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1)  Job Application

e All applicants access the tutor application by visiting https://www.advance-tutoring.com/tutoring-
application.html.

) Receiving Application

e Once the application is completed:
o The applicant will receive a confirmation email
o A notification email and Subject Knowledge Test Results are sent to the recruitment@advance-tutoring.com
email account.
o Arecord is created in the Employment Portal located in the Staff Portal.

e Loginto the Staff Portal.

e Click on Employment Portal.

e You will be asked for enter an assigned password and username for extra security.
e Click on Applicant Tracker.

Employmaent Porta

Apokoart Tracke -
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e You will be directed to the Applicant Tracker to view all applicants and their statuses in the hiring process.
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lll) Applicant Statuses

There are several statuses that can are assigned to new applicants.

Step 1: New

Step 2: Interview Invitation
Step 3: Interview Scheduled
Step 4: Background Check
Step 5: Job Offer

Step 6: Profile Setup

Step 7: Complete

Decline

IV) ‘Step 1: New’ Status

4.1 ‘Step 1: New’ Status Meaning

e All applicants with a Step 1: New status, means the application submitted has not been reviewed by a staff

member.
e To begin reviewing the application, click on the View Details link.

Status  Applicant ID First Name Last Name Emeail Address
Step 1: New

36516516 Wille Mae

68391326 Tracy Lake chrissylake82@yahoo.com

Step 2: Knowtedge Test

4.2 Reviewing Applicant Submission

4.2.1 Review Basic Application Details

o Section Part 1: Application is the application submitted by the applicant.
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o Using the Minimum Qualifications table below, determine if the applicant meets the minimum job
requirements.

Minimum Qualifications

Answer must be
yes

2

A. FPersonal intormation

A U.S. citizen

Background Answer must be Applicant ID
Check yes 16515518
Authorization

Fast Namw Middle Initial Last Name

e Mam

Answer must be

OVer the age Cay Statn Zip Cotle
3 g yes to over the ad . e
of 18 f 18 % Grados U
ageo Tine Zone Primary Phone Emad Addrass
Number
otral emaegdyahoo com
8471452
Ovwar the age of 18 LS. Citlgan Hackgroend Check Authanaation Convicted of & Felomy

4. Convicted of
a Felony

Answer must be
no to felony

5. Have worked

If they have
worked with us in

Feloey Comvictios

Description

Orevioosly Worked
For s

| i sarmve pestty b stulf in e past

Previous Emgloyment Descrigtion

25 yewrs 89

with us the past, verify the
situation.
Prefer BaCheIOr'S 8 Egutasen ane Prefession
. fighent Lol of I Sucation Protess e Athvss g Cakege N Indoninity X obimge
degree in Hackgrount Srnim
Education or area
Of eXpertiSE that Jejime At Frclessnn ::::I:l:‘ln.nhlll o Laitieg :I:ll."l ::(:v "y
Educational qualifies e o 14
6. | Background — Sivh stnetet. L. N rfasicon
'’ 1}
transcript must be Aea - ehvertiny
added' ~ Ausir b,
(highhghted - —— - S
green) Refernnce 2 Name e Phone Yember 145 Halutions
O Documents
Upload Resume Upload 1D
1+ year of
7. Years of experience
Experience minimum; online | RIS Uplosd Phata 10 and Phale
experience a plus 3 o ¥
O Avalistanty
Manday Virdneaday Thax sclay Weably Avwiatelity
Available at least e o {Acon Homs)
8. Availabilit som- 1287 i ,
y 10 hours e
E. Referonces
Netorecce | Mams Fhoes Mumber FL s Retatinnahin

Uploaded
Appropriate
Documents

Resume uploaded,
photo id, photo id
and face,
diploma/transcript
must be uploaded
and verified

e el

Ugpload Reswme
\Ugploed 1D

Uplooad Photo 10 sod Photo
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4.2.1.1 Making Applicant Decision

= [f the applicant does not meet the minimum requirements:
=  Change the applicant’s status to Decline.
=  Enter a detailed description as to why the applicant is being declined. Detail what information was
missing or incorrect.
= Click Update at the bottom of the page. The process for this applicant is complete.

