Opening a Vacancy

CONFIDENTIAL

dog)

188aUNM MiNld

g

"‘_/g;g‘ }IGIUX3 UOpISO

TeteRoan ous
g10Z ‘91 4900300 °1Bd

=\/erify your available headcount

TTs ONHED

i

®Fngage your HR Business Partner early on

*Select the correct job code. The offer form will only allow you to change the

job code up a level or down a level within the same job family.

®Your open position must be posted for 14 days before an offer can be generated

*Labor law requirement

®Confirm you have iRecruitment responsibility in SSA

*Provides iRecruitment and Oracle Recruiting Cloud access
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Creating a Vacancy in Oracle Recruiting Cloud
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Creating a Vacancy
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Create Vacancy

 Solution Specialist V (14000EXT)
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= All approvers must approve in order for a requisition to be eligible for posting.

= Once completely approved, you will be unable to edit the requisition and will need
to request assistance in order to make changes.

= A nightly integration runs at 1am PST which will post your position internally and
externally if that option was selected.

" Please ensure that you followed your region’s appropriate procedures and policies.

= |f you need additional support, create a service request in MyHelp
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~ Offer Process - Create Offer
» In Oracle Recruiting adjust the candidate’s step/status to Move Candidate to GSI/iRec

»Login to Self Service applications

» Navigate to your ‘iRecruitment Manager’ responsibility
» Click on the ‘iRecruitment Home’ link

> Select the ‘Vacancies and Offers’ tab on the home page

> Search for your vacancy using the vacancy search criteria

> Select your vacancy from the "Vacancy Worklist”

> Click the ‘Active Applicants’ link to gain access to the "Applicant Worklist”

> Select your candidate and choose the ‘Create Offer” button.

This will take you to the ‘Basic Details Page’ of the offer template.

| orACLE
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Offer Process A—W"Create“ Offer
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Offer Process - Create Offer
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Offer Process - Create Offer (Salary)
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Business Justification Example #1

| * New hire (replacement) for Jane Sales Rep* Territory — 40 Named accounts,
cross-industry, Houston based — National Accounts Team (TOLA Region —
Central Area) » Annual Quota — $1.5M (L&S) « Kevin has sold software and
services for over 14 years. Has sold for 7 years in the EPM industry, a number
of those years working for direct competitors. He has sold specifically in the
Houston area, where the open territory is located. He is a multi-year exceeding
quota and meeting club qualification. His previous successfully license sales
experience, product knowledge, financial background and industry knowledge
will be highly beneficial. He has also successful sold into the current customer
base throughout his tenure. » Kevin was interviewed by Greg Manager, Scott
Manager, Tom VP « We are currently competing against Cognos/IBM on this 0
candidate: his current base is at $110k, OTE: $240k
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Offer Process — Offer is approved!

= An offer letter will be sent to your applicant’s iRecruitment account
IMPORTANT! Candidate accepts the offer, prints, signs and scans and/or overnights signed
hard copies back to HRSSC in Rocklin, CA
v"HRSSC now accepts scanned offer paperwork oracle-offers us@oracle.com
v'Candidate will receive an email confirmation that New Hire docs have been received.
® Email from HRSSC-new-hires us@oracle.com is sent to hiring manager requesting a start
date
v IMPORTANT! Signed acceptance papers MUST be received by HRSSC-new-
hires _us@oracle.com before new hire can begin
v'Respond immediately!
*HRSSC cannot enter into database until they receive a start date
*Earliest start date = 5 days after receipt of hiring manager’s email reply
® Once start date is set, HRSSC enters into HR database > creates employee ID, accounts
created within 24-48 hours thereafter
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Internal Transfers
Hiring Within Oracle

=Check with local HR regarding possible constraints in country

=Jse Manager Self-Service to manage the transfer work-flow and

follow the approval process

=|nternational transfer: request corporate approval & work with the
Global Mobility Team
=Conditions: transfer at equal career level and salary

=|nternal candidate must inform current manager before formally

applying
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Internal Transfers

® Use iRecruitment Manager to process and manage the transfer workflow and approval process

® A Vacancy must still be created in Oracle Recruiting
= No background check required

® Approval process is slightly different

= System auto-accepts on behalf of the employee in iRecruitment

® Email from HRSSC-new-hires us@oracle.com is sent to the hiring manager asking for transfer

effective date if Proposed Date has passed

v’ Rule: Transfer effective date must be the date the offer was approved or a date in the future

v Manager should respond to email immediately — HRSSC cannot enter into database until they

receive an effective date & (if applicable) until transferee’s directs are reassigned

|
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Rehires —”Policy

=Rehires must set up their Oracle Recruiting account as an “Ex-Employee”. Their

employment history will populate on the form.

®Two Strikes - a candidate who previously has been employed by Oracle as a regular

employee and left twice voluntarily is ineligible for rehire

*Please contact your HR Business Partner with any questions on this policy. This policy

excludes any candidates who were terminated as part of a Reduction In Force (RIF)

®*One Year Rehire - salary and level should remain the same for rehire candidates’ being

hired within one year of leaving Oracle

ORACLE

CONFIDENTIAL ORACLE_HQCA_0000399228





