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Workday - Refer a Candidate
This Job Aid will demonstrate how to refer someone to the company for a specific
position. Step 7 will show you how to share a job to social media.

1 Navigate to the Workday Menu on the left-hand side of the screen and click the
Jobs Hub
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2 Browse Jobs > Enter search criteria. You can search by job title, location, etc. In this
example, we will search for "Intern"
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3 Search results will appear. Click a search result and click "Refer"

4 Complete required fields. The more information populated about the potential
candidate, the better!
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5 Populate the Relationship details. How do you know this person? Additional
Comments are also helpful for our Recruiting Team. Submit
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6   • The candidate you have referred to the position will receive an automatic email from
Workday, informing them they have been referred to the company/position.

  • The candidate should use this link to complete the Employment Application ((DEB TO
CONFIRM THIS LINK WORKS?!?!)) Can we remove the Workday logo and replace it
with SG Family of companies?
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7 SHARE JOB TO SOCIAL MEDIA

Menu > Jobs Hub > Browse Jobs > Locate the job you're looking to share to Social
Media > Click View Job

8 Scroll all the way to the bottom -- edit this item
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9 Scroll to the bottom and you will see the available Social Media options to share
this job to.


