
Selection System

When You Have a Vacancy

(Supervisor)

So, you have a position vacancy. Or perhaps you want to create a new position. This is the ideal time to do some planning for the future of your department.

This planning process involves four basic steps:

· Step 1:
Evaluate the necessity of the position.

· Step 2:
Complete a Replacement or Addition Request Form.

· Step 3:
Evaluate the current job description.

· Step 4:
Make changes or additions to the job description, if necessary.

Step 1:  Evaluate the Necessity of the Position.

· This is your opportunity to make decisions about the role of the position in the overall operations of your department.

· Begin this evaluation process immediately upon receipt of a resignation/termination notice. The sooner you begin the process, the less urgency you will have once the position is vacant.

· Consider some of the following questions:

· Is the position necessary?

· Should it be a full-time position?

· Should it be a part-time position?

· Should it be two part-time positions?

· Does the position contribute to the overall operations of the department?

· Once you have decided how the position fits into the department, it is necessary to notify the Owner/Manager/CEO of the pending vacancy, position addition, or position elimination. This is accomplished by completing the Replacement or Addition Request Form in Step 2.
Step 2:  Complete a Replacement or Addition Request Form.

· The purpose of the Replacement or Addition Request Form is for the Owner/Manager/ CEO to approve any changes in the personnel status of your department.

· Complete a Replacement or Addition Request Form (at the end of this section) for all:

· Existing position vacancies

· New positions

· Eliminated positions

· Resignations
· To complete the Replacement or Addition Request Form, include the following information:

· Name of the supervisor requesting the position

· The reason for the request; include position title, full-time, part-time, temporary or permanent status, and whether new or existing position

· Date the position is needed

· The reason for the vacancy

· Any changes pending to the position description

· Your signature and the date

· Forward immediately to the Owner/Manager/CEO for approval.

Step 3:  Evaluate the Current Job Description.

· If the decision is made to retain the existing position, this is the time to evaluate the duties, skills, licenses, education, physical requirements, and overall responsibilities of the job.

· Consider some of the following questions:

· Are the duties assigned to this position allowing this position to achieve maximum productivity?

· Should some duties be reassigned, to increase department productivity?

· Do the duties assigned to this position provide for too much down-time or free time?

· Should additional duties be assigned to this position to balance the department workload?

· Do the education requirements still reflect what is needed to successfully perform in this position?

· Does the position description list all licenses and certifications necessary to perform in this position?

· Are the skills required to successfully perform in this position accurately listed on the position description?

· Are the physical requirements of this position accurately listed on the position description?
Step 4:  Complete Changes to the Job Description.

· Use the current Job Description to make any additions, deletions, or changes to the current position description.

· To make changes to the Job Description, evaluate the following information:

· Position title.

· Department.
· Immediate supervisor.

· Immediate supervisor’s title.

· Will this be a full-time or a part-time position?

· Will this be a permanent or a temporary position?

· Any changes to the duties and responsibilities of the position?

· Any changes to the education or training required to successfully perform in the position?

· Any changes to the physical demands of the position (lifting, carrying, bending, stooping, handling chemicals, standing, sitting, repetitive movements, or any other physical demands directly related to the position)?

· Any changes to the supervisory responsibilities of the position?

· Any changes to the skills required to successfully perform the responsibilities of the position?

· Any changes to the certificates and/or licenses necessary to perform the duties of the position?

· Manager’s signature and date, when changes are complete.

· Immediately forward the changes in the Job Description to the Owner/Manager/ CEO for approval.

· The Owner/Manager/CEO will mail or fax the changes to the Human Resource Coordinator.

· You will receive an updated position description to use throughout the hiring process.

· The position description is the primary tool you will use to advertise, screen résumés, and interview applicants for the position. It is very important to have the position description updated as soon as possible.

Hiring Procedure Checklist

	Position Vacancy (Supervisor)


· Evaluate the necessity of the position.

· Complete the Position Replacement or Addition Request Form.

· Have the Owner/Manager/CEO sign the completed Position Replacement or Addition Request Form.

· Evaluate the current position description. Are changes necessary?

· Yes:  Make changes on the current Job Description

Forward the changed Job Description to the Human Resource Coordinator

· No:   Proceed to Advertising the Position (next section)
	Advertising the Position (Human Resource Coordinator)


Internal Posting

· Design the job posting:

· Date posted

· Position title

· Department

· Contact person

· Date posting closes

· Skills necessary

· Qualifications necessary

· Closing date

· Post vacancy at all company-recognized information sources

· Gather all internal applications

· Proceed to Résumé/Application Screening (next section)

External Recruiting

· Design the position advertisement

· Company name and address

· Description of job duties

· Qualifications necessary

· Education required

· Dates applications accepted

· Determine advertising sources

· Place at sources selected

· Gather all responses to the advertisement

	Résumé/Application Screening (Human Resource Coordinator)


· Gather all résumés and applications received for the position

· Complete a Screening Guide for Candidate Résumé/Application for each résumé/application received

· Score the Screening Guide for Candidate Résumé/Application

· Attach the résumé/application to the Screening Guide for Candidate Résumé/ Application

· Sort résumés and applications according to candidates who are eligible for consideration and those who are not

· Proceed to Setting Up the Interview (next section)

· Send rejection letters to non-qualified applicants

· If no qualified applicants are found, return to Advertising the Position

· Return to External Recruiting in the Advertising the Position section and re-evaluate the advertisement used
	Setting Up the Interview (Human Resource Coordinator)


· Contact applicants selected for interviews

· Set up date and time for interview

· Set up location of interview

· Provide any directions/accommodations necessary
	Initial Screening Interview (Human Resource Coordinator or Supervisor)


· Prepare for the interview

· Check location

· Review applications, résumés, and Screening Guide

· Conduct interview with each scheduled applicant

· Administer screening test (additional assessments for other areas, such as Customer Service, can be administered at this time)

· Determine which applicants possess the minimum qualifications to proceed to the next interview

	Second Interview (Human Resource Coordinator or Supervisor)


· Contact qualified applicants, and schedule interview

· Prepare for the interview

· Check location

· Review applications and questions generated by screening test

· Conduct interview with each scheduled applicant

· Administer the selection test 

· Determine which applicants are best qualified for the position, and set up interviews
	The Interview (Supervisor)


· Prepare for the interview

· Check location. Is it a good location for an interview?

