Screening and Interview Checklist for Full-Time Staff Searches

1. Preparing for the Search Process
Before beginning the recruitment process, please review the following policies and procedures:
· Search Guidelines: Op7.10 Recruiting Our Workforce: Guidelines for Hiring Faculty, Academic Administrators, and Executive, Administrative, and Professional Staff

· Employment Policies and Procedures: Employee Handbook for Administrative, Professional, and Support Staff Employees
Review especially:
· Section 3.6.1 – Support Staff Positions (non-exempt)
· Section 3.6.2 – Administrative and Professional Positions (exempt)
Key distinctions:
· A search committee is required for administrative and professional staff positions. 
· A search committee is not required for support staff (non-exempt) positions.
However, all individuals involved in the search process should follow the guidelines outlined below when applicable.
Training Requirement
Hiring administrators and search chairs for administrative and professional searches must complete “Conducting a Legal and Effective Search” training annually.
To register:
· Log in to My Learning Connection on My Missouri State.
· Search for “Conducting a Legal and Effective Search.”
Additional Search Guidelines Sections to Share with Search Committees
Search chairs should review the Responsibilities of the Search Committee Chair in Section 2.2 of the Search Guidelines.
Search chairs should also review and share the following sections of the Search Guidelines with all search committee members:
· Section 1.6– Confidentiality
· Section 2.3 – Responsibilities of the Search Committee Members
· Section 5.3 – Screening Resumes/Curriculum Vitae

2. Accessing and Reviewing Application Materials in the Applicant Tracking System (ATS)
All application materials must be submitted online. Departments should not accept hard copy resumes, cover letters, or other materials from applicants.
ATS Roles
· The Search Chair typically serves as the Applicant Reviewer.  The applicant reviewer has permissions to code applicants in the ATS. For detailed guidance on coding applicants sending applicant pools through the approval process, refer to the Full-time Faculty and Staff Screening Applicants section in the Applicant Tracking System Manual
· All other search committee members should select the Search Committee Member role. See Accessing Applicant Materials in the ATS for instructions to access applicant materials.
 (The full manual can be accessed at the bottom right corner of the screen in the My Links box when logged into the ATS.)
Access for Committee Members
· Confirm that all search committee members have an ATS account.
· If an account is needed:
· Committee members should complete the Applicant Tracking System Access Form found on the Hiring and Employment Card in My Missouri State.
· HR will notify the individual once the account is active.
· Individuals who are not full-time staff or faculty (e.g., external members) can be added as Guest Users and do not need to complete the form.
Screening Applicants
The Applicant Reviewer and/or search committee must verify that applicants meet the minimum requirements in the job description.
Please contact your Human Resources Representative if you have questions regarding the:
· Job description requirements, or
· Equivalency charts for Job Family 1 or Job Family 3


3. Interview Process
Provide the following information to all applicants invited for interviews:
· Job Description
· Staff Fringe Benefit Summary
· Staff Holiday Schedule

4. Post-Interview Process
After interviews are complete, review the Full-time Faculty and Staff Hiring Proposal section of the Applicant Tracking Manual, as well as Appendix A (Hiring Proposal Details).
Applicant Coding
The Applicant Reviewer must assign a Not Hired Reason Code to each applicant who is not selected.
Classification and Compensation Policies
Refer to the Employee Handbook:
· Section 4.3.3 – Starting Salaries
· Section 4.3.4 – Promotions
· Section 4.3.5 – Transfers
Reference Checks
· Complete and submit at least two reference checks to the Office of Human Resources.
Reference forms:
· Reference Check Template (Non-Exempt Staff)
· Reference Check Template 
· For additional guidance, refer to Section 6 of the Search Guidelines.



5. Hiring and Offer Process
Once:
1. The hiring proposal is approved, and
2. All reference checks are received by Human Resources,
HR will contact the department to advise on next steps.
These include:
· Verbal contingent offer scripts
· Pre-employment background checks
· Official offer procedures/exempt offer letter template
⚠️ No offer of employment (verbal or written) should be made until Human Resources confirms clearance to proceed.
Criminal Background Check
· A criminal background check must be completed before extending a formal offer.
See: Criminal Background Check Procedures
Employment Offer Letter (Exempt Positions Only)
· Contact the Office of Human Resources for the official offer letter template and guidance on required information.

6. Assistance
For questions regarding the search process, contact the posting’s assigned human resources representative directly, or:
Office of Human Resources
📞 (417) 836-5102
📧 HREmployment@MissouriState.edu
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