2. Tobacco Use Policy 
3. Drug & Alcohol Policy 
4. Cell Phone Policy 
5. Background Checks (Shift Leader and above) 

Completing the Interview 
At this point, you should have all the information you need to make a hiring decision, and the candidate 
should have all the information they need about the position and WhiteWater. At this time, we want to 
gauge the candidate’s interest in the position and find out when they could potentially start. You will 
want to ask the following questions before closing the interview: 

1. If offered the position, would you take it and why? 
2. If offered the position, when would you be able to start? 
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Once the candidate has answered your final two questions, ask if they have any final questions and let 
the candidate know when they can expect to hear from us. Ideally, candidates would receive a 
response within 48 hours of the interview via phone call and/or a JazzHR-generated email. 
Conclusion 
The in-person interview is the final step of the information-gathering phase of the hiring process. 
Remember, the goal of the in-person interview is not to make a hiring decision but to ensure you have 
gathered and delivered all the necessary information for both sides to make an informed decision. 
Once concluded, you and your team can discuss the candidate and make a collaborative hiring 
decision. 
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In-Person Interview Quiz 
Once the employee has completed the module, they must complete the quiz. To pass the quiz, the 
employee must score 100%. If the employee does not pass their first attempt, they must retake the 
quiz. If they do not pass on their second attempt, you will need to review the quiz and answers with 
them before they attempt it again. 
1. During the in-person interview, we are making a hiring decision. 

a. True 
b. False 

2. What questions should we avoid asking during an interview? (Check all that apply) 
a. Are you able to pass a background check, if necessary?  
b. How old are you? 
c. Will you require time off for particular holidays? 
d. Do you have reliable transportation? 
e. Do you have a car? 

3. To keep the conversation moving forward, we should ask questions starting with 
__________________________. 

a. Yes or No 
b. How and Why 
c. Telling a personal story related to your question 
d. All the above 

4.  Why do we want to reiterate key points about the WhiteWater culture?  
a. To ensure the candidate understands and feels the WhiteWater culture 
b. To see if the candidate remembers details of the culture 
c. To gauge whether they’ll follow the culture  
d. To intimidate them into working at WhiteWater 

5. What company policies must we discuss with the candidate? (Check all that apply) 
a. Uniform Policy  
b. Employee Code of Conduct 
c. Tobacco Use Policy 
d. Drug and Alcohol Policy 
e. Retaliation Policy 

6. What is the primary purpose of the in-person interview? 
a. To make a final hiring decision 
b. To gather more information about the candidate and provide them with more insight 

about the position 
c. To negotiate salary with the candidate 
d. To collect personal information about the candidate 

7. What is one of the key observations to make during the candidate's site tour? 
a. The candidate's punctuality for the interview 
b. The candidate's interactions with team members and customers 
c. The candidate's attire 
d. The candidate's previous salary details 

8. The in-person interview is meant to make a final hiring decision. 
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a. True 
b. False 

9. It is important to review and confirm the candidate's work availability during the in-person interview. 
a. True 
b. False 

10. When should you contact the candidate regarding your hiring decision? 
a. Within an hour of the interview 
b. No more than 24 hours after the interview 
c. Within 48 hours 
d. One week 
e. The candidate should reach out to us 
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In-Person Interview Demonstration 
Once the team member has passed the quiz, ask the team member if they have any questions. Once 
all questions have been answered, perform a real-time demonstration in as close to the same manner 
it is typically performed. 
During the Demonstration, do not stop to answer team members' questions or provide additional 
information. The goal is for team members to see the process performed as close to a real-life 
scenario. The uninterrupted performance will help connect the steps or information learned. You will 
answer all questions and provide further insight into your performance during the process after the 
demonstration is completed. 

The Demonstration for this module is covered 
in the online module. 