· Eliminate distractions

· Review the Screening Guide, the résumé/application, and your notes

· Review the interview questions

· Conduct interview with each scheduled applicant

· Complete Interview Scoring Guide for each applicant

· Eliminate applicants not meeting required scores

· Repeat procedure for second interviews (if necessary)

· Proceed to Reference Inquiries (next section)
	Reference Inquiries (Human Resource Coordinator or Supervisor)


· Select references for each applicant

· Select a minimum of two (2) recent employers

· Select a minimum of two (2) personal references

· Note the university, vocational training center, high school, or other academic institution noted on the résumé/application

· Complete a Reference Check for each reference and institution
	Making the Selection (Supervisor)


· Complete Candidate Screening Analysis Form for each applicant being considered for the position

· Review the Reference Check Guides for each applicant being considered for the position

· Select the applicant most qualified for the position, based on the requirements of the position
	Making the Offer (Supervisor/Human Resource Coordinator)


· Notify the selected applicant of the offer

· Follow up the verbal job offer with a job offer letter

· Receive formal acceptance of the position from the selected applicant

· Send rejection notices to all other applicants (only after acceptance by selected applicant has been received)

Sample Job Description

Your Company Name

Position Description
Position Title:




Receptionist

Immediate Supervisor:

Supervisory Responsibilities:
No

General Summary of Responsibilities
The primary purpose of this position is to answer the telephone and perform clerical duties for the staff.

Specific Job Responsibilities
Job Responsibilities: (*indicates essential functions of the position)

	*
	a.
	Answer incoming telephone calls, ascertain nature of business, and direct call to appropriate person or their voice mail, or take a message.



	*
	b.
	Greet visitors, ascertain nature of business, and direct visitors to appropriate person.



	*
	c.
	Give information to callers, and otherwise relieve officials of clerical work and minor administrative and business details.



	*
	d.
	Open and distribute all mail.



	*
	e.
	Distribute faxes that come in.



	*
	f.
	File customer information.



	*
	g.
	Schedule appointments and conference rooms.



	*
	h.
	Make copies of customer information and distribute.



	
	i.
	Attend all scheduled company meetings.



	
	j.
	Make travel arrangements and help coordinate any company meetings or activities, as directed.


Education/License/Certification Requirements:
· High School diploma or equivalent is required.

Experience Requirements:
· Previous experience in a secretarial or reception position is preferred.

· Previous experience answering multiple phone lines is required.

· Previous experience using word processing programs is required.

Communication Requirements:
This position requires communication skills in the following areas:

· One-way—Must be able to accurately record co-worker and customer information, orders, messages, and other related data.

· Two-way—Must be able to communicate with co-workers and customers in a clear, concise, friendly, and professional manner in order to provide service and gather necessary information.

Physical Requirements:
This position requires the ability to:

· Maintain active customer and employee communication during working shifts.

· Access, input, and retrieve information from the computer system.

· Enter alpha-numeric data into a computerized system at a minimum of 50 words per minute.

· Move about the location in order to file, retrieve items, and locate staff.

· Stoop and bend to file.

· Answer multiple telephone lines.

Lift and Carry Requirements:
This position requires:

· Lifting and carrying mailbags weighing up to 20 pounds from counter to desk, daily.

· Lifting and carrying boxes of paper or files weighing up to 30 pounds a short distance in the office area.

Equipment Requirements:
This position involves active use of the following tools and equipment:

	· Computer terminal and printer

· Telephone and headset

· Typewriter

· Facsimile machine
	· Copier

· Postage machine

· Shredder


Environmental Requirements:
This position requires exposure to the following conditions:

· Indoor controlled temperatures

· Office environment

· Video display terminal

· Busy phone area

	This job description does not list all the duties of the job. Your supervisor may make an assignment of other duties or instructions from time to time.

This assignment of duties or instructions will be within your knowledge and skill base to ensure performance of the assignment in an adequate manner.

Management has the right to revise this job description at any time.

This job description is not a contract for employment. Either you or the firm may terminate employment at any time, for any reason.


Advertising the Position

(Human Resource Coordinator)

Once you have clearly defined what the position will involve, it is time to advertise the position to attract qualified applicants. At this point, you must post the position internally to give current employees the opportunity to apply.

Internal Recruiting and Referrals

Recruiting from inside the company or using referrals from current employees are cost-effective ways to fill a vacancy.

There are several advantages to using internal recruiting and referrals:

· Gives employees more control over career progression

· It is an employee morale booster

· Might reduce turnover—employees find new challenges within the company

· Employees transferring into new positions are familiar with the company and corporate culture

· Employees transferring into new positions are usually proven workers

There are also some disadvantages to internal recruiting and referrals:

· Employees who are not selected for positions applied for might become discontented and require counseling

· Employees who move to different positions must be replaced, creating a chain reaction of vacancies within the organization

Designing an Internal Posting

Include all information relevant to the position:

· Date posted

· Position title

· Department

· Person to contact for inquiries or application form

· Date posting closes

· Skills necessary (be specific)

· Qualifications necessary (be specific)

· Salary range

To successfully conduct a fair and effective internal selection process:

· Post vacancy notices at all recognized company-information sources.

· Determine the time period the vacancy will be posted internally. Provide enough time for staff members to consider the position and apply.

· Clearly specify the process for internal applications, and the name of the person who must receive the application.

· Clearly specify the closing date for internal applications in the notice.

