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1. PURPOSE OF THE PROCEDURE  
 
Recruiting and selecting the right people is paramount to the success of Valdosta State University and its ability 
to retain a workforce of the highest quality. This Recruitment and Selection Procedure provides guidelines and 
policies to assist supervisors hire the best people on merit and that the recruitment process is free from bias and 
discrimination.  
 
Recruitment and selection procedures must comply with the Valdosta State University’s Recruitment and 
Employment Polices and Procedures Section 800.00 and University System of Georgia Board of Regents Policy 
Section 800.00. 
 
All hiring supervisors in Finance and Administration should take the class “How to Hire the Right” person. A 
record of those taking the class will be kept by Employee and Organizational Development.  
 
2. RECRUITMENT AND SELECTION FRAMEWORK  
 
A. Overview of Process  
 

1. Assess the need for the job and ensure adequate funding   
2. Review the job description to ensure that it meets the present and future requirements  
3. Design the selection process ( utilize search committee process if applicable) 
4. Draft the advertisement and select the advertising media  
5.  Short list using the person specification only  
6.  Interview and test short-listed candidates  
7.  Validate references, qualifications and background checks  
8.  Make appointment  

 
Supervisors and Department Directors hold the responsibility for ensuring this framework is followed.  Human 
Resources and Employee Development is available for advice and will assist in general administration of the 
recruitment process.  
 
 
B. Review the Job and the Need for It.  
 
Upon the resignation, transfer, retirement, or the authorization of a new position, the "search and selection" 
procedure begins. This is an opportunity to review position responsibilities and the way in which the position 
contributes and promotes unit, department, division and university objectives. 
 

1. Supervisors need to consider the following issues:  
 
Is the job still necessary?   
What value does it add to the team and to the delivery of service?  
 

2. How will the Post be funded? 
 
Does the job description need updating?  
If so, the grade for the job and the person specification may need to be re-evaluated. The Human 
Resources and Employee Development Team is available to provide advice on constructing both job 
descriptions and person specifications and advising on grading issues. 
 
What type of employment could be offered?  
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Full-time, part-time?  
Is job-sharing an option?  
Permanent or fixed term contract?  Use of fixed term contracts are most appropriate for covering a 
particular task/project/item of work or an interim appointment. They should not normally be used to fill 
permanent posts.  

 
3. If the decision is to hire for the position, it is the responsibility of the Supervisor/Director to ensure that 

the Position Management Form  is completed and sent to Human Resources and Employee Development 
as soon as possible.  

 
 
C. Search Committee  
 
Not all interviews for permanent positions must be conducted by a Committee. The Department Director is 
responsible for determining the positions that require a committee to interview and select.  If the position is a 
possible promotion for one or more, then a committee should be used to ensure there is no appearance of bias or 
favoritism. All open positions titled, Assistant Director and above must use of a search committee. 
 
For Positions requiring a search committee go to Section 6 
 
 
 

3. REQUEST FOR PERSONNEL ACTION 
 

A. Vacant Position 

When an employee gives notice of intention to leave University employment, the immediate supervisor should 
review the request with their immediate supervisor and approval only then begin the process in the 
PeopleAdmin system. 
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review the existing job description, making the necessary corrections and post a vacancy 
announcement for a minimum of five days on the on-line web site. Postings will be forwarded to the Georgia 
Department of Labor for their reference and applicant referral as well as other on-line sites. It is hoped that this 
procedure will create an awareness of positions available to insure upward mobility in careers within the 
University and to encourage applicant referral from numerous sources. Other advertising arrangements can be 
made. Consult with the Assistant Director for Employment Administration for advice on advertising and related 
costs. 

B. Employee Priority Posting 

All open positions must be posted for a minimum of five days, however the employing unit may initially 
designate that a position b
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Federal law prohibits certain questions in an employment interview and the application for 
employment has been developed to comply with Federal guidelines. Examples of such illegal questions might 
refer to the applicant's age, disability, religion, ages of children, etc. Interviewing guidelines are provided to the 
employing department upon referral of applications. To assure consistent treatment of each applicant, a 
patterned interview might be developed by the department. Such might include specific questions of job related 
functions, skills required, and how the applicant’s educational background, previous experience, etc. might be 
useful in the position if selected for employment. 
 
