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Key Resources for Posts 
 
Posts may choose to interview a select number of applicants through VidCruiter, an optional virtual 
interviewing platform, as part of the 2023 Mandela Washington Fellowship selection process.  This 
how-to guide provides an overview of VidCruiter and explains how to access the platform to interview 
applicants. 
 
Posts will also have access to several different resources to guide you in your use of VidCruiter 
including:  
 

• VidCruiter Communications Guide for Posts – Provides sample email language for 
communicating with applicants about completing pre-recorded interviews, scheduling live 
virtual interviews, and more.  
 

• VidCruiter Demo Videos – Short training videos that demonstrate several of the key features 
in VidCruiter, including: 

o Inviting Applicants to Complete Pre-Recorded Interviews 
o Assigning Raters and Reviewing Interviews 
o Scheduling Live Interviews 
o Exporting Interview Ratings 

 
• Post Recruitment Presentation – On October 25, IREX will provide an overview of the 

resources (including VidCruiter) available to Posts and the selection processes for the 2023 
Fellowship.  
 

• Office Hours with IREX – IREX will be hosting biweekly office hours beginning in October, 
where Posts can ask questions about navigating the platform, inviting applicants to complete 
interviews, and more.  Use this Zoom link to join the live session; dates and times are listed 
below. 

o October 12 from 9:00 am – 10:00 am ET  
o November 9 from 9:00 am – 10:00 am ET  
o November 23 from 9:00 am – 10:00 am ET 
o December 7 from 9:00 am – 10:00 am ET  

 
If your Post did not indicate an interest in using VidCruiter in the Post Recruitment and Selection 
Questionnaire, but would now like to leverage the platform, please email MWFellowship@irex.org 
prior to December 1, 2022.   
   

  

https://mwfellows.info/3m4duMj
https://mwfellows.info/3fGo1wF
https://mwfellows.info/3fGeW78
https://mwfellows.info/3rvLnYu
https://mwfellows.info/3VecZiD
https://irexorg.zoom.us/j/83153052309?pwd=cHh5M0gxaDVHT2FENTJQSXlRdHJSUT09
mailto:MWFellowship@irex.org
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About VidCruiter 
 
VidCruiter is a selection tool for Posts that allows selected applicants to record themselves 
responding to pre-determined interview questions or to participate in a real-time virtual interview.  
Note that VidCruiter is an optional selection tool; it is not required that your Post use the platform.  
Additionally, your Post will not be able to use VidCruiter with all applicants from your country.  It is 
recommended that you use it as a screening tool before inviting applicants for an official interview.     
  

• Pre-Recorded Interviews: In pre-recorded interviews, applicants record their responses to 
pre-determined questions chosen by Post.  Applicants will see the question, have a short time 
to prepare to respond, and then the recording will begin.  Posts can use the pre-recorded 
interview to conduct English assessments or pre-screen applicants before an official 
interview.  Pre-recorded interviews cannot be used as the only Fellowship interview for 
applicants.  For pre-recorded interviews, Post will send each invited applicant a link to 
complete the interview on their own time and by a specified deadline.  Once the applicant has 
completed the interview, Post will be able to review and rate the applicant directly in the 
VidCruiter platform.   
 

• Live Interviews: In live interviews, Posts meet with applicants online at a mutually 
convenient time using the VidCruiter platform.  Live interviews are similar to meetings on 
virtual platforms such as Zoom or Skype; however, VidCruiter enhances this interview with 
standardized questions and rating guides that appear directly within the platform.  Live virtual 
interviews should only be used in extenuating circumstances when Post is unable to conduct 
an in-person interview, such as in the case of major health and security concerns.  For live 
interviews on the VidCruiter platform, Post will first confirm the interview time with the 
applicant via email.  Once the interview time has been confirmed, Post will schedule the 
interview in VidCruiter and generate a unique link to send to the applicant and interviewer(s), 
similar to a Zoom link.  At the time of the interview, the applicant and interviewer(s) will be 
able to join the interview via their unique link.  During the interview, the interviewer(s) will be 
able to review and rate the applicant directly in the VidCruiter platform.   

 
With VidCruiter, interviews can be completed on any device, including mobile devices, and applicants 
can complete pre-recorded interviews in segments, providing flexibility for those with unstable 
connections or limited bandwidth.  Users can also adjust their resolution to optimize the video’s 
quality to further account for connection issues they may encounter during the video interview.  
  
Note that in-person interviews remain essential to the Fellowship selection process and are 
enriching experiences for both the Post and applicant.  Virtual interviews should only be used to 
narrow your applicant pool or for applicants with extenuating circumstances.  Posts should not 
plan on replacing in-person interviews with virtual interviews to the extent possible.   
If you have questions or concerns about your Post’s ability to conduct in-person interviews, please 
contact Natalie Spencer at SpencerNR@state.gov.  
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Post User Request Form 
 
In the Post Recruitment and Selection Questionnaire, your Post provided information on your 
VidCruiter interview format (i.e., pre-recorded and/or live interviews), questions, and users who 
require access to the platform.  If, at any point, your Post requires additional users to be added to your 
VidCruiter account, please complete the Post User Request Form.  IREX will process new user requests 
on a weekly basis through January 2023.  IREX will send users their VidCruiter account information 
from the MWFellowship@irex.org email address.    
 
User Types 
 
There are two types of user roles in VidCruiter: regular users and rating only users.  As mentioned 
above, Posts identified which users require access to VidCruiter and specified their user type in the 
Post Recruitment and Selection Questionnaire.  Additional users can be requested by completing the 
Post User Request Form.   
 
Regular users have access to VidCruiter’s full functionality, including scheduling, attending, and 
rating interviews.  Posts should request this user type for individuals who will be directly 
responsible for managing the interview process and/or individuals who will be attending live 
interviews.  For example, Post staff who will be scheduling applicant interviews and reviewing pre-
recorded interviews. 

