An Outline for the Interviewing and Selection Process
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· Position Description Developed - so employer truly knows what qualifications are important to find the best candidate

· Recruitment - many methods on-line these days; where most candidates look for opportunities

· Resume and Cover Letter - review to identify who should be interviewed.  Some employers require an original cover letter which compares and contrasts the job requirements with the applicant's background.

· Interviews to Identify the Viable Candidates - those most closely meeting the requirements for the position

· Testing – ensure this step is designed and administered according to regulations; completed by those qualified to do so

· Additional Interviews - other people who may contribute to the hiring decision (supervisors/coworkers) must be trained in interviewing
· Could include Team Interviewing 

· References – completed by those qualified to do so

· Background Investigations – contract with appropriate company

· Final Candidates Identified

· Final Interviews, if necessary

· Hiring Decision

· Notify those not hired - completed by those qualified to do so

· Prepare Offer Letter - completed by those qualified to do so

· Begin New Hire Process and send New Hire E-mail for completion on initial steps
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