· Make sure that strict confidentiality is maintained for each applicant.
Internal and External Job Postings

and Advertising

(Sample)

Internal Job Posting
To:

All Employees

From:
(Supervisor Name)

Date:

Re:

The (department) currently has an opening for (list position).

Duties will include (list duties).

Salary is (state salary and commissions, if applicable).

To apply for this position, contact (supervisor) by (closing date).

External Recruiting

At the same time that you post the position internally, you will need to post the vacancy externally. The primary purpose of an advertisement is to attract qualified applicants to your company, without attracting a wide array of unqualified applicants to sort through. By carefully designing your advertisement, you can help reduce the number of unqualified applicants who will respond.

Designing Your Advertisement

It is very important to be extremely careful that the wording of your advertisement is non-discriminatory. Advertisements that contain terms and phrases such as “age 25 to 35,” “recent college graduate,” “college student,” or “young,” are considered violations of the Federal Age Discrimination Act. Specifications such as “age 40 to 50,” “retired,” or “supplement your pension” are also considered violations of the Act. When you are done writing your advertisement, review it carefully to be sure it does not contain any phrase or reference that can be construed as discriminatory.

Things to include in your advertisement are:

· The name and location of the business (advertisements that don’t include the company name—so-called “blind ads”—can give the impression that your company has something to hide or is preparing to terminate someone, both of which cause suspicion instead of interest).

Job Postings and Advertising 
· The type of business your company is engaged in.

· A brief description of the qualifications required for the position.

· Select the main duties from the position description.

· A brief description of the qualifications required for the position.

· Select the primary qualifications from the position description.

· Include such things as:

· Specific skills necessary to perform the job

· Work experience required

· Education required

· “Where to apply” should include:

· Company address

· Contact phone number

· Contact hours

· Dates when you will accept applications and résumés

· Indicate that you are an Equal Opportunity Employer.

Some other things you might want to include to help bring in qualified applicants:

· Select only those areas that pertain to the position:

· Salary range

· List of major benefit plans

· Size of the company

· If training is provided

· Bonus plans

· Commissions

Some things you might want to include to help screen applicants:

· Select only those areas that pertain to the position:

· If travel is required

· If relocation is required

· If unusual work hours are required

· If a commission pay structure is used

Job Opening Advertisements (Samples)

	Company Logo

YOUR COMPANY NAME is currently seeking a highly motivated sales person. Our company offers (list salary and benefits). If you enjoy a fast-paced, friendly environment, have good people-skills, and have a proven-successful sales history, apply by (list deadline).

YOUR COMPANY NAME

Address




	Company Logo

YOUR COMPANY NAME is currently seeking an experienced (state position). Duties will include (list duties). Must be proficient (list required skills). Our company offers (list salary and benefits). Interested applicants should apply by (list deadline).

YOUR COMPANY NAME

Address




Résumé/Application Screening

(Human Resource Coordinator)

Once the vacant position has been posted and advertised, you will begin to receive applications and résumés from a wide variety of applicants.  When you start to receive these responses, begin the résumé/application screening process.  The first step in this process is to have each applicant complete the Company Application for Employment. Incomplete or unsigned applications will not be considered.  The next step is to eliminate those applicants who are not qualified for the position.

Unqualified applicants are those who do not meet the:

· Minimum work experience stated for the position.

· Minimum skill level required for the position.

· Education requirements of the position.

You will be evaluating each application in four major areas:

· Specific job experience:
Do the duties correspond to the duties of the position applied for?

Are the duties similar and transferable to the position applied for?

· Education:
Does the applicant have the right education for the job?

Does the applicant have the necessary licenses and certifications for the job?

Does the applicant have any other licenses or certifications that could be beneficial to the company?

· Job progression:
Do the positions held indicate promotions?

Do the positions indicate lateral moves for increased responsibility?

Do the positions indicate reduced responsibility or demotions?

· Stability:
Does the applicant appear to move from job to job quickly?

Does the applicant have large breaks of time not accounted for?

Many applicants can be screened out during this process, thus reducing the amount of time spent doing initial screening interviews.

Basic Résumé/Application Screening Steps

Step 1.
Review the Résumé/Application.
Read or scan the résumé/application once before using the Screening Guide for Candidate Résumé/Application (included in the Appendix) to rate the candidate.

· Make notes on a separate sheet of paper for each résumé received.  Keep these notes for your reference. Do not write any information on the résumé or application form.  These notes will be helpful during the interview process.

· Indicate any areas that should be probed during the interview.

Step 2.
Use the Screening Guide for Candidate Résumé/Application to rate each résumé/application received.
The Screening Guide for Candidate Résumé/Application is broken down into four areas:

· Section A: Skills and Abilities

· Section B: Education/Licenses/Certification

· Section C: Job Progression

· Section D: Appearance of Résumé/Application

Each area on the Screening Guide for Candidate Résumé/Application contains this rating scale:

· Excellent



5 points

· Above Average


4 points

· Average




3 points

· Below Average


2 points

· Poor




1 point

· N/A (Not Applicable)

3 points

(see Step 3)

Each question must be rated with this scale.

If a question does not apply, select the N/A response.

Step 3.
Tabulate the information on the Screening Guide for Candidate Résumé/ Application.
Verify that every question on the Screening Guide for Candidate Résumé/Application has been answered with a rating.  Leaving a question blank will invalidate the scoring and might inadvertently disqualify a qualified applicant.

· Go back and complete any non-rated questions.

· If a question does not pertain to the position you are screening for, select the N/A (Not Applicable) category. Because the decision to interview is based on the total points received during the résumé/application screening process, it is important not to penalize an applicant for things that are not applicable to the position. By selecting the N/A category, you give the applicant 3 points (an average rating) for that question. This will maintain valid scoring for a point total at the end of the résumé/application screening process.  Add up the points received in each section. Record this value in the space provided at the bottom of the form. Do this for Sections A through D.

Add up the total points received for Sections A through D. This is the Overall Point Total. Record the Overall Point Total in the space provided.