C. The Interview  
 
The purpose of interviewing is to appoint the best person for the job based solely on merit and suitability. The 
Valdosta State University recruitment and selection process achieves this using methods that are systematic, 
thorough, fair, unbiased and based on rational, objective, job related criteria.  
At the interview, each candidate should be treated consistently. To achieve this the panel should:  

1. Ask the same initial questions of each candidate  
2. Supplement their understanding of the candidate’s responses by following up questions as appropriate  
3. Be consistent in allowing access to presentation material, notes and so on  
4  nterv
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driver’s license and all health related positions providing direct patient care in the Student Health 
Services Division, e.g., physicians, staff nurses, medical technologist, pharmacists, etc.  

New positions created by Valdosta State University will be evaluated to determine the necessity for pre-
employment drug screening. Current positions not requiring such screening are subject to re-evaluation and may 
be added to the list of those affected. All positions requiring pre-employment drug testing must be approved by 
the Director of Human Resources and Employee Development.  

Any candidate selected for a covered position must submit to the pre-employment drug test prior to 
commencing employment or within ten days after commencing employment. The cost of pre-employment drug 
test will be borne by the employing department. Failure to report positive test results shall disqualify the 
candidate from employment for a period of two years from the test offer of administrative date.  

Instructions on the drug test procedure will be made available to those departments normally employing 
individuals who are covered by this policy.  

I. Disqualification of Applicants.  
An applicant will be disqualified for employment for any of the following reasons:  

1. He or she is addicted to the use of alcohol or use of illegal drugs.  
2. Discovery of any false statement or omission of material facts from the formal application.  
3. He or she has been a member of an organization advocating the violent overthrow of the government of 

the United States.  
4. He or she has been convicted of a crime involving moral turpitude, unless pardon has been granted.  
5. F applicant  has been convicted of a felony, please contact Human Resources to discuss.  

J. Employment Offer.  
 
Having completed the interviewing process, an offer of employment may be extended by the employing 
department. However, the dept head must advise the candidate that the offer is conditional pending the results 
of a criminal background check.  

When a department head believes he/she has a candidate who because of exceptional training or experience is 
deserving of more than the posted minimum for the classification, they may offer the candidate up to 10% over 
the minimum. However the department head must either have the money already in his/her budget or through 
the dean or vice president can have it transferred to their budget. This change in policy is not intended to permit 
the department head or authority to offer more than 10% over the minimum and in no case is the offer to be 
made without sufficient departmental funds to meet requirements of the hire.  

K. Post Interview 
 
While the on-line system will send a rejection notice, Departments often prefer to write their own letter 
especially to candidates who have been interviewed.  If feedback is requested from an unsuccessful short-listed 
candidate, the manager should provide a valid reason to the candidate for rejection together with constructive 
feedback. Written feedback will not normally be provided.  
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6. POSITIONS REQURING A SEARCH COMMITTEE 
 
A. Selecting Committee Members 
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b) Number of open meetings to be held for the general staff are determined 

c) If a presentation is required and the topic 

d) Identifying which committee members will join the candidate for lunch and dinner 

(1) Lunch: candidate, one member of the search committee and one staff member from the 
interviewing department; chair of the committee, 
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b). The agenda, the vacancy announcement, and the letter of application and resume of the 
interviewee are placed o n the departmental website 

c). The chair contacts the interviewee to discuss travel arrangements, and secures hotel reservations. 

16. After all interviews are completed; the committee decides whether or not candidates are acceptable or 
unacceptable for the position. Of great importance is the inclusion of a cogent, well thought out analysis of the 
interviewees' strengths and weaknesses for the position in question, and detailed justification for the 
recommendation. 

a)
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b) Letters of application. 
c) Resumes and other documentation submitted by candidates. 
d) Letters of reference. 
e) The criteria chart and other notes as prepared by the search committee. 
f) Interview schedules for final candidates. 
g) Memos of assessment submitted to the search committee (removed after the search report is completed). 
h) Letter of recommendation from the Search Committee to the Director. 
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APPENDIX 1: CANDIDATE CRITERIA CHART 
SAMPLE 
Assign points to criteria/skills needed 
 
Example: Years of Experience 
3-4 years  1.0 pt 
5-7 years 2.0 pt 
More than 7 years 3.0 pt 
 
 
 
 
 
 
 
NAME DEGREE Years of 

Experience 
Skill: Microsoft 
Word 

Skill: Excel TOTAL 
POINTS 
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APPENDIX 2: INTERVIEW SCHEDULE  
 
 
 

NAME 
TITLE APPLIED FOR 

DATE 
 
 

