Screening and Interviewing Procedures for Non-Exempt Full Time Staff Positions

· The applicant’s application and supporting materials will be viewable to the Applicant Reviewer and Search Committee Members as the information is submitted to the job posting. Review the application and materials for each applicant, and compare their information with the job description requirements. The applicant must meet the job description requirements in order to be a qualified applicant for the position. Please contact Human Resources if you have questions regarding how to interpret the job description requirements and/or the equivalency charts for Job Families 1 and 3.

· Develop a set of interview questions to ask each applicant and document the answers to the questions.  The same list of questions should be asked of each applicant.  The interview documentation for all applicants interviewed will need to be retained by the hiring department for five years from the date of the hire.  Review the appropriate and inappropriate interview questions that the hiring department or any other members involved in the interview process must be aware of prior to interviews being conducted.  

· Review the second section of the Full Time Faculty and Staff Postings manual. This manual is available in the “My Links” section of the Home tab after you log in to the ATS.  This section discusses the screening and coding of applicants, and how to route them online for “pool approval” prior to contacting applicants for interview.  

· After your applicant pool has been reviewed and approved according to the applicant workflow in the applicant system, you can contact the applicants for interviews.  

· Provide a copy of the job description to each applicant at the time of interview.

· Provide a copy of the Fringe Benefits Summary to each applicant at the time of interview.    

· Complete reference checks for the top applicant(s) using the Applicant Reference Check Form for Non-Exempt Staff provided by Human Resources.  There is a comment section included on this form to document other answers to questions that may not be on the form, and/or to document other general information you receive from the reference.  

· Review the third section of the Full Time Faculty and Staff Postings manual, Creating the Hiring Proposal. This is on the ATS under the “My Links” section.  This section explains how to create a Hiring Proposal for the selected applicant.   We  would encourage you to contact the appropriate Employment Specialist in Human Resources prior to starting the Hiring Proposal so we can discuss an appropriate salary and start date to list on the proposal for approval. When the Hiring Proposal is at the state of “HR Initial Review”, Human Resources will review the selected candidate to confirm the candidate meets the requirements listed in the job description.

· [bookmark: _GoBack]Upon approval of the Hiring Proposal and Human Resources receiving all completed reference checks for the selected candidate, HR will contact the top candidate to proceed with the pre-employment process including the criminal background check. 