Applicants must receive a total score of 40 or above to be considered eligible for hire.

· To be considered for hire, an applicant would require at least an average rating. An average rating would be 45 points. A score of 40 allows for 5 deficiency points off an average rating, thereby providing some flexibility in scoring.

Step 4. Complete the form.
Complete the bottom portion of the form:

· Is the applicant recommended for further consideration, based on the score received?

· If the applicant is recommended, check the “Recommended for further consideration” section.

· If the applicant is not recommended, check the “Not recommended” section.

· Sort all recommended applications and prepare to forward them to the Supervisor to begin Initial Interviews.

· Attach the Screening Guide to the résumé or application.

· Deliver all forms to the Supervisor promptly.

Step 5. Send Rejection Letters to non-qualified applicants.
Send a letter to each non-qualified applicant. A sample letter is included on the following page.

Sample

Applicant Rejection Letter
Your Company Name

Street

City, State, Zip

Date

Name

Address

City, State, Zip

Dear __________:

Thank you for applying for the position of (position) at YOUR COMPANY NAME. We have reviewed your application and find that it does not meet the minimum qualifications for this position.

Thank you for your interest in YOUR COMPANY NAME. We wish you the best of luck in your job search.

Sincerely,

Name

Title

The Initial Screening Interview

(Human Resource Coordinator or Supervisor)

When the Human Resource Coordinator has completed the résumé/application screening process, an initial screening interview will be conducted with all applicants eligible for further consideration.  The purpose of this initial screening interview is to gather some basic information in order to verify that the applicant meets the minimum qualifications of the position and the company, and to administer the screening test.

The initial screening interview will be conducted by the Human Resource Coordinator or the Supervisor.  Initial screening interviews will be conducted for all applicants selected for further consideration during the résumé/application screening process.  These interviews must be conducted in person.

To begin the interview process:

· Contact those applicants you have selected to interview.

· Set up a time that is mutually convenient for both you and the applicant.

· Hold the interview in a room or office that is private and free from interruptions.

· Specify the exact date, time, and location of the interview for the applicant.

· Provide any directions or accommodations necessary.

· Provide the applicant with a phone number and person to contact in the event that they cannot make the scheduled interview.

Before the interview:

· Check the location:

· Is it private?

· Does it provide face-to-face contact between the applicant and the interviewer?

· Is the room temperature comfortable?

· Eliminate distractions:

· Put your answering machine on and turn the volume off, or have your calls held.

· Take any other steps necessary to avoid interruptions or distractions.

· Prepare for the interview:

· Quickly review the applicant’s application or résumé.

· Review the information on the Screening Guide for Candidate Résumé/Application for this candidate.

· Review your notes.

· Review the list of Sample Questions at the end of this section—especially the “what not to ask” examples.

The Initial Screening Interview will cover the following areas:

· Introductory stage

· Discussion of the Job Description

· A brief review of any job-related information provided on the résumé/application that you have identified as a minimum qualification for the position

· Clarification of any information on the résumé/application that is not clear

· Administration of the Screening Test

· Closing stage

· This interview will take approximately 45 minutes

The Introduction Stage

Your primary purpose here is to gain insight from the nonverbal presentation of the applicant:

· Appearance

· General attitude

· How well they handle their nervousness

This is the time for small talk and discussion. Consider topics such as:

· Traffic

· Weather

· Any other topics that are general

This is the time to provide information about the company, such as:

· Explanation of the hiring process

· Explanation of the benefit package

· A brief company history

This time allows you to form an initial impression of the applicant. The decision to hire should NOT be made during this stage of the interview process.

Job Description Stage

· After reading the Job Description, ask the applicant if he/she has any questions.

· Ask the applicant if he/she can perform all of the essential functions.

· Have the applicant sign the Application for Employment Form.

· Does the applicant possess a valid driver’s license (if required)?

Review of Job-Related Information

· Ask the applicant questions concerning minimum qualifications for the position.

· Allow the applicant time to talk about job-related skills and experience.

Clarification of Questions

· This is the time to ask the applicant about any job-related skills or requirements that are not clear on the application. Review the “Don’t” questions at the end of this section.

Administration of the Screening Test

· Follow the guidelines for the test you are currently using.

· Additional assessments (example: Customer Service) can also be administered at this time.

Closing Stage

· Inform the applicant that this is the initial screening interview, and that all applicants will then be screened and notified regarding second interviews.

Because these items are the minimum qualifications for the position, any applicant who does not meet these requirements will not be granted an additional interview.

Those applicants who do possess the minimum qualifications for the position will be granted an additional interview.

The Second Interview

(Human Resource Coordinator or Supervisor)

You are now ready to begin the interview process.  Before moving on, let’s take a quick moment to be sure all the necessary steps have been taken.  At this point, you should have:

· Received a Position Replacement or Addition Request Form approved by the Owner/Manager/CEO.

· Reviewed the changes to the position description, and completed a new and updated position description.

· Completed a Résumé/Application Screening Guide for each résumé and application received, and selected applicants for initial screening interviews.

· Conducted an Initial Screening Interview for all candidates eligible for consideration.

To continue the interview process:

· Contact those applicants you have selected to interview.

· Set up a time that is mutually convenient for both you and the applicant, notifying the applicant that this interview will take approximately 90 minutes.

· Hold the interview in a room or office that is private and free from interruptions. This interview will require a desk area and a tape recorder for the applicant.

· Specify the exact date, time, and location of the interview for the applicant.

· Provide any directions or accommodations necessary.

· Provide the applicant with a phone number and person to contact in the event that they cannot make the scheduled interview.

Before the interview:

· Check the location:

· Is it private?

· Does it provide face-to-face contact between the applicant and interviewer?

· Is the room temperature comfortable?

· Eliminate distractions:

· Make sure you are not interrupted by a ringing phone.

· Take any other steps necessary to avoid interruptions and distractions.

