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About This Document 

owner HR   

access & use  All Staff 

what it is 
A guide that provides an overview of the key stages and responsibilities of our 
recruiting and hiring process 

who uses it HR, Managers, and Staff involved in the recruiting and hiring process 
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When the posting close date arrives: 

 HR links all the applications to a position tracking spreadsheet 

 Hiring Manager reviews and rates the applications  

 Hiring Manager selects candidates for phone screen interviews. 

Interview 

After the initial review of resumes and selection of phone screen candidates: 

 Hiring Administrator or HR schedule the phone screen interviews 

 Hiring Manager creates a phone interview questionnaire, conducts interviews, and selects 
candidates for Round 1 in-person interviews 

 Hiring Manager creates a Round 1 interview questionnaire, conducts interviews, and selects 
candidates for Round 2 in-person interviews  

 Hiring Manager creates a Round 2 interview questionnaire, conducts interviews, and selects the 
final candidate (if someone suitable has been identified). 

Check References & Hire 

If a suitable candidate is identified: 

 Hiring Manager advises the successful candidate 

 Testing is administered by HR (where applicable) 

 Hiring Manager obtains references from the candidate and consent to contact them 

 Hiring Manager creates a reference check interview form and conducts the reference checks 

Assuming there are no unpleasant surprises from the reference checks: 

 Hiring Manager schedules a meet and greet with key personnel 

 Hiring Manager and HR prepare and present an offer 

 HR closes the position PREVIEW 
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5. You must notify HR before opening a new position, and especially before commitments are 
made regarding compensation, benefits, timelines, or other working arrangements.  No one can 
have access to our networks (either on-premises or offsite), or represent the Company without 
signing the appropriate contractual documents.  This includes: contractors, consultants, full- and 
part-time staff, casual staff, or volunteer staff. 
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