
SchoolRecruiter 2.0
SchoolRecruiter is a web-based candidate management 
system that helps your district attract and process a larger 
pool of qualiþ ed candidates while dramatically decreasing 
staff workload.

Hiring a successful candidate is a complex, multi-step 
process. SchoolRecruiter has taken this process online and 
streamlined it into smooth, manageable steps to success.

Follow this step by step guide to see how easy hiring quality 
candidates can be; from job fair management through 
applicant tracking, screening, interviewing, hiring and 
integrating with your personnel/þ nance system. 
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     Candidate Self-Service
This individualized online portal takes the guesswork 
out of job application status. Enable the candidate to 
view their job application submission history, status of 
submitted applications, notes from HR and interview 
schedules 24/7.               

      Job Requisition Management
Open the lines of communication between Human 
Resources, hiring managers and principals with a clear 
process to submit and review requisitions, approve job 
postings and manage multiple workÿows.

      Job Postings
Create, edit and deactivate job postings quickly.  Posted 
positions are available to candidates 24/7 and can be 
scheduled to be available only to internal applicants 
and then become available to everyone at a later date.

            Job Fairs
Capture and save Recruit information on-site and 
immediately email invitations to apply.  Build and share 
reports on job fairs to track the return on investment 
from your efforts. 

      Job Search
From your school district’s existing website, candidates 
click to access available positions. Simple keywords 
allow candidates to search certiþed, classiþed and 
administrative positions by type, job title, location and 
more.

      Job Application
Once the candidate identiþes positions within your 
school district that are suitable to their qualiþcations, 
a detailed individual proþle may then be built, updated 
and reused for multiple job applications. 
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      Receive and Track Applications
Resumes, cover letters, references, transcripts and 
other important documents are easily attached to 
the application by the candidate.  All information is 
collected in one location online.  Instantly view and 
manage this information as soon as it is submitted 
through your district’s SchoolRecruiter. 

Run powerful þlters to þnd the most qualiþed 
candidates using search criteria combinations such as 
Name, Certiþcation Area, Screening Score and Interview 
Rating. Manage applications for certiþed, classiþed, 
internal transfers, summer school and even substitute 
teachers.

The integrated contact log automatically logs all 
contacts between SchoolRecruiter and the candidate.

      Review and Prescreen
View up-to-date applications, resumes, cover letters 
and other information submitted by applicants in real-
time without the stacks of paper. Rate applications 
and quickly communicate with candidates about their 
application status. Record internal notes and send 
messages directly to the candidate.

      Reference Checks
Reference checks from multiple staff members are 
kept in a centralized location for easy access. Easily 
track reference checks performed via phone, mail, 
email, or use SchoolRecruiter’s built-in reference survey.

      Online Reference Surveys
Staff can edit and send ready-made surveys to 
candidate references via email. With a simple click, 
references may complete this online form which may 
then be returned instantly to school personnel. 

      Schedule Interviews
Here, staff or building administrators may quickly 
match qualiþed candidates with the appropriate 
interviewers. Once the day and time are scheduled, 
the interviewer and interviewee receive a notiþcation 
via email.  A schedule of interview times and dates is 
logged for easy reference.   

      Interviewer Surveys and Interview Results
After interviews are completed, administrators may 
complete a standard district Interview Survey, post 
personal comments, rate the applicant, and submit a 
hire decision online. HR is notiþed instantly when an 
interview is complete – no more waiting on phone calls 
or internal mail to get a paper þle from desk to desk.

      Additional Screenings
Screen candidates and assign a permanent score 
and notes to follow a candidate through all future 
applications. Once submitted, these electronic þles are 
secured and available to all authorized users.

      Background Checks
Completed background checks may be recorded 
and attached to the candidate þle.  All candidate 
information is maintained in a single electronic þle.

      Hiring
Complete the hiring process by þlling in information 
such as pay grade, hire date, new employee number 
and other customizable þelds.

      Integration with Back Of�ce Systems
New hire information is easily integrated into your 
district’s information system by exporting hired 
candidates to personnel, þnance or other systems.
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1.800.490.9686       

3500 West 75th, Suite 350 

Prairie Village, KS  66208

netchemia.com 



Netchemia, LLC provides data-driven, Internet-
based software and services to K-12 educational 
organizations. In partnering with school districts, 
Netchemia delivers needs-speciþc solutions that help 
educational organizations streamline administrative 
process, optimize information ÿow, and enrich 
communication. Netchemia currently serves nearly 
200 school districts across the nation. Products 
include: netIEP™, software that automates the Special 
Education process; SchoolRecruiter™, a comprehensive 
Candidate Management Solution. netRTI™, an 
enhanced way to make eligibility decisions and monitor 
intervention progress.

1.800.490.9686      3500 West 75th, Suite 350 Prairie Village, KS  66208www.netchemia.com 


