HIRING SUPERVISOR’S CHECKLIST
(Refer to Manager/Supervisor Training Manual and 

Personnel Operations Manual (POM) for assistance)

Phase 1 – Job Assessment
	
	With the Personnel Liaison, review and update essential functions duty statement using the “Duty Statement Questionnaire,” the classification specification, appraisal reports, interviews, etc.

	
	Prepare JOB (copied from essential functions duty statement)


Phase 2 – Recruitment

	
	Post and Bid, if applicable

	
	Publicize JOB as broad as possible

	
	Request certified list, if applicable


Phase 3 – Applicant Screening

	
	Review applications, look for RED FLAGS, divide into stacks (qualified, meets minimum qualifications, unqualified)

	
	Decide whom to interview (don’t have to interview everyone)

	
	Verify eligibility through C&P Analyst


Phase 4 – The Interview

	
	Develop questions

	
	Decide on panel composition (at least two people)

	
	Have each candidate complete an “Authorization to Release” form

	
	Conduct an in-depth interview (ask all candidates same questions)

	
	Review sample and/or score exercise, if used

	
	Rate candidates


Phase 5 – Reference Checking

	
	Narrow candidate pool down to top few

	
	Verify eligibility of finalists

	
	Call at least two references on each candidate (current & prior supervisors)

	
	Review OPF, if current or former State employee

	
	Make a conditional offer pending other approvals (I-9, medical, HAM, TAU, etc.)

	
	Notify unsuccessful candidates


Phase 6 – Management of Probation

	
	First day on-the-job orientation – sign duty statement, on-line new employee orientation, tour of workplace and building, etc.

	
	Consult with PES if performance problems occur

	
	Provide timely probation reports