· Prepare for the interview:

· Quickly review the applicant’s résumé or application.

· Review your Screening Guide for Candidate Résumé/Application for this applicant.
· Review your notes.

· Take a moment to read through the screening test report to become familiar with the questions generated.

· Review the sample questions at the end of this section.
About the interview:

· This interview typically consists of five stages:

· Introductory Stage

· Interviewer Questions

· Administration of the Selection Test

· Applicant Questions

· Closing

· The interview will last approximately 90 minutes.
The Third Interview

(Supervisor)

You are now ready to begin the Final Interview process. Before moving on, you should have taken the following steps:

· Reviewed the applications

· Carefully reviewed the Selection Test

· Reviewed your notes

· Narrowed your selection down to those applicants whom you feel have the requirements to succeed in the position

To begin this interview process:

· Contact those applicants you have selected to interview.

· Set up a time that is mutually convenient for both you and the applicant.

· Hold the interview in a room or office that is private and free from interruptions.

· Specify the exact date, time, and location of the interview, and repeat the telephone number to call if they cannot make the scheduled interview.

Before the interview:

· Check the location (see previous instructions)

· Eliminate distractions (see previous instructions)

· Prepare for the interview:

· Review the applicant’s application.

· Review your notes.

· Review the questions generated by the selection test.

· Review your interview questions.

· Review “Don’t Ask These Types of Questions”

About the interview:

· This interview typically consists of five stages:

· Introductory Stage

· Interviewer Questions – Part I

· Interviewer Questions – Part II

· Applicant Questions

· Closing

· Actual interviews can last from 40 to 90 minutes. The times provided in this section are based on a one-hour interview. The percentage of time spent on each area should remain basically the same for all interviews.

The Introduction Stage

The introduction stage is approximately 10% of the interview (3 to 6 minutes). The primary purpose is to gain insight from the nonverbal presentation of the applicant. Consider(
· Appearance

· General attitude

· How well they handle their nervousness

This is the time for small talk and discussion. Consider topics such as:

· Traffic

· Weather

· Hobbies

· Interests

· Sports

· Any other topics that are general

Interviewer Questions

The primary purpose is to determine how well the applicant responds to the questions generated by the Screening Test and the Job Description-related questions.

· Ask the questions that you select exactly as they are written. This will keep you in compliance with employment laws.

· Ask additional questions only if they are follow-ups to written questions or are related to the Job Description requirements.

Administration of the Screening Test

· Follow the guidelines for the test you are currently using.

Applicant Questions

· This is the time for questions only about the position, not for questions about “test” results.

Closing Stage

· Inform the applicant that the next stage of the process is to select candidates for the final interview. They will be notified within two days/two weeks.

This time allows you to form an additional impression of the applicant. The decision to hire should NOT be made during this stage of the interview process.

Interviewer Questions – Part I

These questions are approximately 25% of the interview (about 15 minutes).  Your primary purpose is to determine how well the applicant’s skills and attitudes fit the company.

Please refer to the “Don’t Ask These Types of Questions” section.  Questions generated by the Selection Test should be used here.

You are trying to determine how well the applicant’s general attitude and skills fit with the company’s image and work culture.  Also, if you have decided to reject the applicant, you are looking for data to confirm that decision.

Interviewer Questions – Part II

These questions are approximately 33% of the interview (about 20 minutes). Your primary purpose is to determine how well the applicant’s skills and previous experience meet the needs of the company.

Questions in Part II should focus on the applicant’s skills and abilities.

· Questions about past experience should be used to determine if the applicant’s skills do match the skills necessary for the position.

· Questions that require analysis or decision making should be included here.

· Questions of a descriptive nature should be included in this section.

Applicant Questions

These questions are approximately 8% to 16% of the interview (about 5 to 10 minutes). Your primary purpose is to provide information to the applicant.

The applicant should ask the interviewer any questions he or she has prepared prior to the interview, or any questions that might have come up during the interview.

This is an opportunity to determine how the applicant makes decisions.  Some questions will indicate that the applicant researched the company before coming to the interview.  Applicants might provide some information that will indicate what is important to their satisfaction in a job.

The Closing Stage

These questions are approximately 8% of the interview (about 5 minutes). Your primary purpose is to summarize and end the interview.

· Verify that you have the appropriate information to contact the applicant, if necessary.

· Provide the applicant with information about when the job will be filled and when he or she can contact you in the future, if necessary.

Making the Decision

(Supervisor)

You are now ready to make the final decision for your hire.

· Review all screening guides, interview notes, and assessments.

· Complete the Candidate Screening Analysis Form.

· Total the points.

· Make a decision based on the highest total points.

· Check references and/or results of background checks (see the Reference Inquiries section).

· Make the offer.

Reference Inquiries

(Human Resource Coordinator or Supervisor)

All applicants considered eligible for hire following the interview process will be subject to investigation into their educational and employment background, and personal-reference checks.  Check references only when you are ready to make an offer, however.

There are many sources for reference information, but some sources provide more useful information than others:

· Personal references generally provide the least amount of useful information.

· Many universities report that research into inquiries they receive on former students and graduates often reveals that the individual never graduated and, in some cases, never even attended the university.

· Many companies have been advised by their legal counsel to only provide verification of employment and dates of employment.

It is your responsibility as an employer to make certain that you have taken all actions possible to verify the employment eligibility of prospective applicants.

Step 1. Review the references provided.

· Select at least two (2) of the most recent employers shown on the applicant’s résumé/application form.

· It might be necessary to contact more than two (2) recent employers in order to gather sufficient information to make a hiring determination.

· Select at least two (2) personal references provided by the applicant on the résumé reference sheet/application form.

· Take note of the university, vocational training center, high school, or any other academic location listed on the applicant’s résumé/application in order to verify enrollment and graduation.

Step 2. Complete the Reference Check Guide.