9:00-9:30 Search Committee: Names, Locations 
 
9:30-10:00 Departmental Supervisor, Location 
 
10:00-10:30 Director Location 
 
10:30-10:45 Break 
 
10:45-11:30 Department Interview, Location 
   
 
11:30-12:00 Tour  
   
12:00-2:00 Lunch 
 
2:00-2:45 Open Session for all Interested Division Staff 
 
2:45-3:00 Break 
 
3:00-3:45 Vice President 
 
 
6:00  Dinner  
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APPENDIX 3: Departmental Interviewing Guide: Guidelines for Developing Interviewing Questions 

�x In many cases, where interviewers feel the need to decide whether a particular question is a good one or 
not - there is no easy answer. However, there are a few standards to use that will help guide your 
decision. Make certain the question does not violate EEO laws, you find it interesting, and are likely to 
obtain valuable information from it. If the question meets these standards, then ask the question. 
Otherwise, do not. Avoid asking questions that have the potential of being considered illegal or 
discriminatory. 

�x Depending on your tone of voice and facial expressions (communication cues), those around you can 
interpret the question as a good, average, or poor question. Furthermore, the way a question is phrased 
and its temporal placement can have a considerable impact. 

�x Don't be overly influenced by what you were asked as a candidate for a position, when deciding on what 
questions to ask. Formulate your own questions that will help you seek the information you need to fill 
the position successfully. 

�x ��Don't shy away from asking questions regarding topics that you may have limited knowledge of. Such 
questions will enable you to determine whether the applicant can formulate his/her answer in an easy, 
understandable way. 

�x ��Valuable information can be gained about a candidate from an experience or interest the candidate has 
even though it is seemingly quite remote from the job for which the candidate is interviewing. 

�x It's acceptable to vary your interviews slightly. Discuss something new with each applicant. Not only are 
you more likely to listen to something new, you are also less likely to get rehearsed answers. You are 
more likely to conduct an effective interview if you try to learn about the particular candidate in front of 
you rather than asking only prepared questions. However, it is extremely important that the same general 
format is followed and the same general question content is asked of all applicants. 

�x ��If you want to test a particular question, ask yourself whether it is: 
�ƒ Specific to the candidate 
�ƒ Based on the candidate's past experience 
�ƒ Open-ended 
�ƒ Nondiscriminatory 
�ƒ Job-related 
�ƒ Non-leading 

In all likelihood, you will be asking a good, acceptable question if you've answered "yes" to each of 
the above questions. 
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APPENDIX 4: Departmental Interviewing Guide: Questions to Avoid During the Interview 

�x Questions that you would not ask of all applicants. 

�x Questions of applicants because you think your clients or customers may have certain prejudices. 

�x Questions that make improper assumptions. 

�x Questions about age, race, color, place of birth, national and family origin, religion, sex, sexual 

orientation, disability, or ancestry. 

�x Questions about the date a candidate graduated from high school. You may ask number of years 

attended and degree(s) obtained. 

�x Questions about past, present, or future marital status, pregnancy, plans for a family or childcare issues. 

You may ask if the applicant has any commitments that would preclude the applicant from satisfying job 

schedules or performing job-related travel. If such questions are asked, they must be asked of both 

genders.  

�x Questions about the candidate's state of health or handicap/disability (physical or mental). 

�x Questions about the workers' compensation history of a candidate. 

�x Questions on the basis of sexual preference. 

�x Questions that pertain to a candidate's appearance (height and weight). 

�x Questions about financial status or a candidate's credit rating. 

�x Questions about proficiency in English or questions about a candidate's native tongue or how foreign 

language ability has been acquired. You may ask about foreign language skills if the position requires 

such ability. 

�x Questions about whether a candidate has filed or threatened to file discrimination charges. 

�x Questions that would reveal arrests without convictions. You may ask about convictions (but not arrests) 

for crimes that relate to the candidate's qualifications for a position. 
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APPENDIX 5:  Departmental Interviewing Guide: Examples of Acceptable/Discriminatory 
Questions 
(See also questions to avoid during the interview.) 
Interview questions should be focused on obtaining information necessary to assess the skills and qualifications 
of the candidate and/or the candidate's ability to perform the essential functions of the position. Interviewers 
must avoid questions that request information that is illegal or has a discriminatory impact. The following are 
examples of questions that are acceptable or should be avoided. 
Questions about Name that Should be Avoided 

���� The fact of a change of name or the original name of an applicant whose name has been 
legally changed. 
���� Maiden name of a married woman. 
���� Name of a spouse. 

Questions about Name that are Acceptable 
���� Whether or not the applicant ever worked under another name or was the applicant educated 
under another name (Allowable only when the data are needed to verify the applicant's 
qualifications). 
���� Examples: 
a) Have you ever worked for your present company under any other name? 
b) Is there any information relative to a change of name that would help us in conducting a 
reference check? 

