


Mission Statement

BALANCEview is Berkshire Associates
voice to the HR Community. Our
mission is to provide up-to-date
information on trends and challenges
facing HR professionals. BALANCEview is
also an extension of Berkshire’s mission
to provide outstanding services and
sofFware solutions to organizations of
all sizes, shapes, and business focus.
Berkshire’s balance comes from its sta
of expert HR consultants as well as its
innovative team of sofware developers
that turn your ideas into reality. The
entire sta of Berkshire Associates
wishes to provide you with exceptional
service, products, and information to
help BALANCE your workforce.
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From Our Editoks
The Applicant
Management
Industry—

What’s Next?

By: Dawn S. Hyde, SPHR

Over the past year, developments in
talent acquisition, applicant tracking,
and recruitment management

systems have grown extensively. The
need to find a beter way to manage
recruitment activities has caused

a boom in the market. Many new
systems are emerging, while others
are disappearing. In essence, applicant
management has become an industry in
itself. What does this mean for human
resource professionals?

The evolving applicant management
market has both a positive and negative
impact on HR. When you see heavy
activity related to a type of product

or technology, it generally means it’s
moving from infancy to adolescence in
its maturity scale—causing a market
stir. Afer studying the market and how
it has changed, | believe the Applicant
Tracking System (ATS) industry has
reached its teenage phase, growing
rapidly, but in a bit of chaotic fashion.

There are currently over 100 ATS
vendors in the market—some as new
entrants, others under a new name,

and those who have merged with other
companies. It has become very hard

to keep up with the who’s who in this
industry. At one time Brass Ring was

a big player, and then disappeared; a
couple years ago, Vurv joined forces
with Taleo; Recruitmax and MaxHire
have changed names; and most recently
PeopleClick and Authoria have merged,
which may lead to more confusion.

Whatever shape the talent acquisition
and management industry takes, it will
be a few years before it matures into
adulthood. Until then we will see more
shakeout from mergers, acquisitions,
bankruptcies, and reformating of

systems and vendors. This type of
proliferation has made shopping for the
right system overwhelming. Companies
should seek to buy applications from
stable and reputable vendors, with

a proven track record. Be sure the
vendor can provide adequate support,
upgrades, and has knowledge of
applicant compliance. A good thing to
remember is a system is only as good

as the process. A quality vendor backs
their products with support services

to include processes, procedures, and
methods for solid applicant tracking.

At Berkshire, we have taken the stance
of moving in-step with our clients’
needs. We have adopted technologies
and developed systems to take our
clients to the next level. Last year we
embarked on the Sofware-as-a-Service
(SaaS) option for BALANCEaap Web.
We became the FIRST and the ONLY
sofware vendor with AAP solutions for
all popular platforms; Desktop, Client
Server, and Web.

We believe in serving our clients’
interests and their growing needs.

So, we have decided to invest heavily
in our flagship BALANCEworks suite

of products. As a result, we will be
releasing a major enhanced version of
BALANCEtrak, Berkshire’s ATS solution,
that’s been serving our clients for the
last few years.

The fresh new look of BALANCEtrak,
with several functional enhancements,
will not only delight our clients but will
put it one step ahead of other products
in our market segment. We’ve added
several in-demand features based on our
clients’ feedback, including:
- New calendar and
scheduling function
- Beter filtering and search capability
- Workflow automation
- Updated interface with
improved navigation
- Easy-to-create forms and questions
- Ability to store multiple documents
from candidates
- Enhanced reporting capabilities

Additionally, we have ready-to-
integrate, add-on services from our
partners including: background
screening service from GIS; Onboarding
tools including E-verify and 1-9
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processing from KMS Sofware; Jobs
Posting tool from Arbita; and Skills
Assessment tools from HireLabs.

No mater what the pundits say,
Berkshire is here for the long haul; with
the commitment to serve our clients in
the fashion they would want us to serve
them, instead of following the industry’s
trend of the moment. We are commited
to our clients—and this shows in what
we deliver today and tomorrow. You
will see the evidence of that in the new
version of BALANCEtrak, coming spring
2010.