As you go through the recruiting process at your location, include the team members in phone 
interviews and demonstrate the interview process. 
After the demonstration, review the process and any team member questions and distribute the 
handout(s) for review and study. 
In-Person Interview Perform & Coach 
During Perform & Coach, do not stop to answer team member questions or provide additional 
information or coaching during their performance. The goal is for the team members to complete the 
process as best they can while you observe the performance to determine which area needs to be 
addressed first. 
With you acting as the candidate, have the team member perform a phone interview utilizing the In-
Person Interview Form. 
As you go through the recruiting process at your location, include the team members in in-person 
interviews and have them perform portions of the interview. Over time, they should be able to complete 
more sections of the interview until they can complete all sections. 
Repeat the process until the team member completely understands all the information covered in this 
module and you and the team member feel confident they can perform the procedure to standard. 
 
 

REMINDER 
This course only intends to prepare Shift Leaders to perform the 

recruiting functions in their future role. Shift Leaders may participate 
in interviews during the training but will never be in a decision-

making position. 
All decisions regarding progression in the hiring process must 

be made by a Store Manager or above. 
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In-Person Interview Handout 
The following is an overview of each section of the in-person interview. 
Introduction 
At the beginning of the interview, it is important to establish a rapport and create a connection with the 
candidate. We want them to feel comfortable talking to us so that we can have an open, productive 
conversation. We want to tell the candidate about ourselves and our WhiteWater experience to 
accomplish this. Then, we want to ask the candidates some questions about themselves so that we 
can get to know them better. Take the time to discuss each question instead of just recording the 
answer and moving on. Remember, follow-up questions are key to productive conversation and 
thorough information gathering. 
About Our Culture 
Our culture is built upon the pillars of respect and communication, and combined with a commitment to 
leadership and team development, we can focus on serving our customers at the highest level. Our 
philosophy of enabling everyone to lead (EEL) empowers every team member to take initiative and 
contribute meaningfully. As you discuss our company culture, share your personal growth and success 
stories, illustrating why they believe our company is a great place to work and thrive. 
About the Candidate 
After discussing WhiteWater and the position and taking a site tour, we want to take some time to get 
to know the candidate. This creates a more personal connection during the interview and a more 
informed hiring decision. The following are the questions 

1. What do you enjoy doing when you're not working? 
2. How do people you know describe you? 
3. What kind of workplace do you enjoy or feel most comfortable in? 
4. What made you interested in applying for this role at WhiteWater? 
5. What gets you excited about working here? 
6. How comfortable are you working outside and handling a busy job that involves interacting with 

