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COMMUNICATING WITH APPLICANTS   

 
This quick guide describes the process for considering and notifying internal applicants for a UVic job posting, following 
collective agreement requirements. It also describes how to notify candidates in bulk that a position has been filled. Other 
resources for hiring administrators are available at http://www.uvic.ca/hr/services/home/hiring/index.php. 
 
 

# INSTRUCTIONS SCREENSHOT 

1 

When a job posting 
closes, the status of 
the posting within 
the UVic Careers 
system will change 
to: Posting closed/ 
Pending competition  
 

 

 
 

2 

Employment 
Services will provide 
a report indicating 
which applicants are 
verified internal 
applicants for the 
competition. 
Seniority dates will 
be included for CUPE 
917 and CUPE 951 
competitions if 
applicable.  

 

3 

 
Hiring administrators are urged to review the Human Resources Recruitment Workbook to ensure you meet 
shortlisting and/or seniority requirements for internal employees.  
 
Requirements include contacting and/or interviewing internal candidates who possess the minimum qualifications 
for a posted position, and contacting internal applicants to advise them if they do not meet the posted minimum 
qualifications. 
 
See Article 16.03 of the CUPE 917 Collective Agreement, Article 16.05 of the CUPE 951 Collective Agreement and 
Article 5.06 of the PEA Collective Agreement at www.uvic.ca/hr/services/home/labour-relations/index.php for 
details. 
 

http://www.uvic.ca/hr/services/home/hiring/index.php
http://www.uvic.ca/hr/assets/docs/recruitment/Recruitment%20Workbook.pdf
http://www.uvic.ca/hr/assets/docs/labourrelations/collectiveagreements/917CA.pdf
http://www.uvic.ca/hr/assets/docs/labourrelations/collectiveagreements/951%20CA%202010%20to%202014.pdf
http://www.uvic.ca/hr/assets/docs/labourrelations/collectiveagreements/2012%202014%20PEA%20CA.pdf
http://www.uvic.ca/hr/services/home/labour-relations/index.php
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4 

 
In order to notify applicants in bulk that the position has been filled, you can send a letter through the UVic Careers 
system. It is recommended that you complete this step before changing the status of your successful applicant to 
‘Hired’. Once you move your new employee to ‘Hired’ status and disposition other candidates, the competition will 
show as ‘Position Filled’ on applicants’ Résumé Submission History. 
 
You may wish to telephone applicants and follow up by sending a letter. See the Recruitment Workbook for suggested 
best practices. 
 

5 

From the Dashboard, 
select: Recruiting – 
Requisitions – Manage 
Requisitions – Use the 
Filter button to locate 
your requisition.   
 
Select the applicant 
that you would like to 
send a letter to. 
 
Select an action 
dropdown menu at 
the bottom of the 
table. Two template 
letters are available 
for notifying 
unsuccessful 
candidates: Internal 
applicant notification 
of hire and UVic 
competition filled. 
 

 

 

 

http://www.uvic.ca/hr/assets/docs/recruitment/Recruitment%20Workbook.pdf
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6 

 
In order to fulfill 
collective agreement 
requirements, you 
must notify 
unsuccessful internal 
CUPE 917, CUPE 951 
and PEA applicants of 
the successful 
candidate. 
 
Choose the Internal 
applicant notification 
of hire letter template 
from the drop-down 
menu.   
 
Choose the pencil 
icon to open and 
edit the letter. You 
must manually add 
the requisition 
number and other 
information. 
 
In the Edit Letter 
Template, remember 
to scroll down and 
click submit  

 

 

 

7 

 
When you are 
satisfied with the 
content of the letter, 
tick the boxes next to 
the names of the 
appropriate recipients 
and choose Go. 
 

  
 

A Success message 
will appear at the top 
of the screen. 
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The sent letters will 
be logged on each 
candidate’s 
Résumé/CV 
Dashboard under the 
Information tab in the 
Correspondences 
accordian. 
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9 

If you wish to notify 
all applicants in your 
competition that the 
position has been 
filled, use the Send a 
letter bulk option (see 
Step 5). 
 
Choose the UVic 
competition filled 
letter template. You 
will have to add the 
competition title to 
the subject line. 
 
Use the pencil icon 
to open the letter and 
edit it if required. 
 
Scroll down and click 
submit 

 

 

 
 

10 

When you are 
satisfied with the 
content of the letter, 
tick the boxes next to 
the names of the 
appropriate recipients 
and choose Go.  
 

 
 
A Success message 
will appear at the top 
of the screen. 

 

 
 

11 

 
If you wish to send 
letters to candidates 
who have already 
been dispositioned, 
click on the 0 in the 
Candidates column of 
the Manage 
Requisitions screen. 
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You will receive a 
message stating there 
are no candidates for 
this view. 
 
Click the Historical 
View button in the 
right hand corner. The 
complete list of 
candidates will 
appear. 
 
Send the applicable 
letters as per the 
steps above. 

 

 
 

13 

The sent letters will 
be logged on each 
candidate’s 
Résumé/CV 
Dashboard under the 
Information tab in the 
Correspondences 
accordion. 
 

 

 
 

 


