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INTRODUCTION 

 

1.1 Overview of Headway Video Interviewing Process 

Headway has incorporated new technology solutions to streamline current recruitment and 
interviewing processes.  The advantage of this technology is the allowance for live interaction between 
a candidate and Hiring Manager, providing the ability to record and review all video interviews. Video 
interviewing is intended as an alternative to an in-person interview, particularly in situations where a 
face-to-face interview would be difficult to conduct for any reason, including time or financial 
constraints. 

 

1.2 HireVue 

HireVue is a 100% web-based video interview platform that has been used by hundreds of employers, 
staffing firms, universities, and workforce agencies since 2004. HireVue offers both pre-recorded and 
live interview capabilities allowing Hiring Managers to reduce remote hiring costs and facilitate 
candidate feedback early in the hiring process, hopefully leading to better candidate matches. HireVue 
makes the live video interview process seamless. As long as the Hiring Manager and candidate have 
access to the internet and a web camera, they are able to select a link that is sent via email and taken 
to a virtual interview room to conduct an interview in real time.  

The live video interview interface also allows Hiring Managers to set up their own video interviews, 
record live video interviews and share documents with candidates during the interview. When an 
interview is completed, other Hiring Managers or Supervisors are able to review the recorded 
interview. 

HireVue works with over 600 customers globally, including leading brands such as Vodafone, Nike, 
Intel, Tiffany & Co., Honeywell, Qantas, Carnival Cruise Line, and 40% of Fortune’s Most Admired. They 
were also named among the top 10 “Most Promising Companies” in America by Forbes and is a five-
time winner of “Top HR Product of the Year” by HR Executive Magazine.  
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LIVE VIDEO INTERVIEW PROCESS 

During the Headway and RTI project recruitment kick-off meeting, a decision will be made regarding 
the option of a live video interview between the Hiring Manager and candidate. Headway and RTI 
Project Management will determine, based on recruitment needs and timeline, whether a live 
interview will be incorporated as part of the interview process. 

The live video interview should be used as a solution to reduce costs associated with in-person 
interviews. This option should be considered by projects to take the place of an in-person interview 
prior to a hiring decision being made. The live video interview also allows for hiring decisions to be 
made earlier in the recruitment process as opposed to waiting until a group of in-person interviews can 
be scheduled. 

Headway recommends that the live video interview be conducted with the candidate by the Hiring 
Manager after the candidate has been submitted by the Headway CORE recruitment department and 
after the Hiring Manager has completed an in-depth phone interview. In some instances, the live video 
interview could also be used to take the place of the in-depth phone interview. 

In previous years, the live video interviews were set up by a Headway CORE Recruiter. With HireVue, 
Hiring Managers will now be scheduling and facilitating all interviews.  

 

2.1 Scheduling a Video Interview 

Once a candidate is submitted by CORE through the applicant tracking system, the Hiring Manager 
should review the candidate’s qualifications and either disqualify the candidate or move forward by 
scheduling an in-depth phone interview. Once the in-depth phone interview has been completed, the 
Hiring Manager will decide to either disposition the candidate or move them forward to the next step 
of the process, conducting a video interview.  

After the Hiring Manger speaks to the candidate and decides to proceed, the Hiring Manager should 
verbally determine a time and date to conduct the video interview. At this time, the Hiring Manager 
should also confirm the candidate has access to a computer with a web-cam or smart phone with a 
forward-facing camera to take the interview. HireVue is compatible with all computer and mobile 
platforms, including (but not limited to) Apple and Android operating systems. The Hiring Manager 
should notify the candidate the interview will last approximately thirty minutes to one hour. 
Previously, Hiring Managers were updating the candidate’s status to “Client-Video Interview 
Requested” and provided a date, time, and time zone for when the interview needed set up. Now, the 
Hiring Managers are setting up their own live video interviews and are not required to send this 
information to CORE, so there is no more set time frame for when an interview needs to be requested. 
Once a date and time has been confirmed, the Hiring Manager should: 

