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How to organise interviews  
Orgnising interviews in eRecruitment is optional, you can choose to organise interviews outside the 

system. eRecruitment allows you to set interviews timeslots and invite candidates. It is recommended that you only 

organise interviews in eRecruitment if you have a large number of interviews to organise or if you are likely to do it on 

a regular basis. 

Only the “hiring manager” of the job can organise interviews in eRecruitment. 

What you need to do What you will see 

STEP 1: Login 

Login using your Pheme login details. 

NOTE: Ensure you turn pop-up blocker off. 
 

STEP 2: Set up the interview details 

 

In the right-hand side menu, click on new event. 

 

Use the binoculars to find the generic Venue location, 
and provide specific instructions (incl. building, 
reception location and panel members) in the Public 
instructions field. 

  

STEP 3: Create the interview timeslots 

Ensure that you enter number “1” into the Positions field 

to only allow one applicant per interview.   

You can invite panel members to the event timeslot by 

clicking on the Invite button.   

You can also create several timeslots at once by clicking 
on “add bulk timeslots”. 

 

 

 

https://sso.uwa.edu.au/siteminderagent/forms/uwalogin.fcc?TYPE=33554433&REALMOID=06-a09e3f6b-1490-4407-916b-8ce677563492&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=tCYyWsz2RAMWbYEChbTVZBypwxukAloXYIo4oQb3BR2Cry8dOPXDT1B5AAVXKVvr&TARGET=-SM-https%3a%2f%2frecruitment%2ehr%2euwa%2eedu%2eau%2fPageUpPeopleSSO%2easpx
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STEP 4: Save your event 

Complete all mandatory fields and Save. You will be 

presented with the Manage events screen on the 

Calendar tab.  

Once an event is created, you can edit the event and 

save any further changes.  This can be done by clicking 

on Manage events on the dashboard and then by 

clicking on the Event tab.   

 

You have now set up the interview times and invited 
panel members. You now have to invite candidates to 
select a timeslot. 

 

STEP 5: Open the list of applicants  

In the right-hand side menu, click on manage jobs. You 
will be presented with your list of jobs. 

Click on the number of applications in the Applications 
column to view the list of applicants. 

 

 

 

STEP 6: Select the applicants that you want to invite 
for interviews.  

Use the tick boxes on the right-hand side to select the 
applicants. Then click on select a bulk action at the top 
of the screen. 
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STEP 7: “Bulk move” the selected applicants  

 

In the list of bulk actions, choose bulk move, then 
choose the panel interview status. Click next. 

 

 

 

STEP 7: Invite applicants to the interviews  

 

Select the event for the applicant by using the binoculars. 

 

Event timeslot: You would typically let the applicant 

select their own timeslot however you do have the option 

to select one for them.  

Select Yes to sending the applicant an email and press 

Move now after reviewing the email.  The applicant will 

then receive an email advising that they can now login 

and select an appropriate timeslot. 

 

 
 

STEP 8: Applicants accept or decline interview 
invitation 

When the applicant accepts or declines the interview 

invitation, the hiring manager is automatically notified. 

If the applicant accepts the invitation, they are 

automatically moved into the status of Panel interview 1 

accepted.If an applicant has declined the invitation, they 

will move into the status of Panel interview declined.  If 

the applicant has not accepted or declined, they will stay 

in the status of Panel interview 1. 

 

 

 