customers quickly? 
Work History 
During the in-person interview, we want to gain a more in-depth understanding of the candidate's work 
history and experience. We want to spend more time talking about each of their positions and the 
experience they gained from each one. During the conversation, avoid “Yes” or “No” questions to keep 
the conversation moving and ask questions starting with “How” and “Why” to elicit a longer, more 
detailed response, giving you much more information. As candidates answer each question, ask follow-
up questions, gather more details, and learn more about their previous positions. 
About the Position 
During the phone interview, we gave the candidate a brief overview of the position's duties and 
responsibilities. Now, we want to discuss the position more in-depth and ensure that the candidate 
understands what would be expected of them as a WhiteWater team member. To do so, we will take 
the candidate around the location and review the tasks and duties listed in the job description for each 
area. Starting in the vacuum lot, work around the location to review the key points of each area and 
facilitate interactions between team members and candidates. During the tour, observe the candidate's 
interactions with team members and customers as opportunities present themselves. 
Vacuum Lot 
In the vacuum lot, we focus primarily on customer interactions by completing customer feedback 
surveys and distributing Google review cards. Additionally, we ensure the lot is clean, trash cans aren’t 
overflowing, and all amenities are well-stocked and functioning properly. 
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Pay Stations 
At the pay stations, we focus on greeting and assisting customers, educating customers about 
memberships and promotions, answering questions about products, packages, and amenities, 
resolving member issues, and maintaining the cleanliness of the entrance and pay station areas. 
Tunnel 
Go to the tunnel entrance and observe the prep and loading process from a safe distance while giving 
a brief overview of the team member's responsibilities in the Tunnel position, including prep, TTS, and 
loading. Then, walk the candidate through the tunnel and provide a brief description of the equipment 
and chemicals. As you go, observe their reaction to being in the wash environment and their interest in 
the chemicals and equipment. 
NOTE: If the tunnel does not have adequate room on either side of the equipment to safely walk the 
tunnel during operations, review as many items as possible while standing at the tunnel entrance. 
Then, walk around to the exit end and review the remaining items. If the location has windows along 
the tunnel windows, review as many items through the windows as possible. 
Equipment Room 
As with the tunnel, we must provide a brief overview of the equipment and safety aspects of the 
equipment room. As you walk through the equipment room, again observe their reaction to being in the 
environment and continue to gauge their interest in the equipment. 
Team Member Interactions 
Do your best to have as many team members on-site as possible during the times interviews are 
scheduled to ensure that you can involve as many team members as possible and have adequate time 
to interact with each one during the interview. It is important to prepare your team members ahead of 
time so that they have time to think about their answers and are more prepared to interact with the 
candidates when they visit the location. 
As you interact with team members in each area of the location tour, we want them to have the 
opportunity to interact with the candidates and talk to them about what brought them to WhiteWater, 
why they think it’s such a great workplace, and share their personal growth and success stories and 
the impact it has had on them. Additionally, asking team members questions about their day-to-day 
duties is a great way to deliver information about the tasks listed for each area in the job description. 
Work Availability 
While we discussed the candidates' work availability during the phone interview, we must confirm their 
availability during the in-person interview and ensure that nothing has changed. The following are the 
questions asked to confirm work availability. 

1. Are you seeking a full-time or part-time position? 
2. Are you available to work weekends? 
3. Are there any days or times you are unavailable to work? 

Compensation Structure 
The starting pay rate for the position was also briefly discussed during the phone interview. Now, we 
must take the candidate through the complete compensation structure. To start, we must explain the 
starting pay rate and the tip program. Using the Compensation Worksheet for your location, show the 
candidate the adjusted hourly rate after factoring in the location's average hourly tip amount. 
Remember, it is important that the Compensation Worksheet has the most current data recorded 
before the interview. Then, review the Development Incentive Program (DIP) and how the hourly pay 
rate increases as development milestones are achieved and show the candidate the development 
training checklists. You can also adjust the hourly rate on the Compensation Worksheet to show how 
the increases impact total compensation. 
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Must Discuss 
Now that we have explained the positions and the duties involved, we need to ensure that the 
candidate believes they can perform all those duties. We also want to discuss company policies that 
the candidate needs to be aware of. Before closing the interview, we must discuss the following 
questions and policies with the candidate. 
Must Ask Questions 

1. Are you physically able to perform the duties of this position? 
2. Are you able to lift 50lbs? 
3. Are you capable of standing for extended periods of time? 
4. Do you have reliable transportation? 

Company Policies 
1. Uniform Policy 
2. Tobacco Use Policy 
3. Drug & Alcohol Policy 
4. Cell Phone Policy 
5. Background Checks (Shift Leader and above) 

Completing the Interview 
At this point, you should have all the information you need to make a hiring decision, and the candidate 
should have all the information they need about the position and WhiteWater. At this time, we want to 
gauge the candidate’s interest in the position and find out when they could potentially start. You will 
want to ask the following questions before closing the interview: 

1. If offered the position, would you take it and why? 
2. If offered the position, when would you be able to start? 

Once the candidate has answered your final two questions, ask if they have any final questions and let 
the candidate know when they can expect to hear from us. Ideally, candidates would receive a 
response within 48 hours of the interview via phone call and/or a JazzHR-generated email. 
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HIRING - 1005 
Welcome 
Welcome to the Hiring Module. In this module, you will learn how to complete the hiring process and 
what to do after deciding whether to hire a candidate. You will also learn the various procedures for 
completing the hiring process. 
Notes and Questions 
As you go through the module, please follow along and take notes. Taking notes will help you 
remember any key points or questions you want to discuss. Once you have completed each section 
and quiz, you can review the information and your questions with a manager. 
Quiz 
Once you have finished watching the module, there will be a quiz to review the information. A score of 
100% must be achieved to pass each quiz. If you do not pass the quiz on your first attempt, retry the 
quiz. If you do not pass on your second attempt, locate a manager. Your manager will review the 
module with you and address any questions you may have. Once you have passed the quiz, exit the 
module and locate a manager to proceed to the Demonstration for this module. Your manager will then 
review the information and any questions you may have. 
Why 
Effectively managing the hiring process ensures our teams can make informed post-interview 
decisions and communicate effectively with candidates regarding hiring decisions with the utmost 
efficiency, clarity, and professionalism. 
What 
The following are the items you will need to complete the hiring process successfully: 
1. JazzHR 

JazzHR is used to communicate with candidates, send offer and rejection letters, and export 
candidates to ADP. 

2. Computer 
You will need a computer to access JazzHR. 

3. Phone 
You will need a phone to contact candidates when an offer is being extended. 

Educate 
Once you have completed the in-person interview, you will possess enough information to make an 
informed hiring decision. When deciding on whether to hire someone, it is helpful to consider all the 
information that you have learned about the candidate. Then, use that knowledge to determine their 
ability to perform the job duties, fit in with the rest of the team and whether you think they are a good fit 
for the role. Once you have decided. Based on whether you want to hire the candidate or not, your next 
steps will be to either extend an employment offer or send out a rejection letter. Regardless of the 
decision, you must communicate the decision to the candidate. Let’s review the steps for completing 
the process in JazzHR. 
Offer Management 
Managing your offer process is easier than ever with JazzHR's offer letter templates. First, you'll need 
to navigate into Settings, Templates, Documents and then the Offer Templates folder. From here, click 
the plus button and you'll be able to download our fields template. The fields template includes tokens 
or merges fields that will be inserting into our offer letter. Simply highlight the token that you wish, copy 
it, and then paste that into your offer letter template that you've created in a word document.  
Whenever you paste the token in, be sure that the token turns gray. Typing in the tokens will not allow 
this to happen. Once you've created your Offer letter template, simply upload it to JazzHR. Now we're 



RECRUITING 
DEVELOPER GUIDE 

07-30-24 1000 Recruiting Developer Guide (DRB)  Page 45 of 52 

ready to customize our offer letter and send it to a candidate for signature. We'll need to navigate to 
the profile of the candidate to whom we wish to offer.  
Navigate to the documents tab and select to create an offer. On this screen, we'll be able to give our 
offer letter a name. Choose the template that we're following, and also control the privacy settings.  
On the next screen, we have the opportunity to adjust any tokens or merge fields being used in our 
offer letter. Any that are blue with an asterisk are actually being used in our offer letter template. 
Anything in black is not actively being used in our offer letter template, so you can fill it out, but it is not 
necessary. You are going to have to fill in some merge fields or tokens, especially ones that you've 
negotiated with the candidate like start date and pay rate. Should you miss a token, the system will 
alert you. On the next page, we'll be able to preview our offer letter.  
When looking over our offer letter, if we missed a token or if something needs change, we can simply 
navigate back into JazzHR and click on Edit Offer. Once the offer letter meets your seal of approval, 
click on Request E-Signature now.  
On this screen, we'll be able to choose who is going to be receiving the document and if any additional 
signers are needed. Be sure to enter in the name and the email of the additional signers. You can also 
add additional members who maybe need a copy of the offer letter.  
At the bottom of this page, you'll be able to write a congratulatory email on the fly or choose a 
template. These templates would have been created under Settings, Templates, Email templates. 
Once you've written out your email, click on Assign Fields and send.  
On the next screen, you'll be inserting the signature and text boxes you wish the candidate and any 
other signers to fill in. You can change who is signing or filling out a box. Once you've completed 
inserting your signature boxes, click on continue.  
When an offer letter is sent out to a candidate, it will be in a pending status. You can expand the 
section and also see where the offer letter is in progress on its way to being signed.  
When an offer letter is signed, the candidate will receive a signed copy as well as any signers of the 
document and anyone that was CC. A signed copy will also live within JazzHR on the candidate's 
profile here on the documents tab. And that's it. Happy hiring!  
Extending an Offer 
When you and your team have decided to extend an offer of employment to a candidate, you want to 
ensure you communicate with the candidate as soon as possible and always within the timeframe you 
discussed during the in-person interview. To ensure the clearest communication, we will call the 
candidate before sending an offer letter through JazzHR. 
Calling the Candidate 
The following is the script for calling the candidate to extend an offer: 
Hello, this is (Name) with WhiteWater Express Car Wash. I am calling you regarding the (Position) 
position we spoke about. After meeting as a team, we have decided we would like to extend an offer 
for you to join our team! We will send an offer letter to the email you provided on your application 
explaining the next steps. We’re excited to start working with you soon.” 
NOTE: If the candidate declines the offer, take the opportunity to gain insight into our recruiting 
process, any missteps we may have taken, whether they accepted another offer, or other useful 
information in the future. 
Rejecting a Candidate 
Anytime we decide not to move forward with a candidate, we want to communicate with them so they 
are not left waiting to hear from us before accepting another position. Informing candidates that you will 
not be moving forward with them shows respect for the candidate and their time. We send rejections 
via email to allow for smooth communication with the candidate. It also limits anyone having to 
experience an interaction with upset or rude candidates. The rejection email does not explain why we 
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are not moving forward with the candidate; it simply lets them know so they can move on with their job 
search. 
Exporting Candidates from JazzHR 
Once the offer is accepted, you must export the candidate to ADP to begin onboarding. To export 
candidates from JazzHR to ADP, perform the following steps: 

1. Click Candidates 
2. Click the name of the candidate you'd like to export 
3. Click the caret drop-down next to the EDIT button in the top right of their profile. 
4. Click Export Candidate 
5. Select "ADP" from the drop-down 
6. Select your ADP New Hire Onboarding Template & Payroll Group 

● The Payroll Group dropdown will populate once an Onboarding Template is selected 
7. Fill out the required information 
8. Click Export 

Conclusion 
Once the new team member has been exported to ADP, the HR department will complete the next 
steps in the onboarding process. Once completed, the location will be notified and can begin 
scheduling the new team member’s first day as a WhiteWater Spartan. 
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Hiring Quiz 
Once the employee has completed the module, they must complete the quiz. To pass the quiz, the 
employee must score 100%. If the employee does not pass their first attempt, they must retake the 
quiz. If they do not pass on their second attempt, you will need to review the quiz and answers with 
them before they attempt it again. 
1. What is the primary purpose of effectively managing the hiring process? 

a. To ensure candidates are hired quickly regardless of qualifications 
b. To make informed post-interview decisions and communicate effectively with 

candidates 
c. To negotiate the lowest possible salary 
d. To avoid interacting with candidates directly 

2. What should you do first when you decide to extend an offer to a candidate? 
a. Send an email 
b. Call the candidate 
c. Send a text message 
d. Update the candidate's profile in JazzHR 

3. It is important to send rejection emails to candidates to show respect for their time. 
a. True 
b. False 

4. Offer letters should be sent out through JazzHR only after calling the candidate to extend the offer. 
a. True 
b. False 

5. You must complete the export process from JazzHR to ADP once a candidate accepts an offer. 
a. True 
b. False 
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Hiring Demonstration 
Once the team member has passed the quiz, ask the team member if they have any questions. Once 
all questions have been answered, perform a real-time demonstration in as close to the same manner 
it is typically performed. 
During the Demonstration, do not stop to answer team members' questions or provide additional 
information. The goal is for team members to see the process performed as close to a real-life 
scenario. The uninterrupted performance will help connect the steps or information learned. You will 
answer all questions and provide further insight into your performance during the process after the 
demonstration is completed. 

