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1. Geƫng Started 
1.1. The first Ɵme you log in to Lever, you will want to sync your account. To do so, go to 

hire.lever.co. From the log-in screen, enter your Stand Together email address in the 
box at the boƩom of the screen 
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1.2. Then click on the Sign In with Microsoft option 

 
1.3. You should then be logged back into Lever  

1.3.1. You may be prompted to re-enter your Stand Together email address and 
password 

1.4. Going forward, you should access Lever through Okta and then click on the Lever Ɵtle 
on the Okta homepage. 
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1.5. When you click on Lever from the Okta homepage, you will be taken to the Lever 
home page. 
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2. Jobs 
2.1. From the Lever home screen, you can view your jobs by clicking on Jobs You Own. 

 
2.2. On the Jobs screen, you can view your job posƟngs. To view a posƟng, click on the job 

Ɵtle. 

 
2.3. Clicking on the job Ɵtle should bring up the job details. You will not have ediƟng 

permission, so please reach out to the Stand Together Fellowships team if there is a 
need to update the posƟng. 
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2.4. You should review the job locaƟon type. On-site jobs are in office only, Remote jobs 
are jobs available to in-office or purely remote work. 

2.5. You should also review the job descripƟon and lists to confirm the descripƟon and job 
requirements are accurate. 
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2.6. Finally, please review the Salary Range. You can differenƟate jobs by part-Ɵme and full-

Ɵme and this secƟon will reflect the KIP sƟpend ($3,300 for part-Ɵme, $5,500 for full-
Ɵme). If your role is open to either opƟon, then the salary range should show the 
enƟre sƟpend range between part-Ɵme and full-Ɵme.  
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3. OpportuniƟes and Candidates 
3.1. OpportuniƟes reflect who has applied for your role. To view them, click on 

OpportuniƟes next to the job lisƟng. 

 
3.2. Clicking on opportuniƟes will take you to the All Candidates screen. From here, you 

can view all candidates for that job and where they are in the hiring process. 
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3.3. When looking at the applicants for your job posƟng in Lever, you will see them in 
several different stages: 
 HireVue Interview: these candidates have applied (or are in the process of completing 

their applications) to KIP/KAP 
 Recruiter Screen: these candidates are in the process of completing an initial 

screening call with the Stand Together Fellowships Admissions Team 
 Hiring Manager Review: these candidates have completed their application and have 

had an initial screening call with Stand Together Fellowships to confirm eligibility. You 
should review these applicants to determine: 

o If you want to interview: move the candidate to Hiring Manager Screen from the 
candidate profile screen and leave a note on the candidate’s profile indicating 
you will be interviewing them 

o If you want to decline: leave a note to let the Stand Together Fellowships team 
know they should be declined 

 Hiring Manager Screen: these candidates are ready to be interviewed or have been 
interviewed by you. After you interview them, please communicate directly with the 
candidate on how you want to proceed. The Stand Together Fellowships team also 
asks that: 

o If you want to oƯer: leave a note on the candidate’s profile indicating you would 
like to make an oƯer to the candidate after interviewing them 

o If you want to decline: leave a note to let the Stand Together Fellowships they 
should be declined 

 Panel Interview: the candidate is in the process of completing their Admissions Interview, 
which will determine if they will participate in KIP/KAP 
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3.4. AddiƟonally, you will also see different HireVue tags on candidates indicaƟng where 
they are in the HireVue porƟon of the process. 
 HV – InterviewRequested: The candidate has not accessed the program application 
 HV – InterviewCreated: The candidate has accessed the program application, but 

hasn’t started it 
 HV – InterviewStarted: The candidate has started the program application 
 HV -  InterviewFinished: The candidate has finished the program application 

 

 
 

3.5. Once candidates are in the Hiring Manager Review stage, you should review their 
resume to determine whether you want to interview them. To view a candidate, click 
on their name. 

 
3.6. Clicking on a candidate’s name will open a detailed candidate page. To view the 

candidate’s resume, click Resume. Doing so will bring up their resume, with print and 
download opƟons. 
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3.7. AŌer you review a candidate’s resume and you decide to interview them, you will 
need to move the candidate to the Hiring Manager Screen stage from the drop-down 
menu in the job posƟng on the Candidate detail page.  
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3.8. AŌer you move the candidate to Hiring Manager Screen, use the candidate contact 
informaƟon on the right-hand side of the candidate screen to reach out to the 
candidate directly and schedule Ɵme to interview them. 

 
3.9. If you are not interested in interviewing a candidate, please add a note to the 

candidate’s page by typing your reasons for not interviewing them in the Add Note box 
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at the top of the page. Doing so will let the Stand Together Fellowships team know to 
go ahead and decline the candidate. 

 

 
 

3.10. AŌer you interview the candidate, go to the Hiring Manager Screen on the 
Candidates page, and select the candidate you have interviewed. 
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3.11. If you decide to interview a candidate, you should let the candidate know 
directly whether you want to proceed with an offer or decline them. Use the Add Note 
field to add any interview notes and how you want to proceed with the candidate, so 
the Stand Together Fellowships team will know what to do next in the system. The 
more detail you provide, the beƩer the Stand Together Fellowships can tailor future 
candidate recommendaƟons and job posƟngs. 
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