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Web-based 

Hiring Tool



PC Self-Service
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Targeting Local Districts for User Feedback



GOALS

SOLUTIONS 
FOR 
SCHOOLS

 Reduce manual processes (paper, emails, 
phone calls)

 Provide up-to-date candidate information

 Faster hiring for vacant positions
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PC Self Service

Run lists of eligible candidates without having 
to contact the central office

Invite eligible candidates to interview for a 
position

Submit online hiring requests

Automatic updates of eligibility lists



GOALS

SOLUTIONS 
FOR 
CANDIDATES

 Reduce manual processes (paper, emails, 
phone calls)

 Provide up-to-date candidate information

 Faster hiring for vacant positions
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PC Self Service

Direct electronic communication 
between schools and candidates

Candidates can accept or reject 
interviews electronically
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Log in with LAUSD Single Sign-On

Select PC Self-Service tab
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PC Self-Service will display the window below.  Using 
the dropdown arrow select the Job Class, Employment 
Type and Shift Preference.  All 3 must have a selection in 
order to generate a list.
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Viewing the Eligibility List:
The candidates in the first 3 ranks will appear in order by exam ranking 
with their contact information and work location if applicable. 
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Invite Candidates to Interview:

OPTION 1:  Select INVITE TO INTERVIEW to send an electronic 
notification to all candidates to contact the school to schedule 
an interview.

OPTION 2:  Select specific candidates from the list provided.  
Then click INVITE TO INTERVIEW.  

OPTION 3:  Call candidates
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“Note from Hiring Manager to Candidates” allows you as 
to include a brief note for the candidate that will be 
included on the candidate’s invitation to interview letter.  
(Example; parking instructions, name of person to report to, 
etc).  Select OK when done to close window.

Personalize a Note to the Candidates:
You can share important information about the interview process just before 
the invitations are emailed to the candidates.
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Invitation Confirmation and Follow-Up

Confirmation displayed of the number of 
invitations sent.

Email confirmation sent to Administrator and Classified Assignment Staff 
indicating school invited candidates to interview for a position.  Email 
confirmation includes an excel attachment with the names of the 
candidates selected to interview for reference.
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Email to the Candidate:
The candidate will receive an email with the school’s personalized note.
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Hire A Candidate:

1. Rerun 
Eligibility List

2. Select 
Candidate

3. Click “Hire a 
Candidate”
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Hiring a Candidate:

Email Confirmations:
• “Offer of Employment” sent to Administrator and 

Assignment Technician

• “Candidate Accepted/Declined Job Offer” sent to 
Administrator

• “Accepted Job Offer” sent to Candidate



Training Opportunities:
Video Modules
Handouts
Presentations

Classified Employment Services Branch (CESB) Contacts
Donna Barrow, Assistant Director
donna.barrow@lausd.net / (213) 241-7830

Technical Support:
Lorena Estrella (213) 241-5530
lorena.estrella@lausd.net

Talent Acquisition and Selection Branch (TASB) Contact
Jose Siu, Personnel Manager
jose.siu@lausd.net / (213) 241-3455

Evelyn Galdamez, Senior HR Specialist (213) 241-3455
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Thank you!


