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Assessing Your Recruitment and Selection Practices 
Policies and Procedures

The agency’s policies and procedures should thoroughly document the recruitment, assessment and selection processes.  The policies and procedures should be accessible and understood by not only HR professionals but Managers and others involved in the hiring process.  Ask yourself these questions to help assess whether or not your agency’s policies and procedures are current and include new requirements. 
· Are recruitment, assessment and selection processes supported by written policies and procedures that are up-to-date, accurate and complete?  (Ideally within 2 years.)
· How widely communicated are the agency’s written recruitment, assessment and selection policies to those who are involved in the process?  (Ideally to all staff.)
· Does the agency utilize these policies and procedures for the recruitment, assessment and selection processes?

· Does the agency have a written policy describing procedures for the review of competencies and/or qualifications?

· Does the agency follow a formal recruitment, assessment and selection plan at the start of each recruitment?  (Link to sample recruitment plan)
Training

Managers, supervisors, and personnel involved in the hiring process should receive comprehensive training in the agency’s full recruitment process and thoroughly understand proper interview and selection techniques.  
· Who performs recruitment activities for the agency? (Ideally HR with unit management participation.)

· On average, how long does it take to fill a position within the agency from the start of a recruitment until an offer is extended?  (Ideally 2 months or less.)
· Does the agency provide training and/or written guidelines about recruitment, assessment and selection policies and procedures to managers and supervisors prior to them seeking to fill a position (e.g., reviewing applications, conducting interviews, and evaluating candidates)?

Recruitment Strategies

The agency should tailor their recruitment strategy to meet the need for the specific position and the agency’s goals, as well as attract a diverse pool of applicants.  
· Does the agency develop a specific recruiting and marketing plan to identify how and who they need to contact to help achieve finding the best candidates?

· Does the agency have a plan to recruit qualified applicants who represent the diversity of the State or local service area?

· Does the agency compare its workforce demographics to the State, county or local labor force demographics?

· Does the agency utilize specialized recruitment strategies to attract hard-to-find, qualified candidates?

· What recruitment strategies are utilized to attract hard-to-find qualified candidates? (Ideally executive search firms, internet job sites, local and regional newspapers, job fairs, professional organizations, civic organizations, networking, Employment Security Department, etc.)

· Does the agency track the effectiveness of different recruiting methods?

· Are recruitment sources periodically evaluated to assure they meet the needs of the agency and return on investment calculated?

Recruitment Process and Hiring

Recruitment procedures should be developed and administered in compliance with all applicable agency policies, bargaining agreements, laws, regulations, and professional standards.

· Is a job analysis conducted to identify the key responsibilities of a position prior to announcement?

· Are required qualifications reviewed prior to position announcements to assure they are job related?

· Are preferred qualifications reviewed prior to position announcements to assure they are job related?

· Does the agency’s HR staff assure all applicants selected for employment meet the posted qualifications for the position?

· What percentage of job announcements identify the competencies needed to perform the job?
· Are essential functions of the position discussed with the candidate?

· Does the agency utilize a behavioral interviewing tool to develop standardized, relevant interview questions?

Selection Process
Selection procedures should be developed and administered in compliance with all applicable laws, regulations, and professional standards.

· What methods are used for the selection process?  (Ideally selection matrix, interview notes, resume ranking, skills testing, reference checks, background checks, etc.)
· What percentage of the final selection decisions is documented?  (This includes reasons for hire versus non-hire.)

· How long is the selection documentation retained?  (Three (3) year record retention mandated for State of Washington.)

· Does the agency evaluate and assess how well the selection procedures worked?

· How frequently does the agency assess its selection procedures?

· Does the agency maintain documentation of the assessment process?

Source:   Condensed version from State of Georgia, Human Resource Audit and revised.
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