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After a store employee scans the in-store QR code (which inputs their information
into the iICIMS system), you will use the iCIMS Hiring Tool to start transitioning
current, part-time employees to Service Professionals.

You do not need to complete the Job Change Form on the KC.

Follow these steps in the iCIMS Hiring Tool System to transition current, part-time
employees to Service Professionals.

Step Action
1 Go to your iCIMS Hiring Tool. o _
ICiIms

2 Select the Service Professional
Applicants folder.

3 Select an employee by clicking
directly on their name. & Recruiting Workflow Search: Servic

@

4 Conﬁrm that the SerVice iForms Resume Screen Offer Det
Professional — Survey option is I
displaying in the iForm field. If it is S g =
not, select it from the dropdown. e

5 Click Edit. IForm
The Service Professional Survey .*
form should
auto-populate the formwith | =
information about the employee.

6 Click Save & Exit.

7 Now, interview the candidate.

8 REQUIRED: After interviewing the employee, all promotions to the

Service Professional MUST be approved by your VP/AVP before

advancing the candidate in iCIMS.
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iCIMS Hiring Tool - Service Professional Promotion QRG

Procedure Step Action
9 In the iCIMS Hiring Tool, navigate to the Employee Form screen by
following steps 1-3 from above.

10 From the iForms section, Forms = Resume Screen  Offer Detalls  Source (Workfl
select the Service Professional 203 12

Internal Promotion option.

Sarvice Professondl - Survey

Service Professio

Complated Recrulting Workflolworms
Name
Theodore F

Service Professional Internal Promouon

X

1 1 Click Ed it. oS Resume Creen Offer Detalls >ource
|

12 Scroll to the bottom of the form
and type your name in the
Requester Name field.

13 Click Save & EXxit.

Requester Name

|Manager Name

[ ——

14 Promote/Advance e

If you are promoting/advancing the i
employee, click the Advance
button and select the Service
Professional Promotion option
from the drop-down menu.

Reject

If you are rejecting the employee
from the Service Professional . L
position, click the Reject button T
and select the Imagine Service
Professional Rejection option
from the drop-down menu.

15 Confirm the status of the
employee (Hired or Rejected).

Rejected

Applying for
Service Professional TX

Contact If you have questions, contact your Regional Office.
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