
How to Create and Configure a New Job Post
Learn how to create and publish a new job post in QualifyMe by simply entering a prompt.

Navigate to the Job Posts page from the console sidebar.

Click “Job Posts” in the sidebar to navigate to the Job Posts page.

Click the “Add Job Post” button.

Click the “Add Job Post” button to start creating a new job post

Enter the prompt

Type your job post prompt in the field to generate a detailed job description automatically.

Generate Job Description

After entering the job post prompt, click “Generate” to have the AI assistant create a detailed job description.

Generating Job Description

After clicking “Generate”, wait a moment for the AI to create the detailed job title and description.

Job Post Form

The QualifyMe Job Post form is divided into 5 sections:

1. Basic Details – Contains the job title, position, and other general information.

2. Requirements – Specify the skills, experience, and qualifications needed for the role.

3. HR Screening Requirements – Contains criteria for initial candidate screening by HR.

4. Interview Process – Contains AI-powered interview rounds used for shortlisting candidates.

5. Post Assessment – Contains the interview configuration with the hiring team for candidates after the initial rounds.

Job Post Basic Details

Basic Details

In this section, enter the essential information about the job. The AI will prefill most fields, but you can modify them if needed.

Title* – Name of the job post.

Position* – Specific role or designation.

Number of Available Positions* – How many candidates you are hiring for.

Notice Period (optional) – The time within which the candidate should be able to join.

CTC (optional) – Salary or compensation details.

End Date (optional) – Deadline for applications.

Brief Description* – A short summary of the role and responsibilities.

Click “Next” after entering the job post Basic Details.

Click “Next” to move from the Basic Details section to the Requirements section.

Job Post Requirements

Requirements

In this section, specify the skills, experience, and qualifications needed for the role. The AI can suggest requirements, but you can add, remove, or modify them as needed.

Important: At least one requirement is mandatory, and one can be marked as Must Match for shortlisting purposes.

Topic – Select a criterion such as Experience, Skills, Education, etc., from the dropdown, or add your own custom topic.

Description – Provide details or expectations related to the selected topic.

Must Match – Mark this option if the requirement is essential for candidate shortlisting.

Adding a New Requirement

Click “+ Add Requirement” to add another requirement under the requirements section.

Enter Requirement Details

Click on the Topic input field within Requirements and select a topic from the dropdown, or add your own custom topic if needed.Enter the description for the selected topic.Mark Must Match Mark this option if the
requirement is essential for candidate shortlisting. if the requirement is essential for candidate shortlisting.

Example:

Topic – Experience.

Description – Minimum two years of experience or expertise level required.

Must Match – Mark this option if the requirement is essential for candidate shortlisting.

Click “Next” after entering the job post Requirements.

Click “Next” to move from the Requirements section to the HR Screening Requirements section.

Job Post HR Screening Requirements

HR Screening Requirements

In this section, define the internal screening criteria used by HR to evaluate candidates before interviews. You can add criteria manually as this section is optional — if no criteria are added, the system will ask common
default questions during the job alignment round.

Important: This section will not be visible to candidates. It is used internally for job alignment and shortlisting rounds.

Topic – Select a criterion such as Communication Skills, Location Preference, Cultural Fit / Attitude, etc., from the dropdown, or add your own custom topic.

Description – Provide details or expectations related to the selected topic.

Adding a New HR Screening Requirement

Click on the “Topic” input field within HR Screening Requirements and select a topic from the dropdown, or add your own custom topic if needed.

Example: Work Location

Enter the description for the selected topic.

Example: “Candidate must be willing to work from the office location or remotely, as per the job requirements.”

Click “Next” after entering the job post HR Screening Requirements.

Click “Next” to move from the HR Screening Requirements section to the Interview Process section.

Job Post Interview Process

Interview Process

In this section, define the application pipeline for the role. You can set up a series of AI-powered assessments that help shortlist candidates automatically based on their performance. This allows you to configure
interview rounds in sequence, specifying the order of rounds.

Default Selected Rounds

Default Rounds

Interview process contains the predefined AI assessment rounds that are automatically included for every job post.

Included Rounds:

1. Profile Match – Automatically matches the candidate’s resume against the job post. Non-modifiable.

2. Job Alignment – Descriptive type; generates questions to assess the candidate’s overall compatibility with HR policies and role expectations. This round can be removed if not needed.

3. Overall Assessment – MCQ type; uses all listed job requirements as the foundation to generate a balanced set of questions that comprehensively evaluate the candidate’s suitability for the role. The questions should:

Cover all key requirements (technical and non-technical).

Assess core skills, problem-solving ability, and domain knowledge relevant to the role.

Include a mix of conceptual understanding, practical application, and scenario-based evaluation.

Be phrased to allow clear assessment of competence and alignment with the role.

Be distributed across difficulty levels (easy, medium, hard) to gradually test knowledge and skills.

Important: Only the Profile Match round is mandatory and non-modifiable. The Job Alignment and Overall Assessment rounds are optional and can be removed as needed.

Adding a Interview Round from Predefined Rounds

From the rounds listing, click “Add Round” to include a new round from the predefined rounds or select any round that best suits your job requirements.

Creating a Custom Interview Round

Click “Create Custom Round” to add a new interview round tailored specifically to your job requirements.

Custom Round Creation Form

In this form, you can create a custom interview round tailored to your job requirements.

Title* – Enter the round title.

Description* – Provide a brief description; this will be used by AI to generate relevant questions for the round.

Question Type* – Select the type of questions for this round:

MCQ

Descriptive

Coding

Evaluation Criteria (optional) – (Applicable only for Coding and Descriptive types) Select the criteria that will be used by AI during the round evaluation. Minor syntax issues are allowed; pseudocode can be used
to check the solution.

Example:

Title: Data Structures and Algorithms

Description: Add questions to assess data structures knowledge, problem-solving, and algorithmic skills.

Question Type: Coding

Evaluation Criteria: Problem-solving approach, code efficiency, correctness, and explanation of the solution. Minor syntax issues allowed; pseudocode can be used to check the solution.

Save Custom Interview Round

Click “Save” to finalize and add the newly created custom interview round. It will be automatically added to the list of selected rounds.

Advance to Post Assessment

Click “Next” to move from the Interview Process section to the Post Assessment section.

Job Post Post Assessment

Post Assessment

In this section, configure the post-interview assessment. You can enable or disable online interview scheduling as needed. Once enabled, you can set the interview conductor and guests/panel members. This ensures a
smooth and structured assessment process after the initial rounds.

Important: This configuration can only be done once. After saving, it cannot be modified.

Online Interview Disabled

When Online Interview is disabled, the recruitment team must manually send interview invitations to qualified candidates.

Online Interview Enabled

When Online Interview is enabled, qualified candidates can schedule their Google Meet interview directly through the QualifyMe candidate portal.

Select Interviewer from List

Select the interviewer from the list of available interviewers. By default, the Organization Admin is selected.

Add Guest Email

Add the guest email(s) for the interview, if required.

Save Job Post

Click “Save” to finalize and publish the job post.

Review Published Job Details

Click “Open in a New Tab” on the Share Job Post widget from the Job Post Details page.

Review Live Job Post on Candidate Portal

After creating and publishing a job post, you can review how it appears to candidates on the portal. This allows you to verify that all job details, requirements, and assessments are displayed correctly before candidates
start applying.


