
Manual: building the 
selection committee

This manual is intended for all users involved in 
building the selection committee.



Manual

Building the selection committee(in Ubeeo)

Role: Vacancy holder / HR Advisor

Step by step to the best candidate

To have candidates reviewed by peers, you need to make them part of the selection 

committee for that job posting to give them access to the candidates who have applied for 
this job posting.

Questions?

Do you have questions about the process of Recruitment & Selection? If so, please contact 
the ATS support team.



Building the selection committee
After candidates have applied, you can link selection 
committee members to your job posting to give them 
access to the candidate's data and possibly also to let 
them rate candidates in the system. My vacancies

Go to my jobs, which can be found in 
the Dashboard.

Select the vacancy
Click on the "magnifying glass" to go to 
the job page.

Note!
You can form a selection committee 
only if you are involved in the vacancy.



Vacancy page 
After this you will be taken to the 
vacancy page. After this, click on options 
to put together the selection committee.

Options
Click on options to put 
together the selection 
committee.

Committee
Click on "committees" and 
then on "set access to the 
candidate folder.



Set up selection committee
After this you will be taken to the 
page to set up access.  After you 
have set the access click on save to 
return to the vacancy page.

Access rights
You have the choice to select 
three different access rights 
"review and share," "review," 
and “view”.

Access
For privacy reasons, you want 
the users on the selection 
committee to have a limited 
time to review the candidate.

Selecting the selection
committee
Select the selection committee 
you would like to put together 
by clicking on the 'pen' icon.



Set up selection committee
When you are back at the vacancy 
page click on 'options' again.

Committee
To put together the selection 
committee, go through 
"options" to "committees," and 
"committees aggregate".

Set up selection committee
After this you can select the 
appropriate selection members 
by pressing the 'plus' button.



Set up selection committee
After this, you will be taken to the screen below.

Users
By choosing the appropriate users, you create a selection committee 
that will receive an email invitation to view or also review candidates.  
You can select multiple members at the same time.

Save
After this, save the changes.



Set up selection committee

For the job vacancy, it is possible to assign additional roles to members of 
the selection committee, allowing them to invite, reject, and even hire 
candidates, alongside the vacancy holder and data entry personnel.

Committee + inviting
Assign these roles only to individuals involved in 
inviting/rejecting/hiring candidates during the process. If these tasks 
are not required, you do not need to allocate these roles.
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