[image: State of Oregon Seal]Workday Questionnaire Guide



Questionnaires are a wonderful resource to include into each of your recruitments. Although this adds additional steps for candidates to complete during their application, this gives you and them an opportunity to gain additional information about their application or the position. This guide will cover the best practices in how to create and utilize questionnaires for your agency’s recruitments.

CREATING A QUESTIONNAIRE IN WORKDAY
When creating your questionnaire, please refer to the Workday Guide here. Please remember that once a questionnaire is in use, no edits can be made to it. If you want to add or remove a question or change a rating, a new questionnaire must be created or copied. 

QUESTIONS TO CONSIDER
Depending on the needs of the hiring manager and the position, most recruitments do not need a long list of questions to interfere with the candidate’s application experience. Questions should be asked directly with plain language as to not confuse or misdirect candidates. Below are some example questions that are most commonly used.
· Are you eligible to work in the United States without a Visa sponsorship (e.g. H-1B Visa status)?
· Do you have a current and valid driver's license?
· Have you attached a cover letter/resume (if required) for this position? If not, please do so here:
· Asking candidates to save a copy of the job announcement.
· Asking candidates to attach or identify certifications or licenses required for the position.

PROFFESSIONAL EXPERIENCE QUESTIONS 
Generally, it is not a best practice to ask candidates about their experience regarding minimum or desired skills since most information can be found in the candidates cover letter and resume. The majority of candidates are not aware of the specific requirements or state definitions within the classification and state policy. 

In the event you would like candidates to expound on their professional experience through the use of the Questionnaire, it is advised that the Recruiter will still need to validate the responses with the candidate’s submitted materials. 

ACCESSING CANDIDATE RESULTS
The results of the questionnaire can be found under the candidate’s profile within the job requisition under “Questionnaire Results”. Please note that visibility of these results can only be seen by Human Resources. Managers and Executive Leadership will not have the correct workday permission. Results of the questionnaire may be shared with the hiring manager, but only if it does not contain any personally identified information. It should also be mentioned that any documents that are attached to the questionnaire will have to be manually transferred to the candidates’ “Attachments”. 

SUMMARY
Again, the Workday Questionnaires are a useful tool to gain additional information about the candidate’s application/experience. This however should be used sparingly to not deter candidates away from applying to your positions. Studies have shown that over 60% of applicants will move on if the job application process takes longer than 30 minutes to complete. Keeping questions, simple and direct is always the best approach.
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