Questions about Birthplace and Residence that Should be Avoided 
���� Birthplace of applicant. 
���� Birthplace of applicant's parents. 
���� Own home, rent, board, or live with parents. 
���� Citizenship. 
���� Address of applicant's spouse and children who are dependents. 

Question about Birthplace and Residence that is Acceptable 
���� Inquiry about address sufficient to facilitate contact with applicant. 

Questions about Creed/Religion that Should be Avoided 
���� Inquiry concerning religious preference, denomination, or affiliations of applicant. 
���� Church, parish, pastor, or religious holidays observed by applicant. 
���� Examples of discriminatory questions: 
a) What is your religion? 
b) What religious holidays do you observe? 
c) Which church do you attend? 
d) What do you do on Sundays? From your resume, I noticed that you are involved in your 
church. Would it be a problem to work on Sundays? 

Question about Creed/Religion that is Acceptable 
���� Unions or professional organizations, as long as that information is not used to violate the 
National Labor Relations Act or other federal statutes. 
���� Example of an acceptable question: 
a) This job requires people to work on weekends - can you meet this requirement? (Employers 
have the obligation, according to EEOC guidelines, to make "reasonable accommodations" for 
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���� Name and/or address of any relative of applicant. 
���� Names of applicant's spouse and dependent children.
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���� Sex or marital status or any questions that would be used to determine same. 
���� Any inquiry as to whether an applicant is married, single, divorced, separated, engaged, 
widowed, etc. 
���� Number of dependents, number of children. 
���� Spouse's occupation. 
���� Questions posed of one gender and not the other. 
���� Examples of Discriminatory Questions: 
a) Are you married or single? 
b) Do you wish to be addressed as Mrs., Miss, or Ms.? 
c) What is your maiden name? 
d) With whom do you live? 
e) Do you share an apartment with anyone? 





 

 APPENDIX  6:  Departmental Interviewing Guide: Questions to Ask Supervisors/Managers   
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APPENDIX 7: Departmental Interviewing Guide: Questions to Ask Support Staff 
 
Strengths 
 
· In viewing your candidacy for this position, in what areas do you feel you would be a particularly strong 
performer? Why? 
 
· Describe your three greatest strengths and tell me how you used them to bring about improvements in your 
current or most recent position. 
 
Weaknesses 
 
· In what areas could you improve your overall performance? (Make sure you demonstrate what action you 
would take.) 
 
· As you view your overall qualifications for this position, what do you see as some of your development needs? 
 
· In what ways could you improve your interpersonal skills and effectiveness? 
 
Education 
 
· How appropriate do you feel your education has been in preparing you for your profession? 
 
· What specific courses have been most helpful to you in your career/current position? How have you used 
them? 
 
· What led to your decision to get a degree in __________________? 
 
Interpersonal & Communication Skills 
 
· With what kind of people do you most enjoy working (have difficulty working with)? Why? 
 
· Tell me about a time when you had a major conflict with another employee or customer? (Mention the cause 
of the conflict, what things you did to alleviate the problem, and the results.) 
 
· Are you more skilled at verbal or written communication? Why? 
 
· Tell me about a time when you had to communicate negative information to your supervisor or a customer. 
 
· Explain your experience in making verbal presentations to groups or individuals. 
 
Planning and Organizational Skills 
 
· Describe your planning process. How do you establish priorities? 
 
· Describe a situation in your professional experiences that required a number of deadlines to be met at the same 
time. 
 
· How did you handle that? What was the result? 
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Traits and Characteristics 
 
· How do you take criticism? 
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· Is there anything else I should know about your qualifications that would help me to make a hiring 
decision? What do you feel separates you from other applicants for our opening? 
 
· What can we expect from you if you work for us? What unique talents will you bring to us? What can you 
offer our organization? 
 
· Do you have any questions about the job and/or the demands of you? 
 
- Do you have any questions about our organization?  
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APPENDIX 8: Departmental Interviewing Guide: Behavioral Interview Questions 
 
Some interview questions may be "behaviorally based," implying that the questions you ask should examine 
past or present behavior. Such questions attempt to measure how a person is likely to behave in certain 
situations. Behavioral questions should be designed to help evaluate an applicant's ability to perform certain 
elements or key competencies deemed critical to the performance of the position. The following are some 
examples of behavior-based questions that reflect situations an applicant could encounter on the job. The 
competencies they measure precede the questions: 
 
Communication and Interpersonal Skills 
 
· With which of your past work groups did you most enjoy working? What factors most influenced your 
positive feelings? With which of your past work groups did you least enjoy working? What accounted for your 
lack of enjoyment? What did you do about it? What was the outcome? 
 