 
Rating only users have partial access to VidCruiter, including the ability to rate the pre-recorded 
interviews they have been assigned to by a regular user.  Posts should request this user type for any 
individual who will need to rate pre-recorded interviews but will not be involved in the 
administration of VidCruiter at Post or attending live interviews.  For example, colleagues from across 
the mission who may be part of the overall Post selection committee.  
 
IREX understands that Posts may occasionally need to invite other individuals (i.e., non-Post staff) to 
sit in on live interviews – for example, an interpreter for an applicant who is deaf.  It is recommended 
that individuals who need to attend but do not need to rate interviews attend as guests.  More 
information on how to invite guests to live interviews can be found in the “Live Interview Timeline” 
section. 
 
Refer to the chart below for more information on the permissions for each user type. 
 

 Regular Rating Only Guest 

 
Inviting 
Applicants to 
Complete Pre-
Recorded 
Interviews 

 
 Can invite applicants 

to complete a pre-
recorded interview 
directly within 
VidCruiter. 

 
 Cannot invite 

applicants to 
complete a pre-
recorded interview. 

 
 Cannot invite 

applicants to 
complete a pre-
recorded interview. 

https://www.surveygizmo.com/s3/6971013/Post-User-Request-Form
https://www.surveygizmo.com/s3/6971013/Post-User-Request-Form
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Scheduling Live 
Interviews 

 
 Can schedule live 

interviews. 
 Can invite other 

regular users and 
guests to the 
interview. 
 
 
 

 
 Cannot schedule live 

interviews. 
 Cannot invite other 

users or guests to the 
interview. 

 
 Cannot schedule live 

interviews. 
 Cannot invite other 

users or guests to the 
interview. 

 
Attending Live 
Interviews 
 

 
 Can attend live 

interviews they 
schedule for 
themselves or that 
they are invited to. 
 

 
 Cannot attend live 

interviews unless 
invited as a guest. 
 

 
 Cannot attend live 

interviews unless 
invited. 

 
Rating Pre-
Recorded 
Interviews 
 

 
 Can rate any pre-

recorded interview. 

 
 Can only rate pre-

recorded interviews to 
which they have been 
assigned by a regular 
user. 
 

 
 Cannot rate pre-

recorded interviews. 

 
Rating Live 
Interviews 
 

 
 Can rate any live 

interview that they 
attend. 
 

 
 Cannot rate live 

interviews. 

 
 Cannot rate live 

interviews. 

 
Requesting 
Access 

 
Complete the Post User 
Request Form or email 
MWFellowship@irex.org 
to request access. 
 

 
Complete the Post User 
Request Form or email 
MWFellowship@irex.org 
to request access. 

 
Invited by regular users 
directly in VidCruiter. 

 
Ratings System 
 
Both pre-recorded and live interviews in VidCruiter will be scored using a standardized rating system 
that correlates to the application scoring rubric, the interview evaluation sheet, and the English 
Language Proficiency Scale.  The response to each question should be rated on a scale of 1 to 5, with 1 
being non-competitive and 5 being exceptional.   
 

https://www.surveygizmo.com/s3/6971013/Post-User-Request-Form
https://www.surveygizmo.com/s3/6971013/Post-User-Request-Form
mailto:MWFellowship@irex.org
https://www.surveygizmo.com/s3/6971013/Post-User-Request-Form
https://www.surveygizmo.com/s3/6971013/Post-User-Request-Form
mailto:MWFellowship@irex.org
https://www.mandelawashingtonfellowship.org/wp-content/uploads/2022/09/2023-Reader-Rubric.pdf
https://www.mandelawashingtonfellowship.org/wp-content/uploads/2022/09/2023-Interview-Evaluation-Sheet.pdf
https://www.mandelawashingtonfellowship.org/wp-content/uploads/2022/09/2023-English-Language-Proficiency-Scale.pdf
https://www.mandelawashingtonfellowship.org/wp-content/uploads/2022/09/2023-English-Language-Proficiency-Scale.pdf
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• 1 – Non-Competitive 
• 2 – Poor  
• 3 – Fair 
• 4 – Strong 
• 5 – Exceptional  

 
All virtual interviews will include an additional question to verify the applicant’s identity.  Posts will 
also be required to respond to questions confirming the applicant’s identity, including the name on 
their passport, date of birth, and citizenship.  More information on the eligibility requirements and 
verifying applicant information can be found in the Post Selection Handbook.   
 
Posts will also be able to add overall interview comments after providing ratings for each of the 
questions.  More information about how to review and rate interview questions can be found in the 
step-by-step guide for each interview type. 
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Accessing VidCruiter 
 
To access VidCruiter, you will need to login at mwfellowship.hiringplatform.com/login using your 
VidCruiter credentials.  These credentials will be provided to you in early October 2022.  
 
All users who will be scheduling, attending, or rating interviews will require VidCruiter credentials; 
more information on the user types can be found in the “User Types” section above.  If your Post  
would like to add additional users, please complete the Post User Request Form or email 
MWFellowship@irex.org.  
 
To reset your password at any time, select “Forgot your password?” and follow the prompts.  

 

 
 
 
 

  

https://mwfellowship.hiringplatform.com/login
https://www.surveygizmo.com/s3/6971013/Post-User-Request-Form
mailto:MWFellowship@irex.org
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Once you have logged in, you will be taken to the VidCruiter homepage.  From this homepage, you will 
see the following options across the top of the page: 
 

• Positions – A page with your interviews.  In the VidCruiter platform, “positions” is 
synonymous with interviews.  This page will include your pre-recorded interview and/or live 
interview, depending on your Post’s preference as noted in the Post Recruitment and Selection 
Questionnaire. 

o You will only have access to your Post’s interviews and will not see interviews for other 
Posts or applicants.  

o Each interview will have a standard naming convention that reads “[Post Name] – 
[Pre-Recorded or Live] Interview for the Mandela Washington Fellowship.” 

