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Following are guidelines intended to help select the candidate that best meets the identified job criteria and ensures a diverse work 
force in your area or department.

Before beginning the applicant review process, review the job description and note the minimum requirements for the job. As the 
hiring manager begins the review of the applicant pool, it will not typically be feasible or desirable to interview all applicants. When 
this is the case, it is often helpful to put together a hiring matrix to compare and contrast applicants’ knowledge, skills and abilities, 
and to judge each applicant in the context of the job requirements. The matrix will help you narrow down the pool to the best 
qualified candidates who should then be invited for interviews.

Suggestions for reviewing applications and other documents are:

•	 Review all applicable documents for the individual including cover letter, resume and any other required items. For positions 
requiring good communication skills, don’t forget to review all documents for spelling, grammar and writing style.

•	 Screen out applicants who require a higher salary than is authorized for the position. Call them if there are any doubts about 
their salary requirements.

•	 Check work experience for applicability to the position, length of time in each position, promotions or awards received  
and reason for leaving each position.

•	 Note the order of the material given on the resume. What is noted first is generally what the applicant wishes to emphasize. 
What is noted later or not noted is often revealing.

•	 Note gaps in dates, but do not assume they were caused by negative reasons.

•	 Look for overlapping dates or conflicting details.

•	 Check educational background if required.

•	 Note on a separate piece of paper, intended as your personal notes, any pertinent questions that arise when reviewing  
the resume/application and ask those during a telephone or face-to-face interview.

Planning the interview
Interviewing and selecting the best qualified applicant are important responsibilities that the hiring manager performs in assisting 
and supporting the university hiring goals. When interviewers rely on their intuition as a basis for selecting candidates, poor hiring 
decisions are likely to result. A well-planned and -executed interview process provides a much more reliable method of choosing  
an applicant based on his/her ability to do the job.

To conduct an interview that will be predictive of good job performance, it is crucial that the hiring manager spend sufficient time  
to plan the interview. To plan an effective interview, the hiring manager should:

•	 Review the job description and focus on the duties of the job.

•	 Prepare interview questions based on job duties and requirements of the job that are documented in the job description.

°	 Formulate questions that will evoke work-related, real-life examples from the applicant.

°	 Examples of behavioral interview questions (questions that require the applicant to rely on past behavior to answer  
the question) are:

	 Give me an example of …

	 Tell me about a time when ….

Identifying the best qualified candidate




