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Glossary of Key NEOGOV Terms 
	Term
	Definition

	Agency-wide Questions (Statewide questions)
	Generic questions that appear on all job postings statewide and are not part of the standard application form provided by NEOGOV.  These questions will capture information such as Veteran’s status, EEO, and can be used to identify internal applicants.  Recruiters can generate reports or filter on job seeker responses to assist with certification. The Agency-Wide Questions are assigned to the Application Template and can be created and edited only by the System Administrator.



	Application Template
	Recruiters will have two application templates to choose from when creating a job posting: a standard version and an abbreviated version. The standard version will allow applicants to include more information in their application packet.  The abbreviated version could be used for executive and other hard to fill positions where the job seeker is more likely to only include minimal information on their profile and attach a resume.



	Applicant Master Record (Profile)
	The primary and most current record of demographic information for an applicant including name, address, phone, email, gender, ethnicity, etc. The applicant master record is updated each time an applicant submits an application. Both email and hardcopy notices use the mailing address or email address that is stored in the applicant master record to ensure that the notice is sent to the most recent address provided by the applicant. 
(Note:  we are unable to turn off mail preferences.)


	Class Spec
	A description of a grouping of similar jobs that are defined under a single job classification. The Class Spec within Insight includes a class code (class number), class title, EEO code, etc. In addition, a description of the job duties will be included with a link to the job specifications portion of the DOP website. 


	Departments (Agencies)
	The major organizational breakdowns within an organization.  Note:  Each state agency equals a Department.


	EEO Category
	These are the categories each classification is assigned to for the federal EEO-4 report. The category list is maintained by NEOGOV and includes values such as Professionals,

Paraprofessionals, Technicians, Officials & Administrators, etc.



	Eligible List
	List of applicants who have passed all evaluation steps and are eligible to be considered further.


	Exam Plan 
	An Exam Plan is the comprehensive plan of all recruitment and selection activities related to a job posting. Contents include: job posting, recruiting (advertising) plan, evaluation steps (minimum qualifications review, training & experience review, exams, etc.), all applications and status of applicants, eligible lists, tasks and notes, and attached files.



	Hiring Manager
	An agency manager/supervisor (OHC user) who can view certified applicants from a referred list and take action to interview, offer, hire or reject an applicant.


	Insight – Human Resources
	Insight is the portion of the Insight Enterprise suite used by HR Users to access postings, applications, and other exam-plan related information. Insight also includes a reporting component.


	Item Bank
	Collection of questions created and used by Insight users. Recruiters are able to create questions either directly on their posting or select a question from the Item Bank.


	Job Interest Card
	Job seekers select the job category(s) they are interested in to receive email notifications when new jobs matching those categories are posted.  Job Seeker’s access the Job Interest Cards through the careers.wa.gov web page. Interest cards are maintained for twelve months or until the applicant unsubscribe from the interest card list, whichever comes first.


	Location
	The work location to be displayed to applicants on a job posting. When creating a job posting, the recruiter must specify exactly one location.


	Liaison/HR Liaison
	Users who are able to create and view all requisitions for their Department, and manage security for other OHC Users within their agency, including granting access and resetting forgotten passwords.

(Note: An HR liaison may create other liaisons within the agency.)

	Notice Templates
	Correspondence sent to applicants by Insight or OHC users to convey information and provide status updates at key points throughout the recruitment process.  Notice Templates can be sent to applicants individually or in mass to multiple applicants at once. They can be sent through the system via Email or hard copies can be printed out and mailed to applicants. 


	Online Hiring Center (OHC) – Departments
	The Online Hiring Center (OHC) is the portion of Insight Enterprise where users login to the system to create requisitions, review applications as a subject matter expert and/or review referred applicants as a hiring manager or HR analyst. Roles include –Hiring Manager, Originator, SME, and Liaison.


	Originator
	Hiring manager/supervisor (OHC user) who can create requisitions and cannot view any other user's requisitions.



	Referred List (Certification)
	List of eligible candidates who have been certified (referred) to a hiring manager. Candidates are referred to a requisition which specifies the hiring manager. Applicants on an eligible list can be referred to multiple requisitions.


	Requisition
	A request to fill a position or positions. The requisition specifies the hiring manager for the position to be filled which determines who will receive the referred list of eligible candidates. Roles include Originator and HR Liaison.


	Scoring Plan
	Tool used to automatically score applicant's responses to job-specific supplemental questions.  Scoring plans are created after job specific supplemental questions are added to a job posting by accessing the 'Scoring Plan' from the Job Posting page.  Scoring plans are used in conjunction with an evaluation step-type of Supplemental Questionnaire which is a scored step.
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