To find out more about BALANCEtrak,
or any of Berkshire’s BALANCEworks
sofware and services, call 800.882.8904
or email bai@berkshireassociates.com.

Out and About.s

By: Lauren Perry

Berkshire kicked o 2010 with a bang,
and we’re ready for what’s in store the
rest of the year as we continue pushing
forward with new ideas and innovative
HR solutions. We’ve started our first
quarter busier than ever, keeping
clients compliant and up-to-date, while
updating our products and services to
match the anticipation of upcoming
industry trends and changes.

Before starting Q1, we wrapped up
2009 at the Annual Maryland SHRM
Conference in Adelphi, Md., where we
mingled with fellow HR professionals
and discussed industry needs for the
upcoming year. Our Training Manager,
Nicole Yeldell, SPHR, presented:

“The Marriage Between Diversity &

A rmative Action,” sharing the latest
updates with atendees. For more
information about this presentation, or
to book an expert speaker at your next
event or meeting, please contact Lauren
Perry at 800.882.8904 or laurenp@
berkshireassociates.com.

We concluded our record-breaking year
with a company celebration, gathering
all our employees together to highlight
some of our biggest accomplishments,
including launching the first and only
web-based a rmative action sofware,
BALANCEaap Web. To find out more
about BALANCEaap Web visit: www.
balanceaapweb.com.

In other news, we are excited 2010
brings an update to our web-based
applicant management sofware,
BALANCEtrak. With new features,
usability, and enhancements,
automating your sta ng needs

has never been so easy. To find out
more call 800.882.8904 or email bai@
berkshireassociates.com.

As the year begins, we are also proud
to launch our much anticipated 2010
training schedule, with continuing
promotion of our new online training
options. Online training allows users
to learn at their own pace, and their
own time. To find out more about our

training schedule and options, go to:
www.berkshireassociates.com/training/

hrtraining.aspx.

Along with conducting numerous
training sessions, we continue to work
diligently on audit plans, ensuring
OFCCP compliance for all our clients.

And don’t forget to check out one

of our first white papers of the year
titled, “Workforce BALANCE—the

Key to Success in Today’s Business
Environment.” To view this informative
white paper and learn about how a
balanced workforce can keep companies
competitive, relevant, and in touch

with the marketplace, please visit:
htp://www.berkshireassociates.com/
infocenter/whitepapers/Key_to_Success.
pdf.

Our first quarter is gearing up to be
one of the best yet! To find out what
Berkshire has in store, make sure you
add www.berkshireassociates.com to
your Favorites, and stay tuned for the
next issue of BALANCEview.

|
Interested in having a
Berkshire expert speak
at your next event?

Contact Lauren Perry at:

laurenp@berkshireassociates.com
or 800.882.8904
ext. 1307.
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Consultants Corner

Today’s Applicant
Tracking and
the OFCCP

By: Michele Whitehead, PHR

Applicant Management is a hot topic
in the HR arena right now, especially
since the O ce of Federal Contract
Compliance Programs (OFCCP) has
been focusing on consistency within
recruiting processes. In July 2000, the
O ce of Management and Budget
directed OFCCP and other agencies to
clarify the recordkeeping requirements
for applicants, taking into account the
Internet and other recent technological
advances. The Uniform Guidelines on
Employee Selection Procedures of 1978
o ered a definition of an applicant

that was ambiguous, and had become
outdated with the increase of electronic
applicants, growth of online résumé
databases, and email. In October 2005,
the OFCCP published its long-awaited
final rule on the definition of an Internet
applicant. This rule clarifies when a
contractor must solicit race and gender
and recordkeeping requirements for
applicants sourced through the Internet.

In short, the OFCCP wants to

ensure companies are e ectively
communicating and meeting
recruitment and sta ng requirements.

The OFCCP collects applicant data to
determine if the hiring practices are
consistent with the applicant pool. The
OFCCP does not expect the percentage
of selected minorities and women to
match the percentage of minorities and
women applicants exactly. However,
they do expect the selection rate of
women and minorities to be no less
than 80 percent of the selection rate of
men and non-minorities. So, how can
a company make sure it is meeting
regulations for compliant applicant
management?