 Alert the candidate they will be receiving an email notification to join the video 
interview within 24 hours of setting up the interview(See Appendix A for email sample) 

 Alert the candidate an email invitation will come from the following email address: RTI 

International <interviews@hirevue.com> and to check their junk/spam folder if they do 
not see the invitation within 24 hours 
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 Change the candidate’s status in the applicant tracking system to “Client- Video 
Interview” 

 After the status is updated in the applicant tracking system (Taleo), Hiring Managers 

should go to the HireVue website: https://headwaywfs.hirevue.com/interviews/rti/ 

 Log In using your username (email address) and password 
o You will receive an email from HireVue to activate your username;  

 Once activated, you will log in at the top left-hand corner where it says, “Manager 
Login” 

 Click on the second tab labeled “Positions” 
o Under Open Positions, Click Field Interviewer – PROJECT NAME – Your Name 
o At the bottom of the right-hand side there is blue button labeled “Add”; Click 

Add 
o Type in the candidate’s first name, last name and email address 

 Adding a phone number and resume are optional 
o Make sure Manual Schedule has a blue line underneath; put in the date of your 

video interview, the time and the duration (If you go over the designated time 
frame, the interview will not end) 

o Press Save 
o You and the candidate will each receive an email automatically adding the 

interview to your calendars 

 

2.2 Rescheduling or Cancelling a Video Interview 

HireVue does not allow the option to reschedule a video interview. If a candidate or Hiring Manager 
needs to reschedule a video interview, the Hiring Manager will need to cancel the original appointment 
and set up a new video interview. Should the candidate or Hiring Manager need to cancel an interview, 
the Hiring Manager needs to log into HireVue and follow the steps outlined below: 

 Update the applicant tracking system with the appropriate candidate status (NCNS Client 
Interview, Candidate withdrew, etc.). 
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CONDUCTING A LIVE VIDEO INTERVIEW 

3.1 Joining the Video Interview 

Once the Hiring Manager adds the video interview in HireVue, an email and calendar invite are 
immediately sent to both their and the candidate’s email address. The email invitation contains two 
links: one to test system settings, titled “Test System Settings,” and another to join the live interview, 
titled “Start Video Interview.” 

 

3.2  Step by Step to Enter the Video Interview Room 

There are two ways Hiring Managers can access the link to conduct the video interview. The first way is 
through the meeting that was automatically saved to your calendar. The second is by logging back into 
HireVue. If you choose to access from your calendar, click on the calendar invite & scroll down to the 
two options provided: test your system before interviewing and start the interview. Click the link to 
start the video. 

If you choose to access through the HireVue website, go to the 
Positions tab, scroll down and find the candidate you are conducting 
the interview with, and click “Join Interview.” From here, the video interview will open up; click “Let’s 
Get Started.”  

 

The software asks permission to access your camera and 
microphone, then automatically checks your connection, 
camera, microphone, and speaker settings. For your speaker, 
the system asks if you heard the sound provided. If yes, click 
“Yes” and move forward. If no, test your sound settings. Once 
completed, click “Enter Interview Lobby” and you’re in the 
video interview. 
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3.3 Participating in the Live Video Interview 

Once a Hiring Manager enters the live video interview room, they will see themselves on the screen. 
There will be one of two phrases on your screen. If the candidate has already joined the interview, it 
will read, “Candidate Has Joined” and provide the option to Begin the Interview. If the candidate has 
not yet joined, you will see either “Waiting for candidate” or “Start without Candidate.” 

It’s important both the Hiring Manager and candidate have their volume and microphone turned up on 
their computer in order to communicate and is recommended both parties use headphones that plug 
into the computer to block out any background noise or static. 

