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 Hiring Manager’s Checklist

Hiring Manager : __________________________________________________________________
Human Resources Representative:  ____________________________________________________
Position Advertised: ________________________________________________________________
Within seven days of the position closing, the Hiring Manager/panel will:
· Review applications/resumes and identify candidates to be interviewed. 

· Only applicants who meet the advertised minimum qualifications can be interviewed. If you are unable to determine whether an applicant meets the minimum qualifications, contact your Human Resource Representative for confirmation of minimum qualifications.   
Interview Panels, that are diverse and representative of the City’s workforce, are to be used whenever possible. Interview panels are not required for non-exempt level positions, but may be beneficial in making a better hiring decision.  Interview panels should consist of at least three people. Interview panels may include the Hiring Manager or designee and an employee from another division/department. Also, a designee from HR may be available if requested.  If more than three panel members needed, approval must be received from the HR Generalist prior to the interviews.  
A minimum of 3 applicants must be interviewed.  If less than 3 applicants meet the minimum qualifications, the position may be re-advertised.    Exceptions to interview less than three applicants can be discussed with the HR Generalist and will be approved based on business needs.

The Hiring Manager has up to 3 months from the date the position closes to fill the position, or the position must be re-advertised. 
1. The Hiring Manager will contact qualified applicants to schedule an interview.  The manager will inform applicants of the documents required for the position, if applicable, and request that the applicant bring these documents to HR if selected as the top candidate.  Examples of documents are:

· Certifications, registrations or licenses

· Valid Drivers License 
· Driving Record (3 years)

· Proof of auto insurability
2.
After completing the interview process, the Hiring Manager must submit the following to the Human Resources Representative for review:

· Top Candidate Selection Form with all necessary departmental approvals, and completed scoring criteria (if used) and reference checks; If the selected candidate is an employee, the current manager must be contacted by the Hiring Manager to work out a reasonable transfer date (up to 3 weeks)  prior to offering the job.  An e-mail between managers agreeing on the start date should be submitted with the top candidate selection form.  

· Original interview questions, notes and evaluations from each panel member for all applicants interviewed;

· Other required documents for the position.

The Human Resources Representative will review the hiring packet and obtain appropriate approvals.  NO JOB OFFER CAN BE MADE by the manager until notification of approval is obtained from Human Resources.  HR Representative will notify the Hiring Manager via e-mail of the approved salary, start date and New Employee Orientation (NEO) dates within one week of receiving hiring packet. The top candidate must successfully complete the hiring process before he/she can attend NEO.  
3.
   Upon receiving approval of the hiring recommendation, the Hiring Manager:

· May extend a conditional job offer via email to the top candidate making it contingent upon the applicant successfully completing the sign-up process and passing the background check and other applicable test(s).  

· Instruct the top candidate to report to Human Resources with the conditional job offer to complete the new employee hiring process. 

The following steps must be completed as listed below:
· Prepare a conditional job offer of employment for the selected candidate and send via email. (the Hiring Manager  may extend an offer by phone, but must follow with an email.) 

· Send letters of regret to applicants interviewed but not selected. 
· Hiring Manager notifies department internal candidates of candidate hired prior to notification via e-mail of new hires to all employees.  Internal candidates will be allowed to contact the Hiring Manager for feedback on the interview.     

· Submit an Issuetrak ticket (work order) to IT with the name and anticipated start date of the new hire (2 weeks prior to start date) including their technology needs (computer/phone) and workstation to occupy. 
· Contact the Finance Department representative if a pager is needed (FD and PD will need to contact their designated department representative).
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