NeoGov Subject Matter Expert (SME) Review Process

Login to NeoGov Online Hiring Center (OHC), and once logged in, you will be taken to the home page, “My Requisitions Page”.
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Once, you are on the “My Requisitions” page, click on “My SME Review”.
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Now that you’re on the SME Review page, select the applicable job title in the Exam Plan column.
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A new screen “Exam Plan Candidates™ will appear listing all of the “qualified” applicants.
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A new screen, Candidate Application, appears.
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Once the Show Candidate Disposition Box is open, the SME will specify if the candidate passed or failed the review.
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Whenever you stop reviewing applicants regardless if you finished the review or not, you need to Logout of NeoGov.
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Additional Instructions:

1. Once you have reviewed all the candidates’ applications, contact the Hiring Manager and HR with the candidate’s ID’s to be
placed on the Referred List.

2. The Hiring Manager, or designee, will need to inform HR when they want notices sent to all those who will not be considered
further. Once notified, HR will send out candidate notices informing them they are no longer under consideration.

3. HR will complete a cursory review (as we’ve always done) of the candidates selected to be placed on the Referred List.

4. HR will create the Referred List and the Hiring Manager will be notified by a NeoGov generated email that the Referred List is
created, so interviews can be scheduled for all on the list.
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