
Effective Hiring 

Practices

Recruiting the Best Person



Recruitment/Selection Process 

Overview

Â Position vacancy is identified

Â Budget and affirmative action priorities are addressed

Â Recruitment effort is approved

Â Sourcing is initiated

Â Resumes are screened and forwarded

Â Initial phone screens are conducted

Â Employment Applications are obtained

Â On site interviews are conducted

Â Lead candidate identified

Â Due diligence tasks performed

Â Offer made, accepted, file completed

Â New Employee Orientation



Advertising the Position

ÂEmployment ads are ok`bdc vhsg ƕ

ÂSystem Website

ÂHigher Ed Jobs

ÂInside Higher Ed



@ants sgd Qdrtld.BUƕ

Â @ qdrtld.BU hr ` ƏrsnqxƐ `mc xntq b`mchc`sd hr sgd

author

Â ƏKhsdq`qx khbdmrdƐ hrnot OK 

Â E`bs nq ehbshnm ƕnq rnld bnlahm`shnm>

Â Goal is to discover any errors in facts or any omissions 

ƕsgqntfgnts sgd oqnbdrr

Â Fnnc b`mchc`sd ƕsgd ƏrsnqxƐ fdsr adssdq sgd lnqd vd

find out

Â A`c b`mchc`sd ƕsgd ƏrsnqxƐ e`kkr `o`qs sgd lnqd vd ehmc

out

Â Alert reviews of resume/CV and employment application 

is hmsdquhdvdqƍrjob



Resume Review

M Catching an inconsistency on a resume should cause 

bnmbdqm `ants ` b`mchc`sdƍr nudq`kk dsghbr

M Common resume inconsistencies:  

MDloknxldms c`sdr ƏrsqdsbgdcƐ sn bnudq to f`or ƕsgd

most common resume inconsistency

MOne-in-five hiring managers reported finding this 

nm ` b`mchc`sdƍr qdrtld

M Other top resume inconsistencies include: 

M Previous employers 

M Academic degrees and institutions 

M Technical skills and certifications 

M Accomplishments 



Knnj `mc Khrsdm enq ƏQdc Ek`frƐ

OOn the resume and/or application:

UMissing/incomplete information

U Frequent job changes/time interval between jobs

U Negative/vague reasons for leaving past employment 

U Inadequate written communication skills

O During the initial screen/phone interview:

U Inconsistent answers/lack of preparation

U Unrealistic job expectations/career goals

U Unsatisfactory attitude

U Inadequate verbal communication skills



Common Interviewer Mistakes

Poor time management during the interview

Not maintaining the interview schedule

Excess talking about yourself, the job, or the System

Creating inappropriate stress for the candidate

Not asking the tough questions

Being overly familiar with the candidate

Adhmf hmektdmbdc ax sgd Əg`kn.gnqmrƐ deedbs

Asking illegal/inappropriate questions 

Asking leading questions



Personal Interview Questions

Category Inappropriate Appropriate

Children �‡Do you have any children? 
�‡What child care arrangements have you made to 
work the hours of this position?

If worried about hours, ask: the hours for 
this position are 4am �±1pm. If you are 
selected for this position, can you work 
these hours?

Citizenship 
& national 
origin

Are you a citizen of the US?
Are your parents or spouse citizens of the US?
On what dates did you, your parents or your 
spouse acquire US Citizenship?
Are you, your parents or your spouse naturalized 
or native-born US citizens?

Are you legally permitted to work in this 
country?
Are you able to provide proof of 
employment eligibility upon hire? 

Criminal 
Record

Have you ever been arrested?
Have you ever spent a night in jail? 

Have you ever been convicted of a crime?

Disability Do you have any disabilities?
What's your medical history?
How does your condition affect your abilities? 

Can you perform the specific duties of the 
job. 

Marital 
Status

Are you married, divorced, widowed, engaged?
Do you wish to be addressed as Mrs., Miss, Ms

No questions related to marital status