The Hiring Manager has a tool bar on the right-hand side with various actions that can take place. 
Below you will find a detailed description of each feature available. The candidate will not have access 
to these features:  

 ALL Video Interviews are recorded: Once you begin a 
video interview, it provides a 5 second countdown 
before recording starts. From that moment on, the 
entire video is recorded 

 Disable Video for All Participants: the HM can disable 
the video for both parties until the candidate joins the 
interview and it will only share the audio provided 
during that time 

 Leave Interview: You can leave the video interview 
without having to reschedule; you are provided with 
the ability to join at a later time but it will immediately 
record without the countdown when you reenter 

 End Interview for All Participants: clicking this box will 
end the interview without the option to reenter; this 
will be the option you selected when the interview is 
completed 

 Candidate Profile: will show the candidates name and 
email address  

 Recommendation and Rating: You have the ability to 
recommend or rate the candidate you are interviewing 
here. By no means is this recommendation set in stone 
or a final hiring decision. This is also not a requirement. 

 Questions: The questions section can include specific 
questions or categories provided by the project to 
make sure all of the bases are covered during the video 
interview. This section will vary across projects. 
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HireVue does not provide the option of screen-sharing, so we have found an alternative method for 
Hiring Managers to share project-specific documents they would normally reference during a video 
interview if the project suggests to do so. Again, this step is project specific. 

If your project, uses this option: CORE will put 
all of the documents on a secure link that we 
will include in the instructions on your 
position templates in HireVue. Before joining 
the video interview, you will need to copy this 
link so you can paste it while in the live video 
interview. 

You’ll notice in the lower right-hand corner of 
your screen, there is a small, white box 
labeled, “Group Chat.” For the candidate to 
access these documents, you will need to copy the link here and press enter. Once you press enter, the 
candidate will receive the link and you will also be able to access it. To open it, you click the link and it 
will download a Word Document and once it’s finished downloading, you click open and all of 
documents appear in one file.  

Because this step is project based, if you have more specific questions, please reach out to Katie 
Jantzi at cjantzi@headwaycorp.com or Shawnita Mays at smays@headwaycorp.com. 

 

SHARING RECORDED VIDEO INTERVIEWS 

HireVue automatically records all video interviews. This feature allows Hiring Managers to review 
recoded video interviews at a later date. Since all Hiring Managers are on a Supervisor’s team, the 
Supervisor will also be able to view the recorded video interviews simply by logging in to their account. 

Locating a Recorded Interview 

To locate the recorded video interview, the Hiring Manager (or Supervisor) needs to go into their 
HireVue account, go to the Positions Tab and scroll down. Once you see the list of active candidates, 
you will find the candidate’s name whose video you want to review. 

Reviewing a Recorded Interview 

In order to view the video, you need to 
select the play button next to the 
candidate’s name under actions.  

Sharing a Recorded Interview 

All Supervisors are added to Hiring Manager’s positions that are set up by CORE in HireVue. When a 
video interview is completed, an email will be sent to both the Hiring Manager and Supervisor letting 
them know that an interview has been completed and that they are able to review/evaluate the 
interview. 

mailto:cjantzi@headwaycorp.com
mailto:smays@headwaycorp.com
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When we use the term evaluate, Hiring Managers and Supervisors have the option to rate their 
candidates based on the answers provided during the interview. This is not a requirement and this is 
does not equate to a final hiring decision. 

The ability to rate or evaluate candidates is something we have not had in the past so we wanted to 
make sure Hiring Managers knew it is an option that is now provided. 

 

TECHNICAL SUPPORT 

Contact Information 

The Hiring Manager can contact HireVue through three different avenues: Live Chat, their email 
address or their Toll Free Number.  

To contact HireVue through Live Chat, Hiring Managers will need to go 
to the top right hand of their page and select the icon with the question 
mark in the middle. Which will bring up 
the HireVue Community, click here. 

It will open to a new page that says, 
Welcome to Our HireVue Community. The 
first time you refer to the community, you 
will need to set up a username (a full email address is not required here). After you enter a username, 
scroll to the bottom of the page. Right before the grey section that includes products, resources and 
contact, you will see the tool bar provided:  

 

 

 

 

After your click Live Chat, it will open a new window with the ability 
to chat with a live representative. Here you will be able to ask 
questions and get quick responses. 
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TROUBLESHOOTING 

Bandwidth Issues 

HireVue uses a lot of bandwidth while running. Try disconnecting all other devices, such as your phone 
or personal computer, from Wi-Fi prior to and during the video interview. 

