Candidate Interview Process

Purpose:
The intent of the following policy is to ensure that candidates are processed in a manner that is systematic, fair, within equal opportunity guidelines, and results in identifying the individual that the manager believes will ultimately make the best employee for the position vacancy.

Policy:
Each candidate shall be interviewed face-to-face regarding their education, experience and relevant skills and any other relevant criteria established by the hiring manager without regard to the applicant’s or employee’s qualification without regard to the applicant’s race, color, national origin, sex, sexual orientation, gender identification, transgender, age, disability, military/veteran status, marital status, pregnancy, genetic information, religion or any other protected category.  (See Recruitment Policy for exceptions related to Bona fide occupational qualifications.)
Procedure and/or Process:

Prior to the interview the manager shall have created a set of questions intended to illicit responses from candidates that will assist the manager in determining the best candidate for the position.

For some positions a competency-based assignment may also be required.

Each candidate interviewed for a position will be asked the same or similar questions and will complete the same competency-based assignments as applicable.

The manager shall make a record of each candidate’s responses to be ranked against competing candidates.

Managers are encouraged to invite other employees to participate in the interviews where it is perceived that this will serve a productive purpose.

Upon the completion of the interviews reference and background screening procedures shall be completed on the top candidate.

Assuming the information obtained and analyzed by the Manager is positive the Manager should contact the Chief Operations Officer to discuss making an employment offer to the candidate.

If the information is not positive the Manager should then reference and background screen the next desirable candidate or consider re-advertising the position.
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