 
• Applicants – A page with your applicant(s) for each of your interview(s). 

 
• Ratings – A page with your ratings from each of your interview(s).  

 
More information about these pages can be found in the step-by-step guide for both pre-recorded and 
live interviews below.  
 

 
 

Your homepage will also show a dashboard with the number of applicants who have started the 
interview process over the past week.  
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Conducting Pre-Recorded Interviews in VidCruiter 
 
For pre-recorded interviews, Post will send each invited applicant a link to complete the interview on 
their own time and by a specified deadline.  Once the applicant has completed the interview, Post will 
be able to review and rate the applicant directly in the VidCruiter platform.   
 
Note that in-person interviews remain essential to the Fellowship selection process and are 
enriching experiences for both the Post and applicant.  Virtual interviews should only be used to 
narrow your applicant pool or for applicants with extenuating circumstances.   
 
When deciding if your Post will use VidCruiter as part of your selection process, remember that pre-
recorded interviews should be used solely as a screening tool to narrow your applicant pool and 
cannot be used as the only Fellowship interview for applicants.   
 
Pre-Recorded Interview Structure 
 
You indicated the number and content of questions as part of your responses to the Post Recruitment 
and Selection Questionnaire.  In addition to the five to ten questions selected by Post, all pre-
recorded interviews will include an additional required question to verify the applicant’s identity.  For 
pre-recorded interviews, the first question will be the following: 
 

“Hold the photo page of your passport or other government-issued identification up to 
the camera for at least 10 full seconds to allow reviewers to read the details on the 
document.  After you have finished, please read the following details from the 
identification: full name, date of birth (including day, month, and year), and country that 
issued the identification.” 

 
It is also highly recommended that Post request a copy of this documentation from the applicant via 
email or other means as part of the application screening. 

 
Applicants will have two minutes to answer each of the questions in the pre-recorded interview.  They 
will also have up to three attempts to answer each of the questions.  For example, if there is 
background noise during one of the applicant’s responses, they can choose to re-record their answer.  
Prior to recording their responses to the interview questions, the applicant will be able to test their 
equipment and complete a required practice question.   
 
Within the pre-recorded interview set-up, there will be additional options for applicants who require 
accommodations to complete their interview.  There will be a question at the beginning of the 
interview that asks the applicant if they require accommodations. 

• For applicants who indicate that they are deaf or hard of hearing, the amount of time the 
applicant has to answer the question will be extended.  There will also be an accompanying 
text box that allows the applicant to type/transcribe the answer to the question in addition to 
signing their response.  
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• For applicants who indicate that they are blind or low vision, the amount of time the applicant 
has to answer the question will be extended to account for screen reader software.  

• For applicants who indicate that they need other accommodations, the applicant will be 
instructed to contact Post directly. 

 
Posts are encouraged to also follow up with any applicants requiring accommodations to ensure they 
have the resources needed (e.g., interpretation support, etc.) to successfully complete their interview.  
If a candidate requires accommodations, it is incumbent on Posts to grant accommodations as 
needed. 
  
Pre-Recorded Interview Timeline 
 
Step 1: Post Invites Applicant to Complete Interview 
 
Once you have identified an applicant that you would like to complete a pre-recorded interview, send 
the applicant a direct link to register for VidCruiter and complete the interview.  This email can be sent 
directly from your preferred email address.  Suggested language for sending the interview link can be 
found in the VidCruiter Communications Guide.   
 
  

https://mwfellows.info/3m4duMj
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To access the interview link, navigate to the “Positions” page and click on the pre-recorded interview 
to expand the details for that interview.  In the “Application Link” field, you will find the link to paste 
into the body of your email to the applicant.  You can also click the clipboard icon beside the interview 
link to copy the link to your clipboard; from there, you can paste the link into the body of your email.  
 

 
 
Note that the link is unique to your Post’s designated pre-recorded interview; however, the link can be 
used by multiple applicants to complete a pre-recorded interview.  It is recommended that you 
include language in your email to the applicant warning them against sharing the link with other 
individuals.  Recommended language can be found in the VidCruiter Communications Guide. 
 
If your Post determines that an applicant has shared the link and an uninvited individual has 
completed an interview that is appearing in your VidCruiter account, please email 
MWFellowship@irex.org to have the interview removed from your account.   
 
It is highly recommended that you give the applicant a deadline for completing the pre-recorded 
interview.  You will be able to see which applicants have completed the interview in real time through 
VidCruiter.  Additional details on viewing completed interviews can be found in Step 2: Applicant 
Completes Interview.  
 

https://mwfellows.info/3m4duMj
mailto:MWFellowship@irex.org
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Step 2: Applicant Completes Interview 
 
After you have sent the applicant the link to complete the pre-recorded interview, the applicant will 
complete the interview on their own time.  To view a list of the applicants who have submitted 
interviews, navigate to the “Applicants” page and select your Post’s designated pre-recorded 
interview from the drop-down menu.  
 

 
 
Across the top of the page, you will see several tabs that correlate to the applicant’s stage of interview: 

• Register for VidCruiter – Applicants in this tab have completed the first step of registering for 
VidCruiter but have not yet started to record their interview responses. 

• Interview without Accommodations – Applicants in this tab are currently completing this 
interview type.  

• Interview with Accommodations (Deaf or Hard of Hearing) – Applicants in this tab are 
currently completing this interview type. 

• Interview with Accommodations (Blind or Low Vision) – Applicants in this tab are currently 
completing this interview type. 