Status
Status

Dechne -

Decline Explanation

Apphcant does nal mee! maumaen reQuirements 104 e
tha age of 14

®  [f the applicant does meet the minimum requirements, go to next section 4.2.2 Review Applicant Subject
Knowledge Test Results.

4.2.2 Review Applicant Subject Knowledge Test Results

o The applicant’s subject knowledge test results are sent to the recruitment@advance-tutoring.com account.

Open the recruitment@advance-tutoring.com email account on a new tab.

o Look for the test results from the applicant as shown as the image below. The results can usually be found after
the application submitted.

O

ClassMarker Results

WIilkie Mae - 6th-8th Man 1/3¢

ClassMarker Resuits

e Willie Mae - K-5th M Mon 11/20

ClassMarker Results

R Willie Ma= - 6th-5th Mon 11/2(

ClassMarker Results
— Willie Mse - K-5th En Mon 11/20

Ase Taken lron

Resylts | W

Advance Tutoring

New Tutor Applicatic Maors 11721

AT

o Open the first email. Verify the name and email address match what is listed in the applicant tracker.

12/9/2023 EUP 500 - Tutor Employment Process - Part I-V Page 5 of 11


mailto:recruitment@advance-tutoring.com
mailto:recruitment@advance-tutoring.com

O O O O

O O O O

O

Wilke N - KM Eogdodv Lmnguage Alts Ersnainsiye fest a

Results for:

Cursvee
Dute startnd
Cats fraceed

Return to the applicant’s tracker.

Scroll down to section H: Subject Knowledge Test Results.

Check the box of the test taken.

Enter the percentage the applicant received on the tests submitted. Enter whole numbers only.

H, Subject Knowledge Test Results

1. Chack the box of the test submitted and enter the percentage score In the box

2 The results of each test are emalled to recruitment@advance-tutoring.com.

(K-8) English Percentage %
Language Arts

62
(K-5) Math
(K-5) Sclence

{K-B) Social
StudiesMistory

(8-8) English Percentage % Results
Language Arts

{6-8) Math ” Pass

(&-8) Science

(6-8) Social
Studies/History

In the Results column, a pass or fail will be assigned to the test.

Return to the recruitment email account.

Check the box next to the emailed test result you just record.
Move the email by clicking the folder icon, and select the New Applicant Notification folder.

8! Focu

iz Dropl
P 3 Mew Appiitant Notifcation
" v TN Deleted Iy

Dropk
Classh Move 10 Othes

Clant
Test Applicant - K-5th s54 M

Repeat these steps for each subject knowledge test submitted.
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4.2.2.1 If Applicant Did Not Receive a Passing Score

(If the applicant did receive one passing score, skip to section 4.2.2.2)

= [f the applicant did not receive a passing score for any subject, scroll to the top of the page and in the Status
field, select decline and enter an explanation as shown in the image below.

Status

Sutue

Decine -

Deztine Expismation

Part 1: Application

= Scroll down to the bottom of the page and click on Update. The process ends here.
4.2.2.2 If Applicant Did Receive a Passing Score

If the applicant did receive at least one passing score:
= copy and paste the subject titles of the approved subjects in the Approved Subject(s) field.
= If you are pasting several subjects, be sure to separate each subject with a comma. See the example.

