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SELECTION AND RECRUITMENT PROCESS

1. Pre-recruitment Process

d.

Needs assessment should be conducted to determine if a hire is the best
solution, or if reorganization is a possibility.

If a hire is warranted, determine position status (i.e. part-time, fulltime,
on-call, etc.)

Prepare/update job description using Job Description Format.

1. Ensure the job description accurately reflects essential functions
required.
ii. List secondary duties as well.
. List all educational and skills requirements.
iv. List years of experience required or preferred.
v. List any required licensure.

Review form with Manager.

2. Advertising/Posting Position

a.

Decide on best use of and which resources to pursue in advertising job.

Focus on essential functions from job description, listing most important,
to devise job advertisement/posting.

Be consistent in how jobs are advertised/posted.
Put a closing date on all openings.
Request references on all positions.

Include “EEO Employer, on all jobs posted internally and/or advertised in
newspapers/websites.

Internal posting made for required number of days, if applicable.

List any drug or driving tests, or licensure required.



3. Application Completion
a. Have each applicant complete an application or submit resume.

b. Ensure application is completed thoroughly and signed, including
employment references.

c. Ensure each interviewee has turned in an application before the first
interview and that the hiring manager/interviewers have a chance to
review.

4. Interviewing Process

a. Prepare for the interview:

1. Devise interview questions from essential functions listed in the
job description.
ii. Ask all applicants the same questions to be consistent.
iii. See list of interview questions and “What Not To Ask” *

b. Document interview answers and compare.

i. Record answers to interview questions.
ii. Ensure noillegal questions/answers asked or recorded.
iii. Compare answers and decide upon those applicants to ask back
for second interviews and/or to complete reference/background
checks on.

5. Reference/Background Checks

a. Decide what kind of checks will be run, DMV check, criminal background
check, and reference checks from former employers (manager).

b. Complete the Fair Credit Reporting Act documents, if criminal or credit
checks will be completed by a third party (reference checks would also
apply, however, these are recommended to be completed by the hiring
manager or HR Rep)

c. Ensure applicant has completed paperwork necessary to conduct the
appropriate checks.

d. Ensure current employer is available as reference check.



e. Decide how many references to seek, but a minimum of three if at all
possible.

f. File references in job opening (recruitment) file, not personnel file.

6. Criteria
a. Check the job description for education/skill/knowledge requirements.
b. Decide on selection tools
i. Prescreening of resumes according to job criteria.
ii. Telephone screening and/or interview guidelines.
iii. Reference checks.
iv. Supplemental questionnaires.
v. Examples of work product.

vi. Employment testing.

c. Make hiring decision based on the candidate that most closely matches
job requirements.

d. Communicate in writing with those candidates not selected.

7. Pre- and Post- Offer Testing/Medical Exams/Drug Testing

a. Ensure that any pre-employment testing has been assessed for reliability
and validity.

b. Ensure candidate is aware of any post-offer/pre-employment drug
testing.

c. Conduct testing consistently.

d. Conduct any required physical testing consistently and only after an offer
of employment has it been accepted.

8. Orientation Process

a. Make offer and follow with offer letter
i. State hourly or monthly pay.
ii. List benefits package.
iii. Include any other details agreed upon.



iv. Have applicant sign upon acceptance and file in personnel file.

b. New Hire Orientation Checklist

i. Go through each section on the checklist, marking off as
completed.
ii. Especially important to share job expectations.
iii. Discuss introductory period and both parties assessing job fit.
iv. Introduce to co-workers.
v. Sign proper paperwork for benefits, etc.

c. Complete any agreed to follow up performance appraisals during the
Introductory Period and include in personnel file.



JOB DESCRIPTION SAMPLE

Job Title:
Dept.:

Exempt/Nonexempt:
Reports to:

Pay Grade:

The following information is designed to outline the functions and position
requirements of this job. It does not identify all tasks that may be expected, nor address
the performance standards that must be maintained.

General Position Summary:
(2-3 sentences regarding role and responsibilities of position)

Essential Functions/Major Duties:

(Not intended to be a task list, rather an identification of assigned work, and job
responsibilities. Each statement should begin with active verb, and clearly identify
whether work is done on own, or in conjunction with others.)

Secondary Functions:
(These are items and tasks that the position performs, but they are not central to the
reason for the job.)

Job Scope:

(This section addresses such items as whether job operates within established
parameters or is responsible for development and/or decisions regarding new policy or
guidelines. It outlines scope of position relative to staff accountability, decision making
authority, creativity/innovation, budgetary accountability, management of capital
assets, and responsibility for planning. It addresses consequences of error.)

Supervisory Responsibility:
(This section identifies the type, number, and skill level of employees supervised. It also
states level of supervision offered.)

Interpersonal Contacts:

(This section specifies what type of interactions occur, how complex the interactions
are, and with whom they occur. The delineation of inside and outside contacts,
frequency, and scope should be identified.)



Specific Job Skills:

(This section identifies minimum skills necessary to perform essential job functions.
Equal attention should be given to technical, managerial, and professional skills.
Physical capabilities needed to perform work must be identified.)