• Interview Complete – Applicants in this tab have fully completed the interview and are ready 
for rating. 

• Review and Scoring Complete – Applicants in this tab have had at least one complete rating 
submitted for them.   
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You can also navigate to these different tabs by selecting the drop-down menu on the left-hand side 
and selecting the applicable applicant stage. 
 

 
 
Step 3: Post Assigns Users to Rate Interview 
 
Once the applicant has completed their pre-recorded interview, Post users will be able to use 
VidCruiter to rate the applicant on each of their responses.   
 
When you are ready to begin rating applicants, a regular user will need to invite other Post users 
(regular and rating only) to provide ratings.  By inviting users to provide ratings, VidCruiter will 
automatically send an email to the user(s) providing instructions on how to access the platform and 
provide ratings. 
 
This step is important if your Post is having rating only users rate applicant interviews, as rating only 
users will not be able to view any applicant responses unless invited.  Regular users will be able to 
view and rate applicant responses without being invited; however, it is highly recommended that you 
also invite them to provide ratings to ensure they are notified that they can begin the ratings process.  
 
By inviting a user to provide ratings, that user will be able to see all applicants for that specific 
interview.  If you would like a user to only rate specific applicants, you will be able to specify that in 
the email invitation.  
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To invite a user to provide ratings, regular users should navigate to “Ratings” at the top of the screen 
and select your Post’s designated pre-recorded interview from the drop-down menu.  From there, 
select “Invite People to Rate.”  
 

 
 
In the “Which rating user(s) would you like to invite?” text box, start to type the name of all of the 
users (regular and rating only) that you would like to review and rate the interview.  When typing, you 
will be able to view all users from all Posts, so it is important that you ensure you have selected the 
correct user.   
 
Under “Applicants From,” make sure the “Interview Complete” and “Review and Scoring” boxes are 
checked (see below) and that all three “Applicant Steps” boxes are checked.  This will ensure the user 
is only able to view completed interviews.   
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When inviting users, you will also be able to include a custom message or update the default message.  
Since regular and rating only users will be able to view all completed interviews with this rating 
invitation, you may wish to note what specific applicants the user should be rating if they should only 
ratee certain interviews.   
 
For example, your Post may have 20 applicants complete pre-recorded interviews and designate two 
Post VidCruiter users to split the review of these interviews, with each user reviewing 10 interviews.  In 
this case, the two users would be able to view all 20 applicants in VidCruiter, so they would need to be 
told which 10 applicants they should rate.   
 
When you are ready, select “Submit” to send the invitation to the user(s).  
 

 
 
Once a regular user has assigned interviews to other users, the users will receive an email from 
MWFellowship@irex.org inviting them to log into their VidCruiter account and rate the applicant 
interviews.   
 
  

mailto:MWFellowship@irex.org
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Step 4: Users Review and Rate Interview 
 
The rating process will be similar for all users.  To rate the interview, navigate to the “Ratings” page 
and select the pre-recorded interview from the drop-down menu.    
 

 
 
Users can choose to rate by question or rate by applicant.  For example, users can choose to rate all 
answers to the identity verification question before proceeding to rate all answers to the first question 
or they can choose to review all answers from one applicant before moving to the next applicant.  
 
When rating by question, you will see a green checkmark next to each applicant you have reviewed 
and a red dash for applicants not yet reviewed.   
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When rating by applicant, you will see a green checkmark next to each question you have reviewed 
and a red dash for questions not yet reviewed.  
 

 
 
For each question, the user will watch the applicant’s response and then rate the response on a scale 
of 1 to 5.  More information about ratings can be found in “Ratings System” above.  For the identity 
verification question, the user will be required to answer three questions relating to the applicant’s 
passport/ID and identity.  Users will also be able to rate English proficiency and add overall interview 
comments after providing ratings for each of the questions.   
 
Once at least one user has completed the rating for the applicant, the applicant will automatically be 
moved into the “Review and Scoring Complete” tab on the “Applicants” page.  You will be able to view 
the applicant’s average rating on this page.  More information about exporting ratings can be found in 
“Viewing and Exporting Interview Ratings” below.  
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Conducting Live Interviews in VidCruiter 
 
For live interviews on the VidCruiter platform, Post will first confirm the interview time with the 
applicant via email.  Once the interview time has been confirmed, Post will schedule the interview in 
VidCruiter and generate a unique link to send to the applicant and interviewer(s), similar to a Zoom 
link.  At the time of the interview, the applicant and interviewer(s) will be able to join the interview via 
their unique link.  During the interview, the interviewers(s) will be able to review and rate the 
applicant directly in the VidCruiter platform.    
 
Note that in-person interviews remain essential to the Fellowship selection process and are 
enriching experiences for both the Post and applicant.  Virtual interviews should only be used to 
narrow your applicant pool or for applicants with extenuating circumstances.   
 
When deciding if your Post will use VidCruiter as part of your selection process, remember that live 
virtual interviews should only be used in extenuating circumstances where Post is unable to conduct 
an in-person interview, such as in the case of major health and security concerns. 
 
Live Interview Structure 
 
You indicated the number and content of questions as part of your responses to the Post Recruitment 
and Selection Questionnaire.  In addition to questions selected by Post, all virtual live interviews will 
include an additional required question to verify the applicant’s identity.  For live interviews, the first 
question will be the following: 
 
“Please hold the photo page of your passport or other government-issued identification up to 
the camera so that we can read the details on the identification.” 
 
The interviewer(s) will then review the details on the identification, confirming the applicant’s 
identity, date of birth (including day, month, and year), and country that issued the identification.  It is 
also highly recommended that Post request a copy of this documentation from the applicant via email 
or other means as part of the application screening. 
 