The Demonstration for this module is covered 
in the online module. 

As you go through the recruiting process at your location, include the team members in phone 
interviews and demonstrate the interview process. 
After the demonstration, review the process and any team member questions and distribute the 
handout(s) for review and study. 
Hiring Perform & Coach 
During Perform & Coach, do not stop to answer team member questions or provide additional 
information or coaching during their performance. The goal is for the team members to complete the 
process as best they can while you observe the performance to determine which area needs to be 
addressed first. 
Have the team member complete each of the following tasks: 

• Calling the Candidate 
• Rejecting a Candidate 
• Sending an Offer Letter 
• Exporting Candidates from JazzHR 

Repeat the process until the team member completely understands all the information covered in this 
module and you and the team member feel confident they can perform the procedure to standard. 
 
 

REMINDER 
This course only intends to prepare Shift Leaders to perform the 

recruiting functions in their future role. Shift Leaders may participate 
in interviews during the training but will never be in a decision-

making position. 
All decisions regarding progression in the hiring process must 

be made by a Store Manager or above. 
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Hiring Handout 1-Calling the Candidate 
The following is the script for calling the candidate to extend an offer: 
Hello, this is (Name) with WhiteWater Express Car Wash. I am calling you regarding the (Position) 
position we spoke about. After meeting as a team, we have decided we would like to extend an offer 
for you to join our team! We will send an offer letter to the email you provided on your application 
explaining the next steps. We’re excited to start working with you soon. 
Hiring Handout 2-Rejecting a Candidate 

1. Click Candidates 
2. Click the name of the candidate 
3. Click the red “Reject” button on the right side of the screen 

Hiring Handout 3-Sending an Offer Letter 
The following are the steps for sending an offer letter: 

1. On the Documents tab, use the drop-down by +ADD DOCUMENT and choose ‘Create an Offer’ 
2. Title the Document by Candidate Name, ensure you choose the correct offer letter, and update 

viewers to ‘Everyone’ so it’s accessible to your entire hiring team. 
3. Fill in open text boxes where there are asterisks, then click ‘SEND OFFER’ 
4. Review the data entered and click the purple button ‘REQUEST E-SIGNATURE NOW’ 
5. Scroll down to Part 6 and choose the ‘Offer Letter Email’ from the Template drop-down, then 

click the purple button ‘ASSIGN FIELDS AND SEND 
6. Scroll down on the offer letter to the very bottom and drag and drop the signature icon from the 

left-hand menu onto the Candidate Signature line, then click the blue box ‘Send for signature’ 
Hiring Handout 4-Exporting Candidates from JazzHR 
To export candidates from JazzHR to ADP, perform the following steps: 

4. Click Candidates 
5. Click the name of the candidate you'd like to export 
6. Click the caret drop-down next to the EDIT button in the top right of their profile. 
7. Click Export Candidate 
8. Select "ADP" from the drop-down 
9. Select your ADP New Hire Onboarding Template & Payroll Group 