The Reference Check Guide is broken down into two areas:

· Part 1. Employment Verification

· Part 2. Additional Information

· Complete the top information section and include:

· The name of the applicant

· The position the applicant is applying for

· The name and title of the reference you are contacting

· The name of the company you are contacting

· The address and telephone number of the company you are contacting
· If the reference will provide only verification of employment and employment dates, complete Part I: Employment Verification.

· If the reference is willing to provide more information, proceed to Part II: Additional Information:

· Use the rating scale provided to answer the first four (4) questions.

· Gather information about the actual job duties the applicant was responsible for in the position. Compare these responsibilities to those listed on the résumé/ application and those discussed during the interview.

· Gather information about the applicant’s strengths and weaknesses. Keep in mind that this is the perception of the individual giving the reference; it might not be accurate. Some reference-contact personnel might not be in a position to provide this information.

· Verify the applicant’s reason for leaving the previous position. Is this consistent with the reason cited during the interview?

· Is the applicant eligible for rehire at the previous position? If not, try to determine why. This information can be very useful to you when making a hiring decision.

Step 3. Complete the form.

· Complete the final portion of the Reference Check Guide labeled “office use only.”

· If the reference provided only verification of employment and employment dates, confirm that the dates provided by the reference match the dates provided by the applicant.

· If the reference provided additional information, does the information qualify the applicant for consideration for employment with YOUR COMPANY NAME?

· Sign and date the Reference Check Guide.

Making the Offer

(Supervisor and Human Resource Coordinator)

Once the interview process has been completed (including reference checks) and a decision has been made, it is time to formally offer the position to the chosen applicant.

All the details of the offer should be explained at this time, and applicant questions should be answered.

Make sure there is a clear understanding about:

· Compensation

· Benefits

· Starting Date

· Deadline for acceptance of the offer

· Any special job requirements

Typically, a verbal job offer is followed by a written Job Offer Letter from the Human Resource Coordinator. A sample letter is included in this section.

Do not notify candidates not selected for hire until you have formal acceptance of the job offer from your selected candidate.
Sample Job Offer Letter

(On letterhead)

Your Company Name

Street

City, State, Zip

Date

Name

Address

City, State, Zip

Dear __________:

This letter is to confirm the job offer we made to you on (date). We are pleased to offer you the position of (position title) at YOUR COMPANY NAME starting on (date). The salary for this position will be (specify salary). You will be eligible for benefits after the 90-day Introductory Period (date).

We look forward to having you join our company.

Sincerely,

Name

Title

Rejecting Candidates

(Human Resource Coordinator)

It is in the best interest of the company to personally contact those applicants who have been interviewed but who will not be offered a position.

· You might want to make an offer in the future.

· Your chosen applicant might not perform up to your standards after joining the team.

· You might have another position in the company for which the applicant is suited.

· It is good public relations.

Those applicants not selected can be notified of this decision with an Applicant Rejection Letter. A sample Applicant Rejection Letter is included in this section.

· Do not send any Applicant Rejection Letters until you have formal acceptance of the job offer from your selected candidate.

· Letters should be sent promptly, following the receipt of the formal acceptance of the job offer from your selected candidate.

Sample Applicant Rejection Letter

(On letterhead)

Your Company Name

Street

City, State, Zip

Date

Name

Address

City, State, Zip

Dear __________:

Thank you for your interest in YOUR COMPANY NAME. It was a pleasure meeting with you to discuss the position of (position title).

It was not an easy decision for us, but after careful consideration, we felt that another candidate for the (position title) possessed qualifications closer to our job specifications.

We will put your application on file and notify you in the event that another position for which you are qualified becomes available. Again, our sincere thanks for your time and interest in our company.

Sincerely,

Name

Title

Appendix

Position Replacement or Addition Request Form

Please complete this form when a position is open or soon to be open, or when you see the need for an additional person in the area that you supervise.

Reason for the request:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Job description review needed?

(  Yes
(  No
Date of the request: _____________
Date the position is needed: ______________

Supervisor requesting the position: _________________________________________

	
	
	

	Manager signature
	
	CEO/Owner signature


Please forward signed copy to the Human Resource Coordinator
	Your Company Name

Application for Employment
	Pre-Employment

Questionnaire
An Equal

Opportunity

Employer

	Position you are applying for: _______________________ Date: ______________
	

	

	Personal Information

	Name: 
	
	

	Present Address:
	
	

	Permanent Address:
	
	

	Telephone Number:
	
	Are you 18 years or older?   ( Yes   ( No

	Social Security # (optional):
	
	Are you 21 years or older?   ( Yes   ( No

	

	

	Desired Employment

	Position:
	
	Date Available:
	
	Salary Desired:
	
	

	Are you currently employed?
	
	If so, may we contact your employer?
	
	

	Have you ever applied for a position with this company?
	
	

	Have you ever worked for this company before?
	
	

	If yes, list position and dates:
	
	Supervisor’s name:
	
	

	Reason for leaving:
	
	

	How did you learn of this company?
	
	

	


	Education
	

	school

level
	name and

location
	number of years

attended
	degree/

diploma
	subjects

studied
	

	High School:
	
	

	Technical/Vocational:
	
	

	College/University:
	
	

	


	Have you been convicted of a felony in the last five years?
	( Yes          ( No
	

	(If YES, please explain. This will not necessarily exclude you from consideration.)
	
	

	
	
	
	

	


	References
Provide the names of 3 persons you are not related to but whom you have known for at least 1 year.

	name
	address
	name of business
	telephone

	
	
	

	
	
	

	
	
	

	


	Employment History     List your last three employers, starting with the most recent.

	Name of Present or Last Employer:
	
	

	Address (mailing):
	
	

	Starting Date:
	
	Ending Date:
	
	Job Title:
	
	

	Starting Salary:
	
	Ending Salary:
	
	May we contact your supervisor?
	