Post will be able to continue asking the additional interview questions and proceed with the interview 
at your own pace.  The interview questions will appear in a side panel during the interview, and users 
will be able to ask the questions and provide ratings in real-time.  
 
Posts are encouraged to also follow up with any applicants requiring accommodations to ensure they 
have the resources needed (e.g., interpretation support, etc.) to successfully complete their interview.  
If a candidate requires accommodations, it is incumbent on Post to grant accommodations as 
needed.   
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Live Interview Timeline 
 
Step 1: Post Confirms Interview Time   
 
Once you have identified an applicant that you would like to complete a live interview, reach out to 
the applicant via email to schedule a time to meet when all parties are available.  Suggested language 
can be found in the VidCruiter Communications Guide.  
 
Step 2: Post Schedules the Interview in VidCruiter  
 
After an interview time has been determined, you will need to register the applicant in VidCruiter and 
schedule the interview.  Navigate to the “Positions” page and click on the gear icon.  Select 
“Quick Entry” from the drop-down menu.   
 

 
 
  

https://mwfellows.info/3m4duMj
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This will open the VidCruiter registration window.  Type in the first name, last name, and email 
address for your applicant, and ensure “Schedule an Interview” is checked. 
 

 
 
After you register the applicant for VidCruiter, select “Submit Quick Entry.”  This will open a pop-up 
window where you can specify certain details of the interview, as follows: 
 

• When will this happen?  In this field, you will be able to input the confirmed interview date 
and time by selecting the calendar icon.  Keep in mind that the system default for the time 
zone is Eastern Time, so you will need to adjust this by selecting the correct time zone in the 
drop-down menu. 
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• Who will be interviewed?  This field will automatically include the name of the applicant that 
you will be interviewing.  
 

• How long will the interview be?  Select the interview length from the drop-down menu.  The 
interview can run over this scheduled amount of time without issue.  The interview length will 
be used to generate the calendar event included in the confirmation email.   

o Make sure “This will block the time slot from users’ availabilities on their Calendars” is 
not checked. 

 

 
 

• Who will interview this person?  Add the Post VidCruiter users that will be attending the 
interview.  Note that this section will only allow you to add users who are registered for 
VidCruiter as a regular user.  More information on user roles can be found in the “User Types” 
section above.  If you have additional users who require access to the platform, complete the 
Post User Request Form or email MWFellowship@irex.org.  

o You will also be able to select the “Lead Interviewer” by dragging the tag to the 
appropriate user.  There are no substantive differences between the lead interviewer 
and other designated interviewers within VidCruiter.  

 

 
 

• Add guests by typing in their email address.  If you have any individuals who will be 
participating in the interview who are not Post VidCruiter users and who will not be rating 
the applicant, include their email address(es) in this field.  For example, your Post may have 
an interpreter join an interview with an applicant who is deaf or hard of hearing.  More 
information on guests can be found in the “User Types” section above.   

 
Once you have specified these details, click “Submit.”  VidCruiter will automatically send a 
confirmation email from MWFellowship@irex.org to the applicant, the interviewers (i.e., Post users), 
and any guests with the interview time and link to join the interview.  This confirmation will include an 
Outlook calendar invitation that you may choose to add to your calendar.   
 
  

https://www.surveygizmo.com/s3/6971013/Post-User-Request-Form
mailto:MWFellowship@irex.org
mailto:MWFellowship@irex.org
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Rescheduling an Interview 
 
If the applicant or an interviewer needs to reschedule the interview, navigate to the “Applicants” tab 
at the top of the page in VidCruiter.  Select the gear icon to the right of the applicant whose 
interview you would like to reschedule.  
 
Select “Interviews” to visit the page with that applicant’s scheduled interviews.  
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This will take you to a page with this specific applicant’s scheduled interview.  Select the gear icon to 
the right of the applicant and select “Edit.”   
 

 
 
In the pop-up box, you can adjust the interview date and time as needed.  When you are finished 
updating the interview time, select “Submit.”  An updated email will be sent to the applicant, 
interviewer(s), and guests from MWFellowship@irex.org confirming the new interview time.  
 
Step 3: Post Conducts and Rates the Interview  
 
Joining the Interview 
 
On the day and at the time of the interview, the applicant, interviewers, and any guests will join the 
interview using the link included in the confirmation email.  
 
  

mailto:MWFellowship@irex.org
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Prior to joining the interview, you will have the opportunity to view a short, informational video about 
what to expect during the live interview.  It is not required that you watch this video in its entirety.  
You will also check the box accepting that you may be recorded during the interview.  For more 
information, see “Recording the Interview” below. 
 

 
 
Next, you will have the opportunity to complete a brief technology and equipment check.  You can 
select your video and audio sources and test your microphone to ensure your volume is correct.  
There is also an option to apply video effects, such as blurring your background or adding a 
background image. 
 

 
 
After completing the technology check, click “Join with these settings” to enter the virtual interview 
room.  On the right-hand side of the screen, you will be able to view a list of all attendees, including 
the applicant.  To invite additional external users to join the interview, click the “+” button and enter 
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their email address.  If you select “Rating Step Access,” the user will be able to provide ratings 
during the interview.  
 

 
 
Note that the applicant will not be able to enter the interview room until a Post user selects the green 
“Grant Access” button on the right-hand side.  
 

 
 
Once access has been granted, please allow up to five minutes for the applicant to watch the 
optional informational video, complete the technology check, and enter the interview.  
 
  



 
 

VidCruiter How-To Guide for Posts 
  Page 26 
 
 

 
 

Conducting the Interview 
 
Once the applicant has completed the technology check and entered the interview, you may proceed 
with the interview.  In the interview platform, you can do the following via the icons at the bottom of 
the screen: 

• Select the “Microphone” icon to mute or unmute yourself, change your audio options, or mute 
all other participants. 

o Note that applicants are also able to mute all other participants; please be prepared to 
unmute yourself if you are accidently muted.  