● The Payroll Group dropdown will populate once an Onboarding Template is selected 
10. Fill out the required information 
11. Click Export 
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EMPLOYEE ONBOARDING - 1006 
Welcome 
Welcome to the Employee Onboarding Module. In this module, you will learn how to complete the 
onboarding process for new team members. 
Notes and Questions 
As you go through the module, please follow along and take notes. Taking notes will help you 
remember any key points or questions you want to discuss. Once you have completed each section 
and quiz, you can review the information and your questions with a manager. 
Quiz 
Once you have finished watching the module, there will be a quiz to review the information. A score of 
100% must be achieved to pass each quiz. If you do not pass the quiz on your first attempt, retry the 
quiz. If you do not pass on your second attempt, locate a manager. Your manager will review the 
module with you and address any questions you may have. Once you have passed the quiz, exit the 
module and locate a manager to proceed to the Demonstration for this module. Your manager will then 
review the information and any questions you may have. 
Why 
Once a new team member is ready to begin working, we must prepare for their first day by adding 
them to DRB. Completing the tasks before their first day of work helps ensure a smooth and efficient 
first day. 
What 
The following are the items you will need to complete the hiring process successfully: 
1. Site Manager or SiteWatch Web 

These are the platforms that can be used to add new team members. 
2. Computer 

You will need a computer to access Site Manager or SiteWatch Web. 
3. Team Member Information 

You will need the team member's information to complete the required fields. 
Educate 
Once a candidate has accepted the offer and completed their onboarding packet, they are ready to 
begin work. Before their first day, they must be added to DRB to clock in and out and perform sales, 
membership management, and other functions as they move through the development path. Now, let’s 
look at the steps for adding a new team member via Site Manager or SiteWatch Web. 
Adding a New Hire in Site Manager 
1. Login to Site Manager using your credentials 
2. Go to Setup / Labor Management & Security / Employees 
3. Once the list of employees appears right, click on All and select Duplicate 
4. When the employee record has been duplicated. Select one of the duplicated records and start 

entering your new hire information. 
5. Only highlighted fields are required. Please do not enter any other person's information. 

• Ohio & Kentucky locations your new hire employee number is also required in the License 
Number field. 

6. Click the check mark to save the changes. Your new hire is ready to clock in! 
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Employee Onboarding Quiz 
Once the employee has completed the module, they must complete the quiz. To pass the quiz, the 
employee must score 100%. If the employee does not pass their first attempt, they must retake the 
quiz. If they do not pass on their second attempt, you will need to review the quiz and answers with 
them before they attempt it again. 
1. What platform is used to add new team members? (Select all that apply) 

a. ADP 
b. Site Manager 
c. StatWatch 
d. Employee Manager 
e. SiteWatch Web 

2. You should add the new team member before their first work day. 
a. True 
b. False 

3. The purpose of the Employee Onboarding module is to learn how to complete the onboarding 
process for new team members. 

a. True 
b. False 
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Employee Onboarding Demonstration 
Once the team member has passed the quiz, ask the team member if they have any questions. Once 
all questions have been answered, perform a real-time demonstration in as close to the same manner 
it is typically performed. 
During the Demonstration, do not stop to answer team members' questions or provide additional 
information. The goal is for team members to see the process performed as close to a real-life 
scenario. The uninterrupted performance will help connect the steps or information learned. You will 
answer all questions and provide further insight into your performance during the process after the 
demonstration is completed. 

The Demonstration for this module is covered 
in the online module. 

After the demonstration, review the process and any team member questions and distribute the 
handout(s) for review and study. 
Employee Onboarding Perform & Coach 
During Perform & Coach, do not stop to answer team member questions or provide additional 
information or coaching during their performance. The goal is for the team members to complete the 
process as best they can while you observe the performance to determine which area needs to be 
addressed first. 
As you go through the onboarding process at your location, include the team members in adding the 
new team members. 
Repeat the process until the team member completely understands all the information covered in this 
module and you and the team member feel confident they can perform the procedure to standard. 
 
 

REMINDER 
This course only intends to prepare Shift Leaders to perform the 

recruiting functions in their future role. Shift Leaders may participate 
in interviews during the training but will never be in a decision-

making position. 
All decisions regarding progression in the hiring process must 

be made by a Store Manager or above. 
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