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Tab : Dashboard 

Create your open position(s)

To add a position so that it is visible to recruiters, you must click on the green "complete" (1) button in the middle of your
dashboard. You will then have access to a form that you need to fill out with the utmost care in order to provide recruiters
with the most relevant information to send you profiles that best match your request. Some questions are mandatory while
others are optional. If you are unable to submit your form, it means you have missed a mandatory question. If the problem
persists despite this, you can contact support (support@hiringnotes.com).



Your open position(s) 

Once your ad is published, it will appear like this. When you press the "action" button (1), you can add, modify, or delete your
various online advertisements. You will also be able to archive, download, and view the resumes you have received. When
your advertisements are online and visible to recruiters, you will see the word "online" in green (2) on the left side of your
advertisement.

You will also be able to see the publication date (3), the published date (4), updated date (5)  and the expiry date (6) of your
advertisement. Additionally, you can see the number of resumes you have received per advertisement (7) .



Dashboard

On the right side of your interface, you have access to your dashboard,
which summarizes the number of candidates you have received for your
open positions, as well as the number of your jobs currently online.



This is where you can manage all the candidates (1)  you have received from recruiters. You can see the
resumes that you have accepted (3) , rejected (4),  those that are pending (2) or canceled by the recruiters (5).
When you accept a resume, you are directly connected with the recruiter and they will then know the identity
of your company. If you reject a resume, then your identity will never be revealed to them.

Tab : CVs received



Tab : Messages

Here you will have an overview of the recruiters you have accepted.

You will find all the information related to the candidates (1), the recruiter (2), as well as the comments (3)  left
by the recruiter when he has submitted the CV.

When you press the "message" button (4), you will be redirected to your messaging interface where you can
exchange messages with the recruiter who sent you the CV.

XY



This is where you will be able to communicate with recruiters once you have accepted their resumes.

You will find all the details regarding the recruiter and the organization they belong to on the right side.

On the left side, you will find the messaging system where you can directly exchange messages with the
recruiter



Tab : Articles 

Here you will find all the articles that we publish related to human
resources and the world of recruitment.



Tab :Help

Here is where you will find our FAQ with all the questions you may have
regarding how our platform works. 

If you cannot find an answer to your question, we invite you to contact our
support at support@hiringnotes.com and we will try to respond to your
question as quickly as possible.



Tab : Settings

On the top right corner of the icon, you can access your account settings.

Profile: Manage your personal data.

company settings: Manage personal settings related to your agency.

Change password: Manage your password.

Profile 

Company setting

Change password

Sign out



Need more
support ?

 SUPPORT@HIRINGNOTES.COM 