Be sure to log in 15-20 minutes before the interview to make sure all technical program aspects are 
working correctly. 

Note: per HireVue, the program works best when using Google Chrome. 

Audio Quality 

Per the HireVue website, if you do not hear yourself when reviewing a practice question you recorded, 
follow the steps below to troubleshoot the issue: 

1. Locate the speaker icon typically found in the bottom-right corner of your computer screen. 
2. Right-click on the icon, and select Open Volume Mixer. 
3. Find your browser in the list of applications. Using the slider, turn the volume up for your 

Internet Browser. 
4. After you have followed the above steps, record another practice question, and retest the 

audio. 
5. If audio issues continue, restart HireVue or your computer and record another practice 

question. 

Since sound volume and quality can be an issue when using laptop speakers, try using headphones 
during the interview. 

Screen-Sharing Issues 

Unfortunately, HireVue does not provide the option to screen-share, so you’ll have to simultaneously 
review video interview documents with candidates on separate screens. Remember, before you join 
your video interview, you need to copy the video interview materials document link. The link is 
provided below, and is also found under Instructions in the Manual Schedule section when you’re 
scheduling a video and adding a candidate.  
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Video Interview Materials Link: 
https://info.headwayinresearch.com/hubfs/documents/recruitment/projects/nsduh/NSDUH%20Docu
ments%20for%20Video%20Interviewer.docx 

When you have the link copied and you’re ready to complete your video interview, there is a specific 
place to paste it. Once you log into your video interview, whether you’re waiting for the candidate to 
join (similar to below) or your candidate is already there, there is a small Group Chat button in the 
bottom right-hand corner. When ready, right click that button to open the chat window. Where it says, 
“Type your message and press return”, paste the link and send either at the beginning of your 
interview or when you’re ready to go through the attachments. 

 

 

 

 

 

 

 

 

HireVue 24/7 Support 

If you find yourself in a situation where you cannot fix a problem, you can contact HireVue’s 24/7 
online support group at: http://hirevue.force.com/ContactHireVueSupport?lang=en_US 

 

 

 

 

 

 

 

 

 

https://info.headwayinresearch.com/hubfs/documents/recruitment/projects/nsduh/NSDUH%20Documents%20for%20Video%20Interviewer.docx
https://info.headwayinresearch.com/hubfs/documents/recruitment/projects/nsduh/NSDUH%20Documents%20for%20Video%20Interviewer.docx
http://hirevue.force.com/ContactHireVueSupport?lang=en_US
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Appendix A: Candidate Email Invitation Sample 

 

 

 

INTERVIEW WITH [RTI INTERNATIONAL] 

You got the interview! [RTI INTERNATIONAL] would like you to 

participate in a live digital video interview, which will be recorded.  

POSITION: [Position Title] 

WHEN: April 19, 2017 from 8:57 to 9:57 PM, UTC (Coordinated 

Universal Time) 

If you have questions, please contact: 

[POC Name]: [POC Email] [POC Phone]  

1. TEST YOUR SYSTEM BEFORE INTERVIEWING  

2. READ TIPS FOR A SUCCESSFUL INTERVIEW  

3. START INTERVIEW SETUP  

[Instructions] 

Feel free to enter the Interview Room at any time before your 

scheduled time to check your audio and video settings. 

mailto:[POC%20Email]
https://app.hirevue.com/preview/custom-content/emails/interview_invite_live.html/%5bEquipment%20Test%20Link%5d
https://app.hirevue.com/preview/custom-content/emails/interview_invite_live.html/%5bLearn%20More%20Link%5d
https://app.hirevue.com/preview/custom-content/emails/interview_invite_live.html/%5bInterview%20Link%5d