• Select the “Camera” icon to turn your webcam on or off or change your video options. 
o If applicants experience issues connecting or maintaining their video, Post may 

choose to recommend that the applicant turn off their video.  
• Select “Video Effects” to add background effects such as blurring your background or adding a 

background image. 
• Select the “Participants” icon to view a list of interview participants and mute all other 

participants. 
• Select the “Support” icon to contact VidCruiter Support.  We recommend selecting the “Live 

chat” feature to chat in real-time with their support team during the interview if needed. 
• Select the “Timer” feature to time answers to applicant questions, if desired. 

 

 
 
While conducting the live interview, Post users will be able to view the interview questions and ratings 
guide in real time within the VidCruiter video platform.  All users’ ratings are saved in real time, and 
the applicant’s ratings are automatically calculated across multiple raters.   
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To view the interview questions and input ratings, select “Rating Step” on the right-hand side of the 
screen.  This will open a separate panel directly within the interview platform where you can read the 
interview questions and provide ratings and comments. 
 

 
 

 
 
As you provide your ratings, you will be able to view the rating completion status at the top of the 
Ratings pane.  Once you have provided all ratings and questions, the completion percentage will 
change to 100% and turn green.  
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Recording the Interview 
 
If you would like to record parts of the interview, you can do so by navigating to the “Menu” icon on 
the right-hand side of the screen.  From there, you can select “Start Recording this Interview” to begin 
the recording.  
 

 
 
Note that applicants, interviewers, and guests will all have accepted that they may be recorded as 
part of joining the interview; however, Posts should inform all participants before a recording begins.  
 
Other Interview Features 
 
Aside from the menu, there are other interview features that Post may wish to use: 

• The “Chat” feature allows participants to send messages to all other participants (“Public”) or 
private messages to certain participants.  

• The “Notes” feature allows Post users and guests to write notes that are visible to other Post 
users and guests, but not to applicants.  These notes will also be saved alongside the ratings 
information in the applicant’s profile in VidCruiter.  

 
While each interview does contain dial-in information in the menu, we do not recommend sharing this 
with applicants or other interviewers.  The dial-in information is for a North American phone number.  
If applicants or interviewers are having trouble joining or conducting the interview in the VidCruiter 
platform, we recommend turning off the video cameras and contacting VidCruiter Support for 
technical troubleshooting assistance.  
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Ending the Interview 
 
Once the interview has concluded, one Post user will need to select “Leave the Interview” to conclude 
the interview.  You will be able to select “Leave the Interview,” in which you exit the interview but the 
interview does not end for other participants, or “End the Interview,” which ends the interview for all 
participants.  
 
We highly recommend that all interviewers input their ratings before leaving and ending the 
interview.  If users have not input their ratings before the interview is ended, they will have an 
additional opportunity to do so in VidCruiter.  For more information, see Step 4 below. 
 

 
 
If the interview is accidentally ended prematurely, a Post user can select “Reactivate the Interview” to 
restart the interview.  
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Step 4: Post Reviews Interview and Rating 
 
If a user is unable to finish rating the applicant before leaving and ending the interview, they can 
provide the ratings in VidCruiter after the interview is complete.  To rate the interview, navigate to the 
“Ratings” page and select the live interview from the drop-down menu.    
 

 
 
On the “Rate by Question” tab, you will see a list of all the applicants who have a live interview 
scheduled or completed.  Click the name of the applicant that you would like to provide ratings for; 
this will open that applicant’s rating sheet.   
 
For each interview question, the user will rate the applicant’s responses on a scale of 1 to 5.  If the 
interview was recorded, that recording will appear on this page.  More information about ratings can 
be found in “Ratings System” above.  For the identity verification question, the user will be required to 
answer three questions relating to the applicant’s passport/ID and identity.  Users will also be able to 
rate English proficiency and add overall interview comments after providing ratings for each of the 
questions.   
 
When providing ratings, you will see a green checkmark next to each applicant you have reviewed and 
a red dash for applicants not yet reviewed. 
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Once all interviewers and guests who were invited to rate the interview have completed the rating 
for the applicant, the applicant will automatically be moved into the “Review and Scoring Complete” 
tab on the “Applicants” page.  You will be able to view the applicant’s average rating on this page.  
More information about exporting ratings can be found in “Viewing and Exporting Interview Ratings” 
below. 
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Viewing and Exporting Interview Ratings  
 
As the interviews are completed and ratings are entered in VidCruiter, Posts will be able to review the 
ratings for all interviewed applicants directly in the VidCruiter platform and download an Excel 
spreadsheet with all their applicants’ interview scores.  
 
To view and export interview ratings, navigate to “Applicants” at the top of the page and select the 
interview for which you would like to review the rating results.  If your Post has multiple interviews 
(i.e., both pre-recorded and live), you will need to repeat these steps for each interview.  
 

 
 
Go to the “Review and Scoring Complete” tab, where you will find a list of all applicants who have 
completed their interviews and have been rated by at least one Post user (for pre-recorded interviews) 
or all users who attended the live interview.   
 

  
 
Check the box to select all applicants’ scores you would like to export, then select “Data Exports” and 
“Pre-Recorded Interview Data” or “Live Interview Data” (as applicable) from the drop-down menu.  
Your data export will be generated within five minutes.  While your report is being generated, you can 
navigate away from this page. 
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When the data export is ready to download, you will receive a red alert notification at the top 
of your screen.   
 

 
 
Select the red alert notification to open the drop-down notifications menu.  Click “Download” to open 
the Excel spreadsheet.   
 

