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FOR MEMBER COMPANIES

Welcome to Career Hub

Career Hub is a free job board and hiring workspace for Biocom California member companies,
powered by SCALIS. Post your open roles, receive applications from life science job seekers, and
manage every candidate in one place.

D Free for members Q Reach life science talent
Post jobs and manage applicants at no cost. Your jobs appear on the Career Hub job
It's included with your Biocom California board, where job seekers in the life science
membership. community search and apply.

=) Every applicant in one place o> Hire as ateam

([gn)]
Applications land in your workspace, Invite colleagues and give each person the
organized by hiring stage and ready to right level of access.
review.
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01 Request access for your company

The first person from your company to request access sets up your workspace.

1 Go to biocom.scalis.ai/
employers/login and select

Request to join as an
employer, New to the Rincom Career Huh?

& Continue with Google

Request to join as an employer

2, Enter your work email address

. Request employer access
and select Continue.

Enter your work email to see if your company

has a Biocom Career Hub workspace.
Use your company email
Personal addresses like Gmail or
Outlook are harder to verify and
take longer to approve.

Work email*
& your@email.com

Use your business email

Add your company name,
website, and any details that
help us confirm your
membership.

Select Submit request.

WHAT HAPPENS NEXT

You'll see Request sent.

The Biocom California team
reviews your request.

You get an email when your

workspace is ready. Continue to

step 02.

Seeing "Your company is already here"? A colleague already set up your workspace.
Join it right away, no approval needed.
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Request employer access
Tell us about your company; our team will review and follow up.
Work email*
& justin@connectivecg.com Change
Use your business email
Company*

e.g. Google

Company website*

https:// connectivecg.com

Details

Description

7

Submit request
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02 Set up your account

Once approved, you'll get an email titled “Your Biocom Career Hub workspace is ready.”

1) Open the email and select Set

Bi m
up your account. oco

Your Biocom Career Hub workspace is ready

Your request to join the Biocom Career Hub was approved. We set up a workspace for
Bankwen, and you're its admin.

Create your account to post jobs and review applicants. Once you're in, you can invite your
teammates.

Set up your account

2 Select Continue with Google,
or enter your name and a Join Bankwen on the Biocom Career Hub
Set up your account to post jobs and review applicants on the Biocom

password and select Create Career Hub
Account. (

G Continue with Google )

or create an account

First name

Enter your first name

ast name //é H
’ S Biocom

Enter your last name
CAREER HUB

Password

Create a password

Re-enter your password

Re-enter your password

Create Account

By clicking Continue, you agree to our Terms & Conditions and .
Privacy Policy, and agree to receive email job alerts. Powered by SCALIS

@ You're the Super Admin @ Logging in later
As the person who requested access, you Go to biocom.scalis.ai/employers/login and
control your company's workspace, including log in with your email and password, or with
who else can use it. Invite teammates in Google.
step 04.

Career Hub - Guide for member companies - 4 Biocom Career Hub


https://biocom.scalis.ai/employers/login
https://biocom.scalis.ai/employers/login
https://biocom.scalis.ai/employers/login

2y
< Biocom

Getting started

ALTERNATE PATH - INSTEAD OF STEPS 01 AND 02

Company already on Career Hub? Join your team'’s

workspace

If a colleague has already set up your company's workspace, you can join it right away. No

approval is needed.

1> Go to biocom.scalis.ai/
employers/request-access
and enter your work email.
You'll see Your company is
already here.

2\ Enter your first and last name
and a password, then select
Create Account.

3 Enter the 6-digit code we email
you and select Submit code.

@ You'll join as an Admin

Your company is already here

Bankwen is linked to an existing Biocom Career

Hub workspace. Create an account below to join.

Jeren W.
Workspace admin

JW

Email*
& john97@bankwen.com Change

Use your business email

First name* Last name*
First name Last name
Password*
B Create a password @

Confirm Password*

ﬁ Re-enter your password @

Create Account

< Back FOR EMPLOYERS

(2]

Email Verification

Please enter the 6-digit verification code

that was sent to john97@bankwen.com.

