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Need &
Approval

Effective Selection Process

Selecting
Plan

Recruiting
(Internal/
External)

Selection ——,  Hiring/

Steps

Orientation

A need exists

Detail need with Job
Descriptions

Approval to
proceed

Identify recruitment
sources

= Internal: promote
or transfer
employees through
job postings and/or
employee referrals.

Applicants submit
resumes and complete
application

Make decision to
hire

“Paper” screening vs.
Company Standards

Extend the offer

Generate applicant
pool

Identify selection
steps — i.e. paper,
Screening:
interviews, testing,
reference,
background checks

Select recruiting
sources:

=External: Internet,
agencies, schools,
radio, TV,
newspaper, trade
journals, etc.

Job/applicant match

Hiring - extending
the offer

Generate both an
internal and
external pool

Orientation process

Interviewing:
= Phone screening

= Screening (out)
Selection Interviews

= In-depth Selection
Interview

= Drug Tests

= Aptitude Tests (as
needed)

= Psychological
evaluation (as needed)

= Transcripts and/or W-2
wage verification

= Reference checks

= Background checks

Placement on
force

Notification to
remaining
candidates

Orientation:
= First day
= First week

= First 90 days

= Selection decisions:
reject, hold, hire,
promote, transfer
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