There are numerous methods of
tracking applicants depending on

the needs of the company. Some use

a method as simple as a spreadsheet

or desktop database. Given the level

of detail needed, many companies
have invested in an applicant tracking
system (ATS). There are many di erent
types of ATS with a broad range of
capabilities. Most systems allow you to
quickly query out information about

an applicant pool, as well as limit input
fields to ensure consistency. There is an
applicant tracking system for almost
any budget, and most are well worth the
investment, especially for decentralized
recruiting.

One aspect of a good applicant tracking
process, no mater the system, is clean
data. It is important to review your
company’s applicant data for accuracy.
If there are many people involved in the
recruiting process, the data integrity can
su er. Here are some best practices to
ensure clean applicant data:

- Make sure the number of new hires
on your payroll matches the number
of hired applicants in your ATS.

- Be sure you are tracking rejection
reasons and stages.

- Create a disposition code for
declined o ers.

- Beware of low applicant counts.

- Train recruiters and managers
on using the system and why
consistency is important.

- Hold recruiters accountable
for inaccuracies in their
applicant tracking.

- Hold temporary agencies
accountable for tracking applicants.

- Use detailed disposition codes to
make research easier.

When evaluating the recruitment and
selection process, it is also important

to consider not only the contractor’s
applicant pool, but the availability of
female and minority candidates in the
census area where the recruitment is
conducted. When determining action
oriented programs, targeted recruitment
should be established for each job group
where there is a goal or adverse impact
from the previous year. Make sure every

outreach e ort encourages all qualified
applicants to apply, including minorities,
women, Veterans, and individuals with
disabilities.

While these good faith e orts are critical
to a compliant plan, keep in mind

they can backfire. If the contractor is
doing targeted recruitment and gets

an applicant pool rich in minorities,

it will raise the expectation that more
minorities should be selected. So in
areas where there is adverse impact,
compare the pool of minorities and
women in the applicant pool to the
census data. If the applicant pool is
much richer than the census data, this
can be an additional factor to consider if
the OFCCP scrutinizes the contractor’s
hiring practices.

Although the OFCCP only requires an
annual a rmative action plan, to be
proactive, the employer must conduct
self-audits to monitor its progress and
correct areas of potential adverse impact.
Examining recruitment practices within
the organization, and evaluating areas
for potential adverse impact, can save a
company from having to scrutinize past
employment decisions and potentially
pay large setlements in the future.

To learn more about e ective applicant
management, and how to make

sure your company is reaching its

full workforce balance potential,
please call 800.882.8904 or email bai@
berkshireassociates.com.

Don’t forget, with Berkshire’s applicant
management sofware, BALANCEtrak,
you can automate and standardize your
entire hiring process, and save time by
concentrating on the most qualified
applicants.
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Applicant Tracking....cont. from page 1

the needs of your process with the
capacity of the applicant tracking
system.

The organization’s decision makers
should be expected to examine the
strengths and weaknesses of each
applicant tracking system vendor. It is
important the vendor has the ability to
sustain the full life cycle of employees,
from applicant tracking, to o -boarding,
no mater the size of the organization.
If not, your company may be hindered,
resulting in re-evaluation and costly
implementation fees. Carry out an
in-depth investigation of the vendor’s
security and maintainability of the
applicant tracking system. Investigate
the vendor’s financial situation and
carefully review the contractual
agreement o ered by each vendor.

The biggest question you’ll need to ask
yourself is “what do we require of the
system?” There are the usual standard
field requirements like the applicant’s
name and application date. To start,
talk with all the people who will need
to use, or otherwise are a ected by the
system. You will need to determine
what functionality is necessary in
order to be compliant with state and
federal regulations. Consider whether
the system will retain all the required
information for the appropriate amount
of time. Also, ask your vendor about
updates to the system to coincide with
changes in regulations.

The level of administration you have or
want from the product is another issue.
Do you want to have control over who
can access the system, or would you
prefer to contact your vendor with the
information? Some systems allow you
to customize the data inputs, but others
have only set fields and standards. Some
systems will not allow you to extract
the data; you must contact the vendor
and there may be a cost associated with
each extraction. Developing your own
gueries or creating your own reports is
another issue. Can you create the report
on your own, and is there a one-time
cost associated with setup or even a cost
associated with each time the query

or report is run? The administrator of

the applicant tracking system may also
want to be able to monitor the input of
the data from users.