	

	Name of Supervisor:
	
	Title:
	
	Phone:
	
	

	Description of Work:
	
	

	
	
	

	Reason for Leaving:
	
	

	


	Name of Previous Employer:
	
	

	Address (mailing):
	
	

	Starting Date:
	
	Ending Date:
	
	Job Title:
	
	

	Starting Salary:
	
	Ending Salary:
	
	May we contact your supervisor?
	
	

	Name of Supervisor:
	
	Title:
	
	Phone:
	
	

	Description of Work:
	
	

	
	
	

	Reason for Leaving:
	
	

	


	Name of Previous Employer:
	
	

	Address (mailing):
	
	

	Starting Date:
	
	Ending Date:
	
	Job Title:
	
	

	Starting Salary:
	
	Ending Salary:
	
	May we contact your supervisor?
	
	

	Name of Supervisor:
	
	Title:
	
	Phone:
	
	

	Description of Work:
	
	

	
	
	

	Reason for Leaving:
	
	

	


	Authorization

I certify that the facts contained in this application are true and complete to the best of my knowledge, and I understand that if I am employed, falsified statements on this application shall be grounds for dismissal.

I authorize investigation of all statements contained herein. I authorize the references and employers listed above to give you any and all information concerning my previous employment and any pertinent information, personal or otherwise, and release the company from any liability from damage that might result from use of such information.

I also understand and agree that no representative of the company has the authority to enter into any agreement for employment for any specified period of time or to make any agreement contrary to the foregoing, unless it is in writing and signed by an authorized company representative.

Signature: _______________________________________________   Date: __________________________

	


	FOR OFFICE USE ONLY
	Interviewed by:
	
	Hired:
	( Yes     ( No
	

	Position:
	
	Report to:
	
	Salary:
	
	Approved by:
	
	

	


Screening Guide for

Candidate Résumé/Application

	Applicant Information

	Applicant’s Name:
	
	Date:
	
	

	Position Applied For:
	
	Date Available:
	
	

	


	Section A
Skills and Abilities

	Does the Applicant . . .
	Excellent
	Above

Average
	Average
	Below

Average
	Poor
	N/A

	Possess skills relevant to the position?
	5
	4
	3
	2
	1
	3

	Possess skills that are similar and transferable to the position?
	5
	4
	3
	2
	1
	3

	Have work experience that corresponds to the duties of the position?
	5
	4
	3
	2
	1
	3

	Have work experience that is similar and transferable to the position?
	5
	4
	3
	2
	1
	3


	Section B
Education/Licenses/Certification

	Does the Applicant . . .
	Excellent
	Above

Average
	Average
	Below

Average
	Poor
	N/A

	Meet the education requirements?
	5
	4
	3
	2
	1
	3

	Possess any additional education beneficial to the job?
	5
	4
	3
	2
	1
	3

	Meet the licensing requirements?
	5
	4
	3
	2
	1
	3

	Possess any additional licenses beneficial to the job?
	5
	4
	3
	2
	1
	3

	Indicate ongoing skill development and education?
	5
	4
	3
	2
	1
	3


	Section C
Job Progression

	Does the Applicant . . .
	Excellent
	Above

Average
	Average
	Below

Average
	Poor
	N/A

	Indicate job progression for increased responsibility?
	5
	4
	3
	2
	1
	3

	Appear to move from job to job?
	5
	4
	3
	2
	1
	3

	Review dates. (Are any large blocks of time not accounted for on the résumé?)
	5
	4
	3
	2
	1
	3


	Section D
Résumé/Application Appearance

	Is the Application . . .
	Excellent
	Above

Average
	Average
	Below

Average
	Poor
	N/A

	Complete?
	5
	4
	3
	2
	1
	3

	Are duties described in specific terms?
	5
	4
	3
	2
	1
	3

	Neat and clean?
	5
	4
	3
	2
	1
	3


	Scoring
Total Points – Section A
_______________

Total Points – Section B
_______________

Total Points – Section C
_______________

Total Points – Section D
_______________

Add the points received for Sections A, B, C, and D. This is your Overall Point Total.

Overall Point Total

_______________

Applicants must receive an Overall Point Total of 40 or above to be considered eligible for hire.


	To Be Completed by Reviewer

	Recommended for further consideration:
	
	Not recommended:
	
	

	Comments:
	
	

	
	
	
	

	Reviewer’s signature:
	
	Date:
	
	

	
	
	
	
	


Candidate Screening Analysis Form

Final Evaluation of Candidates

	Final Candidate Evaluation
	Résumé

Points
	Interview

Points
	Screening

Test

Points
	Customer

Service

Points
	Other

Points
	Total

Points

	Position:
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Candidates:
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Scoring should be based on 1/3 résumé, 1/3 interview, and 1/3 assessments.
Reference-Check Guide

	Name of Applicant:
	
	

	Position Applied For:
	
	

	Reference Contacted:
	
	Title:
	
	

	Company:
	
	

	Address:
	
	

	Telephone:
	
	

	


	Sample Introduction: Identify yourself. Give your title and the name of the company. Ask if you can have a few minutes of their time.

If they say yes, say: I am filling a position in my (Department Name) and I am considering one of your former employees. I was wondering if you would mind verifying some information for me.

If they say it is an inconvenient time, say: When would be a convenient time to call you back?



	Part I     Employment Verification
	

	Dates of Employment:
	
	

	Starting Date:
	
	Ending Date:
	
	

	Comments:
	
	

	
	
	

	
	
	

	


	Part II    Additional Information
	

	Please use the following scale to rate each question:
	

	excellent

(5)
	above average

(4)
	average

(3)
	below average

(2)
	poor

(1)
	

	How well did (name) work with supervisors?
	(5)
	(4)
	(3)
	(2)
	(1)
	

	
	
	
	
	
	
	

	How well did (name) work with co-workers?
	(5)
	(4)
	(3)
	(2)
	(1)
	

	
	
	
	
	
	
	

	How would you rate (name’s) attendance?
	(5)
	(4)
	(3)
	(2)
	(1)
	

	
	
	
	
	
	
	

	How would you rate (name’s) job performance?
	(5)
	(4)
	(3)
	(2)
	(1)
	

	
	
	
	
	
	
	


	
	What are some of the job responsibilities (name) performed on a regular basis?
	