Education and/or Experience:

(This section identifies specific educational credentials (if any) including certification,
degree, and licensure. It also specifies the number of years and type of previous
experience necessary to meet minimum requirements.) We recommend a statement:
Any combination of education, licensure, experience that provides the knowledge, skills,
and abilities to be successful in this role will be considered.

Job Conditions:

(This section identifies the work environment, job demands, and any undesirable
features of position. Such things as temperature, weather, chemicals, machinery, space,
travel, pressure, substantial overtime, work schedule, etc., are usually identified here.)

Physical Requirements:

Physical requirements in a job description refer to the specific physical capabilities
needed to perform the tasks associated with a role. These requirements outline the
physical demands and help potential candidates understand if they are physically able to
perform the job effectively. They can vary widely depending on the nature of the job.
Examples of physical requirements may include:

Lifting: The ability to lift and carry a certain weight, such as "must be able to lift 50 Ibs."
Standing/Walking: A requirement to stand or walk for extended periods, such as "must
be able to stand for 8 hours per day."

Bending/Stooping: Physical flexibility, such as "must be able to bend and stoop
frequently."

Climbing: The need to climb stairs, ladders, or other structures.

Reaching: The ability to reach above the head or extend arms in front or sideways.
Manual Dexterity: Fine motor skills needed for tasks like using tools or handling small
objects.

Vision: Specific visual requirements like "must have 20/20 vision or corrected vision."
Hearing: Requirements for hearing, especially in jobs where communication or warning
sounds are critical.

Endurance: The ability to sustain physical activity for long periods, such as working in a
physically demanding environment.

Balance: Maintaining physical stability, especially in roles requiring physical agility.
Including these requirements in a job description helps set clear expectations for both
the employer and the candidates, ensuring that individuals applying for the position can
physically handle the duties involved.



Equal Employment Opportunity Statement

[Company Name] is an equal opportunity employer and is committed to fostering an
inclusive and diverse workplace. We do not discriminate based on race, color, national
origin, gender, gender identity, sexual orientation, age, disability, religion, marital
status, or any other characteristic protected by federal, state, or local law. We are
dedicated to creating an environment where all employees are respected, valued, and
able to contribute their best work. All employment decisions are based on
gualifications, merit, and business needs.



OFFER LETTER SAMPLE

CONFIDENTIAL

(First Name) (Last Name)
(Address)
(City), (State) (Zip)

Dear (First Name),
It is truly a pleasure to write this letter!

It is intended to confirm an offer of employment to you as a (position title) with
(Organization Name), effective (date). You will be classified as a (full-time/part-time)
(exempt/non-exempt) employee with a starting salary of $ per month

(S per hour). Pay periods are twice a month (1st through 15th usually
paid on the 20th, and 16th through the end of the month usually paid on the 5th).

An Employee Benefits Summary is enclosed, which outlines major benefits and
eligibility.

Your first performance evaluation will be at the end of months of employment,
and you may be eligible for your first pay review at that time as well.

This offer letter is a guideline to the terms of your proposed employment at
(Organization Name), and should not be considered to waive any provisions of
employment at will.

| have attached a copy of this letter which | ask you to sign to indicate your acceptance
of this offer, return to me. Should there be any differences between the information in
this letter and your understanding of our offer, please contact me so that we have an
opportunity to resolve them prior to your first day of work.

(First Name), | am so glad you are joining us. | am confident that your involvement with
us makes us a better firm and more strategically positioned for success. It is truly a
pleasure to welcome you to (Organization Name).
Sincerely, ACCEPTED:

Date:

NAME, TITLE
CONTACT INFORMATION
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NEW HIRE CHECKLIST

Name:

Title:

Date of Hire:
Address:
Phone:

1 Create Confidential File
1 Application/Resume, Signed and Filed.

L1 Authorizations for Background Check, Physical & Drug Screen Signed and Filed

1 Reference and Previous Employment Checked and Signed

[ Background Check Ordered Received: Reviewed By:
1 Phys/Drug Ordered: Received: Reviewed By:

[ Payroll Change Notice Filled out and Signed.

ORIENTATION

[11-9 Documentation

[ Federal Tax Withholding Form

] State Tax Form Withholding Form

L1 Employee Handbook Acknowledgement Form
] Employee Personal Information Sheet

[1 Review Benefit Information

1 Benefit Enrollment Forms

1 All Orientation Documents Filed

1 Entered in HRIS & Payroll Systems

Verified By: Date:

Equipment Assigned to employee:

NOTE: ORIGINAL FORM TO BE FILED IN EMPLOYMENT FILE.
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EMPLOYEE INFORMATION FORM

Personal Information

Name: Title:
Address:

Phone:

Work Location: Reports to:

Beginning date:

Beginning salary:

Emergency Contact

Person to notify in case of emergency:
Day Phone: Evening Phone:
Secondary contact:

Day Phone: Evening Phone:
Certification/Licensure

Type: Number:
Expiration Date:

Type: Number:

Expiration Date:

Driver Information
If you will be driving an organization vehicle or your own vehicle for organization
business:

Driver's License Number: Expiration Date:

Insurance: Expiration Date:



