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Beyond Manual Scheduling: 

How Shift Templates Transform 
Your Recruiting Process

2 0 1  L e v e l  Tr a i n i n g



About Me:

• April Wood

• Customer Success Training Specialist

• Over 10 years of experience in Training & 

HR for Staffing & Corporate Settings

• I have hiked to a glacier



The Agenda

1

2

4Manual shift scheduling challenges

Shift schedule templates solution

Use cases & benefits

3 Implementation steps

5 Quiz Time!

6 Q&A



The Daily Scheduling 
Challenge

• Lack of visibility into shift specifics 

across job postings and reports

• Multi-location shift complexity 

management

• Excessive time spent on manual 

shift data entry

• Client complaints about unclear 

shift details on invoices

• Recruiter focus diverted from 

candidate quality assessment



Human Error No Specific 

Location

Repetitive Data 

Entry

10+ minutes PER job order

Pain Points



Time to Fill

Vague schedules trigger 

extra conversations, 

unnecessarily delaying 

placement

Churn

Higher turnover from 

shift reality/expectation 

mismatch

Wasted Time

Recruiter time diverted 

from candidate quality 

and relationships

Dissatisfaction

Reduced client 

satisfaction from 

inconsistent coverage

Impact on Business



The Solution

Shift Schedule Templates enable you to create standardized shift information once, use it 

repeatedly across companies or job orders, eliminate manual data entry errors, and maintain 

consistent candidate communication.



Key Capabilities

System-level vs. 
company-level 

templates

The Game-Changing Impact 

Office-specific access 
controls

Complete shift 
information storage

Seamless sync 
between Bold and 

Back Office



System Setup

Before you can start creating templates, you'll need to ensure the Back Office sync is enabled. This 

is a one-time setup that your system administrator will handle:



Access

Before you can start creating templates, you'll need to ensure the users who will complete this have 

appropriate access



System-Level 
Templates

This allows your most 

frequently used shifts to be 

created for all clients and only 

unique shifts showing up for 

the client requiring it.



Company-Level 
Templates

This approach keeps your 

template library clean and 

organized, with only relevant 

shifts showing up for each 

client.



Adding Shifts to Jobs

Time saved: 
9+ minutes 

per job order



Shift Visibility in BOLD

In Bold, under the Shift Schedule section of the job details page



Shift Visibility in Back Office

In Back Office, under the More Info tab of the order details



Shift Visibility for Talent

User-controlled shift visibility—talent-facing only when needed!



Best Practices

ADDITIONAL TOOLS

Plan ahead for seasonal shifts
Create templates for seasonal shifts in advance

Consistent naming conventions
Use a consistent naming convention that makes 
templates easy to find

Include client name in company-level templates

Specific descriptions
Be specific in descriptions to help your team select 
the right template

Quarterly template reviews
Review and update templates quarterly to ensure 
accuracy

Avionté 24/7

Mobile framework for talent experiences



Use Cases & Benefits



Human Error No Specific 

Location

Repetitive Data 

Entry

10+ minutes per job order

Pain Points



Apply Template
Time saved: 9+ minutes 

per job order

< 1 minute per job order







In Back Office, Separate Invoices using ShiftName



Error Reduction

• Significant reduction in 

scheduling complaints

• Decrease in schedule-

related no-shows

• Near elimination of 

billing disputes



Consistent communication

Higher client satisfaction

Improved talent retention

Client & Talent Impact
The improvement in client and talent experience can be substantial:



Your Transformation



Measuring 
Success

1. Time spent creating job orders (before and after)

2. Error rates in scheduling communications

3. Candidate no-show percentages

4. Client satisfaction scores related to scheduling 

accuracy

5. Number of job orders managed per recruiter

We recommend establishing a baseline for these metrics 

before implementation and then measuring again at 30, 60, 

and 90 days post-implementation.



Implementation Timeline

Back Office sync & system 
templates

Begin using templates for new 
job orders

Company templates & training

Week 4-12

Measure results and refine 
templates as needed

Week 3

Week 2

Week 1



FAQs
• Break Hour Field Functionality Clarification 

• The break hour field is intended for paid break hours; the break hours in this area do NOT 

reduce the total working time calculated by Avionte when entered

• Only a total amount of paid break hours can be inserted at this time; no additional 

enhancements for this area are currently planned

• When entering break hours, the arrows to add break hours in the field are at 1 hour increments; 

however, you can enter decimals to indicate break times shorter than 1 hr (15 min = .25 hrs, 30 

min = .5 hrs)

• Shift Name is visible in the following locations: 

• Shift Schedule widget of the Job Details Screen

• More Info Tab of the Order Details Sub Menu Item

• Standard Reports: Active Consultant, Job Detail, Open Position

• INSIGHTS Reports: Comprehensive Job, Comprehensive Placement

• Not visible on Dashboard Widgets



FAQs

• When are shift details visible in Back Office?

• When the Job Order with a shift schedule added is created 

• Will recruiters be required to confirm the shift schedule when assigning a candidate to a Job 

Order? 

• No, the Shift Schedule is attached to the Job Order and cannot be edited at the individual 

assignment level

• Are we able to change the schedule for a candidate currently on assignment? 

• No, to add or update a schedule a new Job Order and assignment would need to be created

• Are we able to add variable shifts? (ie: M/W/F this week, Tue/Thur next week)

• No, the Shift Schedule is a regular and recurring schedule (ie: M-F, 7-3:30)



Bonus Tips!

• When implementing Shift Schedule Templates – take a look at any Talent Tags related to Shifts 

and update to allow for easier matching between Shift need and Talent availability or 

preference! 

• Admin Users can view Talent Tags by navigating to Table Editor > Talent Tags

• Multiple Shift Schedule Templates can be attached to ONE (1) Job Order Template

• If you have a Client that needs Forklift Operators for Three shifts, you can create One Job Order 

Template and attach 3 Shift Schedule Templates and select the appropriate shift from the 

dropdown when creating the Job Order

• This will simplify the number of Job Order Templates you need for your Client! 



Knowledge Check

What are the two types of shift templates available in Bold?

A. Standard and Custom 

B. System and Company 

C. Global and Local 



Knowledge Check

Which information is saved in a shift template?

A. Just the start time 

B. Only the days of the week

C. Start time, end time, days, and 
breaks



• Scan the code to the right to access 

our Knowledge Base Article with a 

Micro Video for set up

• Recording will be emailed

Resources
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