The timeline for selecting an applicant
management system is a critical piece to
the process. When figuring out a time
line one should consider the research
process, demonstrations, cost, and when
the company can implement the system.
Form a commitee and do a needs
assessment for the tool. Your company
will want to create a list of all possible
vendors, get an RFP, and then have

a shorter list of vendors that meet its
needs. The budget can influence a major
piece of the selection of an applicant
management tool.

Taking into account all the factors,
including the technology and
maintenance, will help point to the
correct applicant management system

for you. Three main areas will help
finalize your decision: usability,
flexibility, and price. The system

should work with your process and
users. Choosing and implementing an
applicant tracking system is not a minor
concern. Companies should invest in
the right applicant tracking system to
assist with critical hiring functions.

For more information on selecting

an applicant management tool,

or to find out about Berkshire
Associate’s BALANCEtrak ATS, please
call 800.882.8904 or email bai@
berkshireassociates.com.
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Did You Know/2.

Applicant Management
and Recruiting—the
Trends in 2010

By: Natalie Allen, SPHR

Human resource professionals
understand, more recently than

ever, just how much work goes into
e ective applicant management.
With recent economic and industry
changes, this workload has increased
for many. A January 27, 2010, post on
RecruitingTrends.com referred to a
recent Kennedy Information survey
which found for most organizations,
regardless of size, recruiting related
activities are garnering between 11-25
percent of HR’s time.

Given the amount of time spent, as
well as the legal obligations to make
appropriate selection decisions, more
and more HR professionals are insisting
on utilizing an Applicant Tracking
System (ATS) to manage electronic

job applications and résumé data.

Not only is an ATS a must-have these
days to help with data collection and
management, it also allows for analysis
and coordination of recruitment e orts
so HR can easily communicate the
recruitment e ort status with the hiring
manager, and vice versa.

Due to economic factors in 2008 and
2009, many companies have su ered
layo sin areas viewed as “overhead”
such as IT sta . Utilizing a web-based,
and hosted, ATS ensures no direct IT
support is needed—as long as the hiring
manager or recruiter can access the
Internet, they can access their ATS.

Additionally, with the pace of
innovation, recruiters are shying
away from major ATS investments
where companies are required to pay
six figures to license the sofware,

and still have to utilize their own IT
sta . Instead, web-based, and hosted,
solutions from companies who do not
require long-term commitments are
becoming much more popular.

HR professionals are finding ways to
decrease the 11-25 percent of time HR
spends on recruiting, by insisting on
working smarter by utilizing an ATS.
An e ective ATS will save time and
money, providing high level overviews
of important statistics about job seekers,
and active requisitions with quick links
to access more detailed information.
Additionally, an ATS which provides

a fully customizable recruiting and
selection workflow and process is
critical. A well designed ATS will

allow recruiters and hiring managers

to manage all communications to job
seekers by creating templates for all
outgoing communication—including
the use of merge fields. It’s worth
repeating—we all want to work smarter
not harder.

If your company wants to increase

e ciency, we encourage you to evaluate
Berkshire’s web-based Applicant
Management sofware, BALANCEtrak.
With BALANCEtrak, you can automate
and standardize your entire hiring
process, and save time by concentrating
on the most qualified applicants.

To find out more call 800.882.8904 or
email bai@berkshireassociates.com.

Meetings &

Seminars l

Meeting &
Training Room
Rental Space

AVAILABLE!

Worried about where to book
a room for your next training
class or meeting? Need computers?

RELAX!

Berkshire Associates removes the
stress of locating a facility
that o ers meeting & training
room rental space.

We are conveniently located at:

8924 McGaw Court
Columbia, MD 21045
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Tratning :

The Berkshire 2010
Training Schedule

By: Nicole Yeldell, SPHR

Berkshire had one of the busiest training
years yet in 2009, keeping our clients
educated and one-step ahead of their
profession.

