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MAKING THE DECISION:


The selection process involves making an informed decision about which candidate meets the qualifications and also has the highest possibility of success in that particular position.  It is important to take the time and care in making that selection; extra effort initially can avoid the problems created by having a less than satisfactory employee.

It is recommended that members of the interview committee not discuss candidates until the last candidate is interviewed.  Discussing perceptions and observations after each interview clouds the objectivity of the committee members.

Ethical Considerations:

As in recruitment, care must be taken in the selection process to assure fair treatment of candidates.  In general the following are some of the practices that should not be used:

· Contacting an applicant’s present employer without her/his permission.


· Selecting the preferred candidate using different criteria than those advertised.

· Allowing subtle biases to determine the preferred candidates, e.g., from certain colleges, from certain age groups or referred by friends.

· Asking candidates to provide information about age, disability and other personal characteristics which are not job related.

· Discriminating on the basis of age, color, national origin, race, sex (unless sex is a bona fide occupational qualification), sexual orientation, or disability.

In making a recommendation/decision about to whom you will offer the job, the committee should discuss as a group these things:

· Evaluate the candidates objectively by reviewing their job history, interview responses and reference information carefully.

· Review the criteria established at the time of advertising, including qualifications and qualities needed.

· Protect yourself from your own biases.  We all have biases, and it is important for the committee to candidly anticipate and discuss any concerns or advantages for hiring each candidate.

· Be concerned about hiring over-qualified candidates.  Although it may work out well, someone who is over-qualified may become restless and dissatisfied with some of the less challenging components of the job.  

· Conversely, don’t imagine that someone under-qualified will necessarily be able to “grow” into the job.  If the best available candidate does not meet the minimum qualifications, one option is to re-open the job with fewer responsibilities and a proportionately lower salary range.  It is not fair or just to hire someone who does not meet the minimum qualifications.  It is very likely that other people would have applied had they known that the minimum qualifications could be lowered.
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