6-digit code

Insert code here

Submit code

Resend Code

Admins can post jobs and manage candidates. Your Super Admin can change your role anytime (see

step 04).
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03 Get to know your workspace

Use the menu on the left to get around. Here's what's included with your membership.

Included with your membership

v Job Dashboard ' START HERE
Post your first job (step 05),
then edit or close it anytime.

v Talent Database
Every candidate who has
applied to your jobs.

v Settings
Your company profile, careers
page, and team.

¥ Premium features

ltems marked with a crown are part
of paid SCALIS plans. Select one to
see what's included:

Calendar and interview
scheduling

Tasks & Reminders
Referrals and Video Screens

Pipeline, scorecard, and
interview templates

Automations

Want them? Book a demo at
scalis.ai.
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3 8o Home |

ATS Q Job Dashboard

°® “C Tasks & Reminders
°
CRM “ Calendar

b 9 Talent Database

e o
Analytics ~ §~3 Referrals

W Premium feature

Do more with SCALIS

This feature isn't included in your current plan. Upgrade to unlock the full

Al-native recruiting stack, from intake to offer letter, in one closed loop.

@ Al Sourcing Agent

Search 850M+ profiles in plain language and build shortlists in minutes.

@ Automated Scheduling & Al Note-Taker

Interviews booked, transcribed, summarized and scored for you.

@ Custom Dashboards & Analytics
Funnel, source and quality-of-hire reporting your whole team can use.

@ Flat annual pricing
Unlimited users. No per-seat fees, Al tokens or feature paywalls.

© Andmore...

Upgrade Subscription

ruiting

Biocom  Career Hub


https://scalis.ai/

V. o .
S B|0C0m Getting started

04 Invite your team

Bring in recruiters, hiring managers, and interviewers. Only a Super Admin can invite people.

1. Go to Settings > User
Management and select Invite

Invite new user ®

new user.
User Status Calendar Email
Active Not Connected Not Connected

2 Enter teammates’ email X Invite members to your hiring workspace

addresses, separated by

commas, and choose a role. Invite with emai*
3 Select Send invite. They'll get

an email to join your Admin

Workspace' Super Admin

Guest

Member

Cancel

Which role should | choose?

Super Admin Everything: jobs, candidates, interviews, feedback, reports, demographic data, users, and all

settings.
Admin All recruiting work, but can’'t manage users, workspace settings, or demographic data.
Member Works only on jobs assigned to them: reviews, interviews, feedback, and referrals.
Guest Outside collaborator with read-only access to specific jobs or candidates. Can leave notes.
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05 Postajob

Start from the Job Dashboard, then work through five short screens.

> Go to Job Dashboard and
select New Job Requisition.

Q

No Job Requisitions found.
Create a new Job Requisition to start hiring the best talent!

New Job Requisition ®

1) Job Details: add the basics, such as job title, job type, level, and department.

2 Description & Skills: write or paste your job description and add the key skills you're looking for.

3 Listings: select Create Listing
to choose where your job is
published. You need at least
one listing to continue.

) Job Details 9 Description & Skills © Listings Pipeline Setup Publish

Job Listings

No Listings Added

Manage where your job is published.

Create Listing ®

Not ready yet?
Select Save as draft on any screen and finish later. Screens 4 and 5 continue on the next page.

Career Hub - Guide for member companies - 8 Biocom Career Hub
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05 Post a job (continued)

4> Pipeline Setup: review the o e Qreesan
hiring stages candidates will
move through.

Pipeline Setup

Soucho % Sourcing v

@ stage

isibity 0°) Stage Type

Public Generic Stage

Application
Review

@ Application Review v

@ stage visibility 199 Stage Type
Public Generic Stage

Pre-Screen

%) Stage Type

Generic Stage

5, Publish: set the job status to

Open, turn on Publish next to Publish
your listing, and select o
Complete.
© @ Open On Hold
® Closed Draft

Don't forget the Publish toggle
Your job only goes live when
Publish is on. Leave it off to
save without posting. o ResearchAssociate Publish | &

= In Person « San Diego, California

Listings

THE RESULT
Your job is live on the Career Hub job
board On-Site Freelance

Easy apply

B Research Associate A

Published jobs show an Easy apply button, so job
seekers can apply without leaving Career Hub. [ ProcessEngineer R

Their applications come straight into your workspace,
ready to review in step 06.

