OVERVIEW OF THE
HIRING PROCESS
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Vacancies are advertised and
applications are accepted for a
minimum of two weeks. Applications
can be faxed, emailed, mailed or
delivered in person to the Department of
Human Resources. Applications are not
accepted after the closing date.

Application information is compiled and
applications are prepared for review
panel.”

Review panel scores applications &
candidates are selected for interview. At
this point all applicants are notified,
by mail, of their standing in the process.

Interviews are scheduled & conducted.

A selection is made and sent for
approval. Interviewees that are not
selected are maintained on an eligible
listing for up to one year.

Selected candidate is notified by phone
and non-selection letters are sent to
other interviewees.**

If five or fewer applications are
received, they are sent directly to the
department head. The department head
interviews and makes a selection.

If a selection is not made, the position is
closed and may be readvertised at a
later date. All applicants are notified
that no selection was made.

Vacancy is advertised.
Applications accepted
at Human Resources
office for two weeks.
Applications will not
be accepted after the
closing date.

Interviews are scheduled
and conducted.
Selection is made by
department head.
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Selected candidate is
notified & scheduled to
come in to complete
preliminary paperwork.

Applicant data is compiled.
Applications are sent to a
rating panel. Each of the

members scores the
applications separately.

Applications are returned
to Human Resources to
compile scores &
candidates are notified
about interviews.

All applicants are
notified of their standing
in the process.

Selected candidate is notified
of start date. All other
interviewees are notified of
non-selection.