	

	
	
	

	
	
	

	
	
	

	
	What are some of (name) strong points?
	
	

	
	
	

	
	
	

	
	What are some areas (name) might improve on?
	
	

	
	
	

	
	
	

	
	Reason for (name) leaving the job?
	
	

	
	
	

	
	Is (name) eligible for rehire?
	
	

	
	
	

	
	Any other comments?
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	
	Office Use Only
	

	
	Do employee dates provided by reference match dates provided by applicant?
	( Yes     ( No
	

	
	Based on this reference, is this applicant eligible for hire?
	( Yes     ( No
	

	
	Reference checked by:
	
	Date:
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	Interview Questions That Can Help

Unmask the Person You Are Interviewing



Integrity/Honesty and Trustworthiness
Discuss a time when your integrity was challenged. How did you handle it?

What would you do if someone asked you to do something unethical?

Have you ever experienced a loss for doing what is right?

Have you ever asked for forgiveness for doing something wrong?

In what business situations do you feel that honesty would be inappropriate?

If you saw a co-worker doing something dishonest, would you tell your boss? What would you do about it?

Personality/Temperament/Ability to Work With Others
What brings you joy?

If you took out a full-page ad in the New York Times and had to describe yourself in only three words, what would those words be?

How would you describe your personality?

What motivates you the most?

If I call your references, what will they say about you?

Do you consider yourself a risk-taker? Describe a situation in which you had to take a risk.

What kind of environment would you like to live in?

What kinds of people would you rather not work with?

What kinds of responsibilities would you like to avoid in your next job?

What are two or three examples of tasks that you do not particularly enjoy doing? Indicate how you remain motivated to complete those tasks.

Tell me about a work situation that irritated you.

What kinds of people bug you?

Have you ever had to resolve a conflict with a co-worker or client? How did you resolve it?

Describe the appropriate relationship between a supervisor and subordinates.

What sort of relationship do you have with your associates at the same level and above and below you?

How have you worked as a member of a team in the past?

Tell me about some of the groups that you’ve had to get cooperation from. What did you do?

What is your management style? How do you think your subordinates perceive you?

As a manager, have you ever had to fire anyone? If so, what were the circumstances, and how did you handle it?

Have you ever been in a situation where a project was returned for errors? What effect did this have on you?

What previous job was the most satisfying and why?

Tell me about the best boss you ever had. What made it tough to work for him or her?

What do you think you owe to your employer?

What does your employer owe you?

Questions That Might Reveal Past Mistakes
Tell me about an objective in your last job that you failed to meet, and why.

When is the last time you were criticized? How did you deal with it?

What have you learned from your mistakes?

Tell me about a situation where you “blew it.” How did you resolve or correct it to save face?

Tell me about a situation where you abruptly had to change what you were doing.

If you could change one (managerial) decision you made during the past two years, what would it be?

Tell me of a time when you had to work on a project that didn’t work out the way it should have. What did you do?

Thinking/Problem Solving
When was the last time you “broke the rules” to be creative? How did you do it?

What have you done that was innovative?

What was the wildest idea you had in the past year? What did you do about it?

Give me an example of a time when someone brought you a new idea, particularly one that was odd or unusual. What did you do?

If you could do anything in the world, what would you do?

Describe a situation in which you had a difficult (management) problem. How did you solve it?

What is the most difficult decision you’ve had to make? How did you arrive at your decision?

Describe some situations in which you worked under pressure or met deadlines.

Were you ever in a situation in which you had to meet two different deadlines given to you by two different people and you couldn’t do both? What did you do?

What type of approach to solving work problems seems to work best for you? Give me an example of a time when you solved a tough problem.

When taking on a new task, do you like to have a great deal of feedback and responsibility at the outset, or do you like to try your own approach?

You’re on the phone with another department, resolving a problem. You are paged on the intercom for a customer on hold. Your manager returns your monthly report with red-pen markings and demands correction within the hour. What do you do?

More Good Questions
How do you measure your own success?

What is the most interesting thing you’ve done in the past three years?

What are your short-term and long-term career goals?

Why should we hire you?

What responsibilities do you want, and what kinds of results do you expect to achieve in your next job?

What do you think it takes to be successful in a company like ours?

How did the best manager you ever had motivate you to perform well? Why did that method work?

What is the best thing a previous employer did that you wish everyone did?

What are you most proud of?

What is most important to you in a job?

What do you expect to find in our company that you don’t have now?

Is there anything you want me to know about you that we haven’t discussed?

Do you have any questions for me?

What is the best thing a previous employer did that you appreciated?

	
[image: image2.wmf]
	Don’t Ask These Types of Questions!

(Not an all-inclusive list, but you get the idea)



When were you born?

How old are you?

When did you graduate from high school?

What is your native language, ancestry, or national origin?

Where were you born?

Where was your spouse born?

Where were your parents born?

Are your parents or spouse citizens?

When did you become a citizen?

Do you belong to a church?

Do you go to church regularly?

Have you ever been arrested?

Have you been convicted of a misdemeanor?

Do you have any children?

Do you intend to have children?

What child-care arrangements have you made?

When did you graduate?

Do you have a disability?

What kind of disability do you have?

How severe is your disability?

Do you own a home?

How long have you lived at your current address?

What is your maiden name?

Can you give me the name of a relative to contact in case of emergency? (You can ask for the name of a person, but not the relationship.)

Did you serve in Vietnam?

Where do your parents or spouse work or conduct business?

Do you own a car?

In addition, do not ask . . .
Questions about physical characteristics

Questions regarding refusal or cancellation of bonding

Questions regarding applicant’s general medical condition

That the applicant affix a recent photograph to his/her application/résumé

Selection System 
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