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Document Purpose:   The purpose of this document is to serve as a quick reference for New Jersey City University�¶�V search committee members 
who will use Taleo to review resumes for assigned searches.  This document covers the procedures that are required for all committee members. 
 

TALEO LOGIN 
 

�x �2�Q�F�H���\�R�X���K�D�Y�H���E�H�H�Q���L�G�H�Q�W�L�I�L�H�G���D�V���D���P�H�P�E�H�U���R�I���D���V�H�D�U�F�K���F�R�P�P�L�W�W�H�H���\�R�X���Z�L�O�O���U�H�F�H�L�Y�H���D���³�:�H�O�F�R�P�H���W�R���7�D�O�H�R�´���H�P�D�L�O���Z�L�W�K��instructions on how to 
log onto the system. 

�x The e-mail will include a link that will provide 
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CANDIDATE PROCESS ʹ SEARCH COMMITTEE MEMBERS 
 

�x The Search Committee Member will log-

http://www.njcu.edu/home.aspx
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�x When the 

http://www.njcu.edu/home.aspx
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�x HR will be responsible for the candidate workflow until the candidate is hired.  You will be able to see the �F�D�Q�G�L�G�D�W�H�¶�V progress through the 
workflow. 

�x After 

http://www.njcu.edu/home.aspx
mailto:mscott@njcu.edu
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�x The candidate can sign or decline the offer, the Dean will receive a notification that the letter has gone out 

 
 
 
 

�x Once the offer is accepted HR will receive an email and �P�R�Y�H���W�K�H���F�D�Q�G�L�G�D�W�H���L�Q�W�R���W�K�H���³�3�5�(-EMPLOYMENT status to complete the pre-
employment activities (background check and references.) 

 

 

http://www.njcu.edu/home.aspx
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Background Checks  ( HR will manage this)  

�x Click on �³�$�G�G���E�D�F�N�J�U�R�X�Q�G�´.  The 

http://www.njcu.edu/home.aspx
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Reference Checks  (The search committee  wi ll manage the process ) 
 
 
 
 

http://www.njcu.edu/home.aspx
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