· Tell me about a time when you had a major conflict with another employee. What was the cause of the 
conflict? What things did you do to alleviate the problem? What were the results? 
 
· Provide me with a specific example of a time when a co-worker or supervisor criticized your work in front of 
others. How did you respond? How has that event shaped the way you communicate with others? 
 
· Tell me about a time when you felt it was important to take it upon yourself to disclose "bad news" to your 
supervisor. How could you have handled the situation differently? How would you handle the same situation in 
the future? What kinds of outside influences affected the outcome of your actions? How would your supervisor 
have evaluated your decision in that situation? 
 
Assertiveness 
 
· Give me a specific example of a time when you sold your supervisor on an idea or concept. How did you 
proceed? What was the result? 
 
Job Performance 
 
· Describe the system you use for keeping track of multiple projects. How do you track your progress so that 
you can meet deadlines? How do you stay focused? (commitment to task) 
 
· Tell me about a time when you failed to meet a deadline. What things did you fail to do? What were the 
repercussions? What did you learn? (time management) 
 
· Give me some examples of things you have done that go considerably beyond what is required by your job. 
(drive and motivation) 
 
· Tell me about a situation that required you to learn something difficult or unfamiliar. Why was it difficult to 
learn? What did you have to do to learn it? How long did it take? What was the end result? (ability to learn) 
 
Creativity and Imagination 
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· Give me an example of where you abandoned one of your basic work principles and it backfired on 
you. What was the circumstance? What principle did you abandon? Why did you abandon this principle? What 
was the result? What did you learn from this experience? 
 
Management Style, Philosophy and Effectiveness 
 
· De
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APPENDIX 9: Employment Reference Request 
 

When Mailing please fill out information below and applicant must sign separate reference request for each reference 
 

TO: __________________________________________    ___________________________________________ 
 ORGANIZATION      INDIVIDUAL CONTACTED 
 
 ___________________________________________  ___________________________________________ 
 ADDRESS      TITLE 
 
 ___________________________________________  ___________________ 
 STATE       PHONE NUMBER 
 
I have applied to Valdosta State University for employment and I desire that they be fully advised of my previous employment records.  I therefore respectfully request 
that you complete this reference questionnaire and return it to Valdosta State University in the self-addressed stamped envelope enclosed.  I hereby release you from 
any liability of damages for providing the information requested. 
 
Name of Applicant: ___________________________________________   
   Please Print       
 
___________________________________________________________  _________________ 
Applicant's Signature        Date 
 
___________________________________________________________________________________________________________ 
Employment verification:               Check One     (    ) By Telephone   (    ) Mailed Out                            
 
 
Employed: From _________ To ___________                                               
 
First Position Held:  ____________________________                                
 
Last Position Held: ____________________________                                 
 
Reason for Leaving: ____________________________            
 
Would you re-employ if it is or were your organization’s policy?         (    ) Yes     (    ) No 
 
If No, please explain: 
_______________________________________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________________________
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APPENDIX 10: Education Verification Checklist 
 

 
 

EDUCATION VERIFICATION CHECKLIST 
 
 

 
Date:_____________________________________________________________ 
 
 
Name of Applicant: ___________________________________________   
          
 
Position Title Applying for: ______________________________________ 
 
 
Highest Degree Earned:  
 
(please check one) 
 
 
High School diploma/GED  ________________ 
 
AA/AS __________________ 
 
BA/BS __________________ 
 
MA/MS _________________ 
 
 
EdS/PhD/JD/MD _____________ 
 
or 
 
Credit Hours Earned ___________ 
 
 
Institution_________________ Graduation Date ___________Dates enrolled ______ to ________ 
 
Major Coursework: ________________ 
 
Verified with:____________________ 
 
Phone #_________ 
 
Name of person conducting this check:________________ 
 
Date_____________________________ 
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Resources: 
http://www.valdosta.edu/finadmin/human_resources/policy/recruit.shtml 
http://www.usg.edu/regents/policymanual/800.phtml 
http://www.usg.edu/employment/policies/bpm_personnel/ 
http://askuga.uga.edu/default.asp?id=777&Lang=1&SID= 
http://www.ohr.gatech.edu/content.asp?pagetitle=Employment 
http://www.hr.Valdosta State Universityl.edu/managers/hiring.htm 