Full Time

(7 Apply on Employer Site
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06 Review applicants

When job seekers apply, they appear on your job's Pipeline, grouped by hiring stage.

1 O pe n yo ur jo b fro m th € J o b Research Associate (101) v | Requisition Overview > Pipeline
Dashboard.

Active Candidates SCALIS Candidates Uploaded Candidates Invited To Apply Rejected All Candidates
2 Select a candidate's name to
open their résumé, cover letter,
and application details.

& Describe who you're looking for.. Candidate Name Application Status v +4 More v

Application Status: Prospect, Invited to Apply, Invite ... X

v Sourcing (1) & 2
® Name 77 Overall Rating i= Status © Labels
John Smith ;) Prospect (Just now) v Add Label +
3 Application Review (0) & ¢
» Screening - Pre-Screen (0) & 2F
» Interview (0) % 2F

» Offer (0) & 2+

» Hired (0) %% 2

3 Select Advance to move them

% X
to the next stage, or Reject.
ocuments Emails More v Details Screening Background Checks
Application Properties ~
@ Looking for someone specific? Wy Crowned tabs are premium
Describe who you're looking for in the Pipeline Profile tabs like Scorecards and Interviews are
search bar, or select Manage Filters. part of paid SCALIS plans.
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ABOUT CAREER HUB

What is Career Hub?

Biocom California’s job board for the life science community, powered by SCALIS. It brings open roles from member
companies together in one place and gives each member a free hiring workspace to post jobs and manage
applicants.

How does it work?

Member companies request access and post jobs from their Career Hub workspace. Those jobs appear on the
Career Hub job board, where job seekers search and apply. Applications come straight into your workspace.

What does it cost?

Career Hub is free for Biocom California members. Some advanced features, marked with a crown, are available on
paid SCALIS plans.

How do | get access?

Go to biocom.scalis.ai/employers/request-access and submit a request using your work email. If your company
already has a workspace, you can join it right away (page 5).

Are there any guidelines | need to follow for my job postings?

Yes. You are solely responsible for ensuring that your job postings comply with all applicable laws, including anti-
discrimination, reasonable accommodation, pay transparency, and background checks. Biocom California reserves
the right to remove any or all job postings from the Career Hub platform for any reason, with or without notice.

YOUR WORKSPACE

Can | have more than one administrator?

Yes. The person who requests access becomes the Super Admin. Colleagues who join with the same company email
domain join as Admins, and a Super Admin can change anyone’s role in Settings > User Management.

Can | filter candidates?

Yes. On a job's Pipeline, describe who you're looking for in the search bar, or filter by candidate name and application
status. Select Manage Filters for more options.
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?  Frequently asked questions (continued)

YOUR WORKSPACE (CONTINUED)

How do | update our company profile?

Go to Settings to edit your company profile and careers page.

How do | remove a job posting?

Close or unpublish the job from the Job Dashboard. For jobs pulled from your careers page (see below), email
careerhubsupport@biocom.org.

How do | get premium features?
Book a demo with the SCALIS team at scalis.ai to learn about paid plans.

THE JOB BOARD

Our jobs are already on Career Hub, but we never sighed up. Why?

For some member companies, Career Hub shows jobs from the company’s public careers page, and job seekers who
apply are sent to your careers site. Once you post your first job from your own Career Hub workspace, the board
shows only the jobs you post there.

I don't see my company on the job board. Why?

Email careerhubsupport@biocom.org and we'll look into it.

Can | opt out of having our jobs on Career Hub?

Yes. Email careerhubsupport@biocom.org.

GETTING HELP

How do | get help?

Submit a support request at biocom.scalis.ai/support, or email careerhubsupport@biocom.org.

Still have questions?
Submit a request at biocom.scalis.ai/support or email the careerhubsupport@biocom.org

Career Hub team.
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Questions? We're here to help.

Submit a support request at biocom.scalis.ai/support, or email us.

careerhubsupport@biocom.org

Biocom California
10996 Torreyana Road, Suite 200
San Diego, CA 92121 - (858) 455-0300

Powered by SCALIS

© 2026 Biocom California. All rights reserved.
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