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Hiring Official Instructions 
These are the instructions for the hiring official and the actions required by the hiring official to review applications, 

indicate those interviewed, and record selection data. 
 
After all the applications have been reviewed and it has been determined which applicants meet the minimum 
qualifications, a list of those applicants will be sent to the hiring official.  The hiring official will receive a daily email for 
30 business days which will provide a link to the position(s) to which the hiring official has been granted access to 
review.  A daily email will be sent up to 30 business days or until a hiring decision has been made and sent to the HR 
Admin. 
 
The hiring official would receive an email similar to the following example: 
Below are links to the position vacancies to which you have been assigned as a Hiring Official. You will receive this summary email once a day, and must use the new 
links provided.  Once you receive this email, any previous Hiring Official links you have received become inactive. 
 
Information Network of Arkansas – MAIL SERVICES SPECIALIST (11111115) :  
https://www.ark.org/arstatejobs/index.php?ac:registerhiringofficial=1&key=4d69f351d76f42ee1160b8aba763148cdc448e73&email=wendy.eadle@dfa.arkansas.gov 
 

The hiring official will click on the hyperlink and be directed to a page that looks like the screen shot below:  
 

 

https://www.ark.org/arstatejobs/index.php?ac:registerhiringofficial=1&key=4d69f351d76f42ee1160b8aba763148cdc448e73&email=wendy.eadle@dfa.arkansas.gov
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When the hiring official opens one of the applications, they will see the application along with the box on the right hand 
side of the page that will be used to enter information that will be automatically populated on the Applicant Selection 
Record: 
 

 
 

 
 
 
Here is a close-up of that box: 

Clicking the arrow buttons will sort the column 
from A-Z or 1-10.  Clicking the arrows a second 
time will sort the column for Z-A or 10-1. 
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As applicants are selected for interviews, the hiring official enters the necessary information into this box.  You will 
notice that the five boxes following the Veteran’s Points (Date Contacted, Knowledge, Ability, Skills, and Interview 
Score) are all custom fields pre-determined by the agency. 
 
The following is a sample of how that box might look once completed: 
 

 
 

Once the information is entered into the box, you must click the Save button to save your information.   
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Please note:  In instances where multiple hiring officials are involved in the hiring decision, only the most recent entries 
will be recorded on the Applicant Selection Record.  However, you may save multiple Hiring Official Comments.   The 
Hiring Official Comments are saved at the bottom of the application shown below. 
 

 
 
Note:  The comments are recorded on both the application page and the comments section of the Applicant Selection 
Record. 
 
After interviewing the applicants and entering the necessary information, including the hiring selection, the hiring 
official will then Notify the HR Admin of Hiring Decision by selecting that button.  This action sends an email to the 
human resource office letting them know that a hiring decision has been made for the position. 
 

 
When the information is entered into the box on that applicant’s application page, the Applicant Selection Record is 
automatically populated.  You can see that information from this example: 
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The hiring official has the ability to upload forms, files, or other information stored on their computer by using the 
Browse and Upload File feature shown below: 
 

 
 

The Browse and Upload File feature works the same way as if you would attach a file to an email.  Select the Browse 
button and a “choose file” box will be displayed: 
 

 
 
Click on the file you wish to attached and then click the Open button.  You will see the file name displayed in the “attach 
a file” field shown below. 
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The final step is to select the Upload File button.  You will now see that the file has been uploaded and the file name 
displayed.  You may delete the file by selecting the delete button next to the file name. 

 

 
 

This attaches a file to the Position.  You may also attach a file to an individual application.  You may use this feature if an 
applicant provided a file or form such as a transcript or veterans DD-214 file during the interview process.  You will find 
the same attachment feature at the bottom of the application page shown below. 
 

 
 
This attachment feature works in the same way as previously described. 
 
Once the hiring official has used the Notify HR Admin of Hiring Decision button, the HR Admin will receive an email 
letting them know a hiring decision has been made for the position.  The email will look similar to the following: 
 
Hiring Official : Ben.ellis@dfa.arkansas.gov has requested you be notified that a hiring decision has been made for MAIL SERVICES SPECIALIST (Position #: 11111115). 
 
https://dev.ark.org/arstatejobs/ 

 
The HR office will then log into the website to view the hiring decision, Applicant Selection Record, and any files 
associated with the applicants or position.  Upon receipt of this notification, the HR office will revoke the hiring official’s 
access to the now filled position. 
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