Many clients took advantage of our
great new training o erings, including
One-on-One Online Training to learn
how to use our BALANCEaap and
BALANCEpay sofware. We also noticed
positive response to our 2009 webinars.
Based on the success of these new
training o erings, not only will we be
continuing them in 2010, we will be
expanding them as well.

The One-on-One Online Training will
continue to be o ered for BALANCEaap
and BALANCEpay. And with the release
of our newest product BALANCEaap
Web, it too will be added to the list of
one-on-one online classes being o ered.

As we have done for many years,

we will once again be o ering our
signature training class, Fundamentals
of A rmative Action Planning. In
addition to o ering this two-day class
in our Maryland headquarters, we will
0 er a more concise one-day version in
San Diego on April 20 and in Boston in
October. To register now for our sunny
California training, visit: htp://www.
berkshireassociates.com/training/
register/selectclass.aspx.

New to the Berkshire lineup of training
options is our Group Online Training
for BALANCEaap and BALANCEaap
Web. Group Online training is a hybrid
of our public and online classes. They
are regularly scheduled classes with a
set date and time open to the public,
but they are o ered online so no travel
is required. The Group Online training
is specifically designed and ideal for
knowledgeable, experienced a rmative
action professionals who are either new
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New!
Group Online Training

to the BALANCEaap sofware, or simply
need a refresher. Classes will begin in
April.

Although traditional economic
indicators tell us the country is

no longer in a recession, we know
corporate budgets are still feeling the
squeeze. This does not relieve the need
for training. To get the training you
need at a price you can a ord, keep our
Travel Free Training option in mind.
This o ering utilizes our Self-Paced
Online Fundamentals of A rmative
Action Planning coupled with the
One-on-One Online BALANCEaap and
BALANCEaap Web Training. And, if you
need help completing your plan, take
advantage of the One-on-One Online
AAP Workshop sessions.

If you haven’t done so already, add
www.berkshireassociates.com to your
Internet favorites list. Doing so will
help you stay aware of Berkshire’s
upcoming webinars. As news breaks
within the world of a rmative action
compliance, we will update you with
webinars throughout the year. Keep
your eyes open for these and other
popular training events. Also, visit
www.berkshireassociates.com/training/
hrtraining.aspx to find out more about
our training options.

We look forward to seeing you at
Berkshire—or online—in 2010.

Fundamentals of Affirmative Action:
March 23-24 « May 25-26

BALANCEaap Software Training:
March 25 = May 27

Affirmative Action Plan Workshop:
(software purchase and training

are required)

March 26 =« May 28

AAP Boot Camp:
(register for four days in a row for the above

three classes and save $170)
March 23-26

For more information, or to register
online, visit: www.berkshireassociates.
com/training or call 800.882.8904.

Berkshire’s Upcoming Training:

Fundamentals of Affirmative
Action Planning

San Diego, California

April 20, 2010

9:00 a.m. - 5:00 p.m.

Berkshire’s signature Fundamentals of
A rmative Action planning class is
heading to California! You get 100% of
the same great class—now at a location
most suitable to you.

Topics:
= Overview of AA and all Reports

= Analyzing your Workforce and
Personnel Actions

= Developing Applicant Flow Log
using the OFCCP Definition of
an Applicant

= Creating a Writen AAP

= Calculating Availability and
Seting Goals

e OFCCP Audit Process

Register now!

Call 800.882.8904 or visit:
htp://www.berkshireassociates.com/
training/faap.aspx.
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Smart Choice.
SmART Solution.

A whole new level of ApplicANT MANAGEMENT

BALANCEtrak takes on a whole new level of Applicant Management designed to satisfy anyone’s
recruitment style. Coming this Spring, BALANCEtrak was built on feedback from HR
professionals, making it the smart choice for a job as important as finding the right candidate.

e Workflow automation e Import from job boards
* Manage requisitions = Create career site
e OFCCP & EEO compliance e Unlimited users

Coming Spring 2010!

Contact us at 800.882.8904 or bai@berkshireassociates.com

Stay One Step Ahead

of the HR Profession!

To keep receiving BALANCEview, the HR Newsleter
from the Workforce BALANCE experts, sign up
for your FREE subscription.

Visit www.getbalanceview.com
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