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Recruiting Best Practices
· [bookmark: _Hlk31965638]Partner with your HR Consultant before beginning the hiring/interviewing process. Your consultant can assist you with finding the best fit candidate and assist with navigating through potential legalities and various situations. 
· When creating job descriptions, determine what is essential and required for the position versus what is preferred. For example, if a degree is preferred but not required, put that in the job description. If not, it might limit the pool of applicants. 
· Update job descriptions and highlight new duties; put % of time for each duty or responsibility
· Review applicant information by using the Snapshot Feature on the Talent Management Website.
· Review applicants’ previous salary information to ensure we can even offer them something within our budgetary guidelines.
· If possible, interview applicants as they apply for the posting. Waiting to close out the posting may result in best-fit-applicants accepting other offers due to a lengthy recruiting process.
· Keep interview questions consistent for all applicants for the same position. 
· Do not ask questions relating to age, race, color, religion, sex, national origin, veteran status, arrest record, bankruptcy and credit affairs, citizenship, disability, height and weight, and marital status, or childcare arrangements.
· Focus on job experience and cultural fit of applicants. 
· Use a spreadsheet and list all applicants to rank the best fit candidates based upon education and experience. Make notes next to their name regarding education and experience.
· Asked behavioral based questions.
· Listen to applicants more than speaking. 
· Interview internal candidates, even if not qualified. 
· Interview a pool of applicants. As a rule of thumb, interview at least 5 applicants for every 20 applicants reviewed. 
· HR will contact applicants regarding the offer and salary. When considering bringing on an applicant, think about where your current team members are at salary wise as well as the applicant’s experience and education.  


 1. Hiring Manager gets approval via email for job posting.


2. Hiring Manager forwards the job approval email and sends an updated job
    description, including percentages of each job responsibility, to designated HR Consultant.


3. HR Consultant posts job for a minimum of 5 days for non-exempt positions, 10 days
    for exempt positions, and 20 days for faculty positions. 


6. Hiring Manager checks references on applicant to be hired. Once references come back
    good, Hiring Manager emails HR Consultant that reference checks are complete. 


5. Hiring Manager schedules and conducts interviews with a pool of applicants, not just one 
    or two, to ensure the best candidate is selected. Hiring Managers must keep interview
    questions and answers/application notes for each job opening for three (3) years. 


4. Manager receives an email from HR that position is open and begins reviewing applicant
    information, including previous salaries


7. HR Consultant reviews the selected applicant's education and experience and sends hiring
    manager the salary we want to offer for his or her approval. 


8. Once Hiring Manager reviews and approves salary, he or she will send HR Consultant an
    email stating the salary is approved and offer is ready to be made to applicant. 


10. If applicant accepts, HR Consultant completes a background check and HR emails applicant
      with setup time to complete payroll paperwork and start date and copies in Manager.


11. If applicant declines, HR contacts Hiring Manager about selecting another applicant or
       reposting job.


9. HR Consultant makes an offer to selected candidate and states offer is contingent upon the
    completiton of a successful background check.