 
 
When viewing the spreadsheet, you will see two tabs: “Applicants” and “Ratings.”  These two tabs are 
explained in more detail below.  
 
Applicants 
 
On the “Applicants” tab of your spreadsheet, you will find a list of all the applicants who have 
completed an interview.  It will also include the shareable profile link that can be circulated to other 
VidCruiter users to view the applicant’s profile.  Note that this link is not a public link; only 
VidCruiter users with an account can view the applicant profile.  Since this profile link includes 
personal identifiable information (PII) of the applicant (including name and email address), Posts 
should not share this link with external individuals.   
 
For pre-recorded interviews, the applicant’s profile link will include the following information: 

• Applicant name and email 
• Whether the applicant required accommodations to complete the interview 
• Recorded answers to all interview questions, including the identity verification question 

 
For live interviews, the applicant’s profile link will include the following information: 

• Applicant name and email 
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• Interview history, including interview date and time  
 
The “Overall Rating” column will include the average rating for the applicant.  This rating is 
automatically calculated by averaging all ratings across all interview questions.  
 

 
 
Posts may wish to incorporate the “Overall Rating” directly into the Post Slate Excel spreadsheet for 
live interviews.  For more information on the Post Slate Excel spreadsheet, please review this guide.  
 
The “Current Status” column should read “Review and Scoring Complete” for all applicants; this 
means that all raters have provided their scores.  If this column does not read “Review and Scoring 
Complete,” please either filter the other applicants out or regenerate the report. 
 
To regenerate the report with only applicants who have “Review and Scoring Complete,” navigate to 
“Applicants” at the top of the page and select the interview for which you would like to review the 
rating results.   
 

 
 
  

https://mwfellows.info/2023SlateSpreadsheet
https://mwfellows.info/2023SlateGuide
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Go to the “Review and Scoring Complete” tab, where you will find a list of all applicants who have 
completed their interviews and have been rated by at least one Post user.   
 

  
 
Once the new report has been exported and downloaded, you can proceed with reviewing the overall 
ratings for each applicant.  
 
Ratings 
 
On the “Ratings” tab of your spreadsheet, you will find a list of all applicants who have completed an 
interview.  Each applicant will have one line for each rater who has reviewed and scored the interview.  
For example, if you asked three different users to rate the interview, the applicant will have three 
separate lines in the spreadsheet.  The rater’s name will appear in column D.  
 
You can view the rater’s answers to the three questions related to the applicant identity verification 
question.  You can also review each rater’s scores and overall comments about the applicant.   
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Sorting the Export Spreadsheet 
 
By default, the spreadsheet will download in the order applicants completed their interviews.  You can 
sort this data using the “Sort” function in Excel.  For example, if you would like to sort applicants by a 
particular rater, click on the “Data” tab in Excel, select “Sort,” and select “Rater Name.” 
 

 
 
Averaging Scores 
 
When reviewing each rater’s scores, Posts may wish to find the average rating for each question and 
applicant.  For example, Posts may wish to find the applicant’s average English proficiency score from 
live interviews to incorporate it into the Post Slate Excel spreadsheet.  For more information on the 
Post Slate Excel spreadsheet, please review this guide.  
 
To find the average rating for each question and applicant, you can create a simple pivot table in the 
spreadsheet.  Instructions and screenshots for how to create a pivot table are included below; 
however, please note that your version of Excel may appear slightly different from these screenshots.  
 
  

https://mwfellows.info/2023SlateSpreadsheet
https://mwfellows.info/2023SlateGuide
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To add a pivot table, click on the “Insert” tab in Excel and select “PivotTable.” 
 

 
 
In the “Create PivotTable” window, select the range for your data.  The range should include the 
headers and data, so it is recommended that you select all columns with data.  For example, in the 
screenshot below, columns A through K are selected. 
 
In “Choose where you want the PivotTable to be placed,” select any cell outside of your range of data.  
For example, in the screenshot below, cell A11 is selected.   
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Click “OK” and Excel will create the pivot table in the specified cell and open the “PivotTable Fields” 
menu on the right-hand side of the screen. 
 

 
 
To find the average rating for each question for each applicant, you will need to add the appropriate 
pivot table fields.  To start, click and drag the identifier for each applicant (i.e., how to tell which 
applicant the average scores belong to) to the “Rows” field.  In the screenshot below, “Applicant First 
Name” has been used as the identifier; however, you can use applicant last name or email instead.  
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From there, click and drag the questions for which you would like to see average scores to the 
“Values” field.  In the screenshot below, “Question 1,” “Question 2,” and “English Proficiency” have 
been selected. 
 

 
 
Excel will automatically insert the sum of the raters’ scores for each question for each applicant.  To 
find the average score, select the field from under the “Values” field and click “Value Field Settings.” 
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In the “Value Field Settings” pop-up box, select “Average” to convert the sums to averages.  Repeat 
this step with each question for which you would like to see the average rating.  
 

 
 
Your pivot table will now have the average score for each question for each applicant.  
 

 
 
If you would like to see the average overall interview score for each applicant, you can view this on 
the “Applicants” tab.  
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VidCruiter Best Practices 
 

• Posts should not replace all in-person interviews with virtual interviews.  In-person 
interviews remain essential to the Fellowship selection process.  Virtual interviews should only 
be used to narrow your applicant pool or for applicants with extenuating circumstances.  Pre-
recorded interviews cannot be used as the only Fellowship interview for applicants. 

 
• Proactively reach out to applicants with disabilities to confirm what accommodations are 

needed to successfully complete their interview. 
 

• Follow up with applicants requiring accommodations to ensure they have the resources 
needed (e.g., interpretation support, etc.) to successfully complete their interview.  
 

• For live virtual interviews, ensure all interviewers have input their ratings before leaving 
the interview.  While interviewers will have an additional opportunity after the interview to 
complete ratings, it is often easiest to do so during the interview.  
 

