
Recruitment
Manager: Rebecca.West

Assistant Manager: Jeffery.Qualey

Recruiters: Susan.Hardisty, Gail.Coleman-Terry, Marcy.Goode

Recruitment Support: Kimberly.Michael, Kacey.Prochazka



First Steps to Recruit

 Ensure you are using the correct PIN.

 Verify that the PIN is in the proper department area.

 Ensure the PIN is classified correctly.

• Review by Classification is required if duties have changed or the position has not been 
reviewed in the past 3 years.

• You must submit a PDQ, and get approval from Classification BEFORE you Create a Job 
Opening.

• Please also attach the PDQ to the Job Opening.  This is available after the Recruiter 
approves the Job Opening.  You may instead email this document to your Recruiter.

 Verify the supervisor of the PIN.



Create Job Opening – Enter PIN First
Main Menu>HCM Systems>Recruiting>Create Job Opening



Create Job Opening – Verify PIN
Main Menu>HCM Systems>Recruiting>Create Job Opening

These are DC Baltimore City PINs.



Create Job Opening - Continue
Main Menu>HCM Systems>Recruiting>Create Job Opening



Create Job Opening – Assign HM/Recruit
Main Menu>HCM Systems>Recruiting>Create Job Opening



Create Job Opening – Assign and Save
Main Menu>HCM Systems>Recruiting>Create Job Opening

It is a best practice to include Interviewers.



Create Job Opening – Next Steps

 For prompt turnaround, please let your Recruiter know via email:

• What employee is being replaced

• External or Internal posting

• How long to post

• What job-related organizations you would like to post to

• Any other supplemental online advertising (we discourage print newspapers)

• You may also attach the PDQ, which can include any ‘Preferred 

Qualifications’ that you desire to be included in the Job Opening



Create Job Opening – Important Info

 Each Job Opening is linked to just 1 PIN, and you must Create Job Openings 

for each PIN.

 When there are multiple PINs of the same classification, only one Job Opening 

will have a Job Posting/Announcement.

 For example, If you have 3 vacancies for Judiciary Clerk – Civil, one Job 

Posting/Announcement will be used to receive all applications.

 The Recruiter can link your additional selected candidates directly to the 

other Job Openings.



Reviewing Applications – Search Jobs
Main Menu>HCM Systems>Recruiting>Search Job Openings



Reviewing Applications – Select Job
Main Menu>HCM Systems>Recruiting>Search Job Openings



Reviewing Applications – Select Apps
Main Menu>HCM Systems>Recruiting>Search Job Openings



Reviewing Applications – Important Info

 Reviewing the Application should be fairly straight forward.

I am not showing that screen for confidentiality reasons.

 You may print an application or a resume.

 You may no longer Reject a candidate, because, you would not see them.

You may ‘Not Select’ a candidate.

 You may move a candidate to interview status.



Interviewing – Select Interview
Main Menu>HCM Systems>Recruiting>Search Job Openings



Interviewing – Enter Interview Data
Main Menu>HCM Systems>Recruiting>Search Job Openings

The default system Interview Letters can be modified for your use.



Interviewing – Evaluate Applicant
Main Menu>HCM Systems>Recruiting>Search Job Openings or Main 

Menu>HCM Systems>Self Service>Recruiting>Interview Evaluations



Interviewing – Evaluating Details
Main Menu>HCM Systems>Recruiting>Search Job Openings or Main 

Menu>HCM Systems>Self Service>Recruiting>Interview Evaluations

Plus Technical Skills 

(not shown)

Please include comments 

in all categories.



Interviewing – Edit Interview Schedule
Main Menu>HCM Systems>Recruiting>Search Job Openings



Interviewing – Add Attachments
Main Menu>HCM Systems>Recruiting>Search Job Openings



Job Offer – Final Recommendation
Main Menu>HCM Systems>Recruiting>Search Job Openings or Main 

Menu>HCM Systems>Self Service>Recruiting>Interview Evaluations



Job Offer – Next Steps

 The Hiring Manager (HM)/Administrative Official (AO) forwards the 
Background Form to the Recruiter via email or FAX only.  Do NOT attach in 
CONNECT.

 After the background comes back (assuming no problems), the Recruiter 
calculates an appropriate Salary and Start Date, and submits the Job Offer.

 At this time (assuming the offer is acceptable), the AO should extend the 
offer to the candidate.

 The Administrative Official (AO) approves the Job Offer.

 The Recruiter completes the Confirmation Letter and sends it to the 
candidate and the HM/AO.

 The Recruiter prepares the candidate for hire, by forwarding the information 
on to the Office of Employment Services.



A Note On Separation Requests
Main Menu>HCM Systems>Manager Self Service>Job and Personal 

Information>Separation Request>Select ‘Add a New Value’ Tab



A Note On Terminated (Bypassed) Approval
Main Menu>HCM Systems>Recruiting>Search Job Openings

 If, within an Approval tab, there is an indication of TERMINATED, but the 

Status of the Job Opening is Open, this means that the Approval Process has 

been bypassed.

 Your Recruitment will continue as scheduled.

 This happens when the CONNECT system routes the approval incorrectly, or a 

HM/AO is not available to approve and the Recruiter took care of it.



Any Questions?
You may practice with the UPKs at

http://mdcourts.gov/connect/connected/curriculums.html

Please contact us for questions, concerns, or onsite training:

Main line: 410-260-1280 FAX:  410-974-2849

All phone numbers are 410-260-xxxx, and all emails end with @mdcourts.gov.

Manager: Rebecca.West (1276)

Assistant Manager: Jeffery.Qualey (1420)

Recruiters: Susan.Hardisty (1204), Gail.Coleman-Terry (1279), Marcy.Goode (1208)

Recruitment Support: Kimberly.Michael (1200), Kacey.Prochazka (1277)