B. Approved Subjects

If the appicant received a passing score in the one of the subjects Rsted below. copy and paste the grade level/subject in Approved
Subject field befow, If entering muitiple subjects, use a comma 1o séparate each grade’subject

Example; (K-5) Math, (K-5) ELA/Reading

Subjects: )
(K-5) Math (K-5) ELAReading (K-5) Sclence (K-5) Social Studies/History
16-8) Math (6-8) ELA/Reading (6-8) Science (6-8) Sodial Studies/History

Approved Subject]{s)

(K.5) ELA/Reading, (K-5) Soence, (K-5) Math

Subject Approval Date

01123:202%

Met Knowledge Test Requirements yes v

o Inthe Subject Approval Date field, enter today’s date.
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4.2.3 Review Applicant’s Introduction Video

o Dropbox will send an email notifying you the applicant uploaded an introduction video. Click on the See

new files link.

@)
Focused  Other - Brenda Young uploaded files you requested!
j Uropoos o Drophiox <no-reply@dropbox.com:
Atvat t L R ] | X |
Socratment Tear
va ach
Dvoplx
- 3
our flles were ugioades \
da
Advance Tutonng Rloewds Yoo ! ™ ! 1
B New Tutoy Apsitication Subm 2509
Yesterday ) tutor wenda ¥ g
| Dropoas
— Mrenda Young uplasded £ Tus 227 9M
W Aty arcn, Brwicks Waeg ipinasod im

Last week

o Click on File Requests.

33 Q. Sen

B M ties +
o e Craute

Get started with £

O Click on the Introduction Video folder.

Flle requests

m Do el o

Created ® Submatiers

Nama

o
ntrogtugtion Vidor WAS2623 !

O Click on View Uploads.

D Ve rar ) cwmrrees

wrw - 29036 MB

Foee recuest Carcet n
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O Click on the Applicant’s video to watch.

Inerview Process - Best Prac!

Ao otne e

Oeletn

Aeame

¢
T

o While watching the video, take notes and answer the questions shown in the image below.

1. Introduction Video

Introduced themselves (name, location, select v Discussed previous select v
hobbiea/interests, etc.) tutoring/teaching experience
Discussed their skills and qualifications, select v Told a story about tutoring scenario, select v

Introduction Notes

o Once your done watching the video, double click on the Title, and enter the applicant’s id number - First and

Last Name.
r .
l 26541 - Tracy Lake.mpd
% |
& Tom B Crop B Rotate left T Rotateqight [ Fliph

O Click File and select Move.

F022%08 102435 Advance

O Select Completed Videos and select Move.

20 +

o Close Dropbox.
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O Return to the applicant’s tracker, scroll down to section I. Introduction Video.
O Answer the questions about the applicant’s video.

F. Introduction Video
Introduced themsalves (name, location Discussed previous tmoringeaching Discussed thew skills and
hobbles/Interests, atc.) expanence qualifications

yes v yes v y&s v

Tokd a story ahout tutoring scenario

no ~

Introduction Notes

Appicant was dreased well and was clear 1o hoar and see

423.1 If applicant did not pass Introduction Video Requirements

"  |nthe Met basic Requirements field, select no.

= Scroll up the top of the page and in the Status field, select decline, and enter a reason for declining. The
process ends here.
4.2.3.2 If applicant did pass Introduction Video Requirements

® |nthe Met basic Requirements field, select yes.

4.3 Setting Up Phone Interview

® Once we have approved the application, a phone interview needs to be setup.

® To set up a phone interview, scroll down to section Part 2: Interview, and select yes to schedule interview.
® |n the Interview Schedule Due Date field, enter the date five (5) business days from today’s date.
| Part 2. b0t w |
e Scroll up to the top of the page and change the status to Step 2: Interview Invitation.
[}

Scroll down to the bottom of the page and click Update.
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® Once you return to the results page, locate the applicant’s name, and click on Email.

JOOITD 10 L] e W T R S LT »
Step 22 Interview invitation
88381326 Trocy Lk chrssiakaB2 Zyahot.com T )

$tep 22 Knowleoge Test

® In the Email Message Title field, select schedule interview.

Emall Communcation

Erwet Besnogs This . ——

...............

® The Interview Closed Date field should be prefilled with a date.
® (Click Submit.
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