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NEW Hiring Process
This process will pick up after the requisition has been created and approved.  Current process to include the new requirement effective Monday, August 20, 2018. 
1. Position is posted:
· The system will send a notification email to the hiring manager that the job has been posted.  This email will now include text regarding submitting the names of the interview team, interview questions, as well as interview notes/evaluation forms from all stages of interviewing, including but not limited to phone screen and on-site interviews.

· Julia Kec will continue to send out an email that outlines details of the hiring process.  This email will also include the new step of collecting and submitting required documents. 
2. Sourcing candidates/Interviewing:
· During this step the hiring manager should reach out to their interview teams to remind them that their interview notes/evaluation forms from phone screen and/or in-person interviews, and questions will be collected during the interview process for each candidate interviewed. 
· To help manage the collection of these documents, the hiring manager should set a due date to receive all documents from the interview team.
· Human Resources recommends using the provided evaluation forms for your interview note taking.  This will help to keep the interviews and selection process consistent.
· Review Interview Guide - Do and Don’ts as well as appropriate questions. 

3. A candidate has been selected to move forward to an offer:
· A hiring proposal will be sent to Wharton HR.  The hiring proposal will need to include the names of the interview team, interview notes and/or evaluation forms from the phone screens and on-site interviews, the interview questions.  If the majority of the interview team did not recommend hiring your selected candidate an explanation memo why the individual is the finalist needs to be included. 
· Review Interview Note Taking - Do’s and Don’ts.
· If the proposal does not have this information, it will be rejected until those documents are included.

· The detailed explanation of why the candidate was selected should support and explain why the candidate was chosen, especially if the interview notes/evaluation 
forms would reflect that a different decision should have been made. 
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4. When a hiring proposal is received we will review to ensure a list of the interview team, interview notes and/or evaluation form, interview questions as well as final decision is included. Note: If not included, we will reject hiring proposal until all documents are included. 