• Do not include Fellowship Alumni on your interview panels.  In past years, some Posts have 
received comments indicating that the inclusion of Fellowship Alumni interview panelists 
contributed to a perception of potential bias in selection decisions.  However, alumni from 
other USG programs may serve on interview panels.    
 

• Promote buy-in from the whole mission by asking various sections of the mission to take 
part in the interview and/or scoring process.  

 
• Provide all members of your Post selection committee with clear guidance on the 

Fellowship as well as Post priorities and selection materials.  This may include an overview of 
the Fellowship, the Reader Scoring Rubric, and the sample 
Post Slate Excel spreadsheet template, among other resources.   
 

• Contact VidCruiter Support for answers to common technical problems.  More information 
on how and when to reach out can be found in “Support and Troubleshooting” below. 
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Support and Troubleshooting 
 
Technical Errors in Pre-Recorded Interviews 
 
While most technical issues that applicants or Posts may experience while using VidCruiter can be 
addressed by VidCruiter Support, there may be an applicant who is unable to successfully complete a 
pre-recorded interview.  A possible issue is that, due to the applicant’s bandwidth and internet 
connection, the pre-recorded video does not successfully upload to the VidCruiter platform. 
 
If Post is reviewing a pre-recorded interview that is marked as complete, but no videos are appearing, 
we recommend asking the applicant to re-do the questions where the video is not appearing.  To ask 
an applicant to re-do the question, navigate to the “Applicants” page and select the applicant in 
question.  Select the gear icon  and “Invite applicant to re-do questions.”  From there, you can 
select which question(s) you would like the applicant to re-do.  
 

  
 
An automated message will be sent from the VidCruiter platform to the applicant with a link to re-do 
the specified interview questions.  It is also recommended that Post reach out to the applicant directly 
to inform them.  Sample email language can be found in the VidCruiter Communications Guide.  
 
If, after inviting the candidate to re-do their question, the video is still not working, please contact 
IREX at MWFellowship@irex.org to discuss alternative arrangements for the specific applicant.  
 

https://mwfellows.info/3m4duMj
mailto:MWFellowship@irex.org
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Support  
 
Posts will have access to several different resources to guide your use of VidCruiter, including this 
how-to guide, the VidCruiter Communications Guide, and demonstration videos.  These videos 
cover the following topics: 

• Inviting Applicants to Complete Pre-Recorded Interviews 
• Assigning Raters and Reviewing Interviews 
• Scheduling Live Interviews 
• Exporting Interview Ratings 

 
IREX will also be hosting biweekly office hours beginning in October where Posts can ask questions 
about navigating the platform, inviting applicants to complete interviews, and more.  Use this Zoom 
link to join the live session; dates and times are listed below. 

• October 12 from 9:00am – 10:00am ET  
• November 9 from 9:00 am – 10:00 am ET  
• November 23 from 9:00 am – 10:00 am ET 
• December 7 from 9:00 am – 10:00am ET  

 
Applicants will have access to a VidCruiter Guide for Applicants that will assist them with 
troubleshooting technical issues and walk them through the interview process.   
 
Applicants will also be able to reach out directly to VidCruiter Support for issues with their interviews 
in real time.  Note that IREX will redirect applicant questions received about interview status and 
logistics (e.g., time, rescheduling requests, etc.) back to Post.  
 
Both Posts and applicants will have access to VidCruiter Support to help resolve any technical issues 
that may be encountered.  There are two main ways in which Posts and applicants can contact 
VidCruiter Support: 

• Click on the green message icon found at the bottom of the VidCruiter platform to begin a live 
chat with a support agent; or 

• Email support@vidcruiter.com with questions. 
 

 
 
For non-technical questions about your VidCruiter account, such as adding new users or updating 
interview questions, IREX will be able to assist by emailing MWFellowship@irex.org.  
 

https://mwfellows.info/3m4duMj
https://mwfellows.info/3fGo1wF
https://mwfellows.info/3fGeW78
https://mwfellows.info/3rvLnYu
https://mwfellows.info/3VecZiD
https://irexorg.zoom.us/j/83153052309?pwd=cHh5M0gxaDVHT2FENTJQSXlRdHJSUT09
https://irexorg.zoom.us/j/83153052309?pwd=cHh5M0gxaDVHT2FENTJQSXlRdHJSUT09
https://mwfellows.info/3CTtmHA
mailto:support@vidcruiter.com
mailto:MWFellowship@irex.org
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Refer to the chart below for more information on who to contact for technical support, 
troubleshooting, and interview updates.  
 

 VidCruiter Tech Support IREX 

Updating Interview 
Questions 

X 

 
 Email MWFellowship@irex.org to 

request changes. 
 

Creating or Updating 
User Accounts X 

 
 Complete the  Post User Request 

Form. 
 

Questions about Pre-
Recorded Interviews 🗸🗸  X 

Questions about Live 
Interviews 🗸🗸 X 

Questions about How 
to Rate Applicants 🗸🗸 X 

Questions about 
Accommodation 
Support 

X 🗸🗸 

General Technical 
Support and 
Troubleshooting 

🗸🗸 X 

“Contact your account 
admin.” X 🗸🗸 

How to Contact 

 
Click on the green message icon 
found at the bottom of the VidCruiter 
platform to begin a live chat with a 
support agent or email 
support@vidcruiter.com with 
questions. 
 

 
Email MWFellowship@irex.org. 
 

 

mailto:MWFellowship@irex.org
https://www.surveygizmo.com/s3/6971013/Post-User-Request-Form
https://www.surveygizmo.com/s3/6971013/Post-User-Request-Form
mailto:support@vidcruiter.com
mailto:MWFellowship@irex.org
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