
Select Interview 
Team

Develop Resume 
Review Matrix

Develop Interview 
Questions Review Applications

Select Candidates 
for Phone Screen 

Interviews

Conduct Phone 
Screen Interviews In-Person InterviewsSchedule In-Person 

Interviews
Communicate 

Rejection

Communicate 
Process/Next 

Steps to 
Applicants

Communicate 
Process to 
Applicants

Check References

Interview 
Team Submits 

Documents

Coordinate With HR Going Forward

Review: 
Interviewing 
Handout, Job 

Posting, PSDF, Skill 
Matrix, Questions

Supervisor/HR

Interview Team

Super/Interview Team

Org. Development

Supervisor

Planning/Preparation

Interviews/Selection

Communicate 
Process and 
Expectations 
to Interview 

Team

Create Hiring Requisition

Train Interview 
Team (if necessary)

Choose Applicant for 
Hire

Review 
Documents 

from Interview 
Team

Communicate 
Rejection

Determine Interview 
Format (group, one 

on one, 
presentation, tour, 

etc.)

Develop 
Candidate 

Performance 
Matrix

Update UW 
Hires

Determine 
Need for Call 

Back

Close Job 
Opening in UW 

Hires

Hiring Interview Process

Form

Form

Form

Form

Training Notes Form

Announce New 
Hire

This is a general guideline. Unit directors should be consulted for best practices in your specific department.

Icon = document to download. 

Click to download files.

Rev 04.23.13 SAM

http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/Resume_Review_Matrix_Template.xlsx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/Resume_Review_Matrix_Template.xlsx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/HSA_phones_screen_questions_final.dotx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/HSA_phones_screen_questions_final.dotx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/05/Candidate_Performance_Summary_TEMPLATE.dotx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/05/Candidate_Performance_Summary_TEMPLATE.dotx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/Sample_Interview_Team_Scheduling_Message_draft.dotx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/Sample_Interview_Team_Scheduling_Message_draft.dotx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/Script_Post-onsite_interview-not-selected_draft.dotx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/Script_Post-onsite_interview-not-selected_draft.dotx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/Phone_screen_interview_scheduling_templates_final.dotx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/Phone_screen_interview_scheduling_templates_final.dotx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/UW-reference-ck-phone.form_.pdf
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/UW-reference-ck-phone.form_.pdf
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/Interview_Team_Training_draft.dotx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/Interview_Team_Training_draft.dotx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/Script_Post-onsite_interview-selected_draft.dotx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/Script_Post-onsite_interview-selected_draft.dotx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/Script_Post-phone_interview-not-selected_final.dotx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/Script_Post-phone_interview-not-selected_final.dotx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/Resume_Review_Matrix_Template.xlsx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/Resume_Review_Matrix_Template.xlsx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/Sample_Schedule_Interviewing_Management_Level_Candidates_draft.dotx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/Sample_Schedule_Interviewing_Management_Level_Candidates_draft.dotx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/Sample_Schedule_Interviewing_Program_Level_Candidates_draft.dotx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/Sample_Schedule_Interviewing_Program_Level_Candidates_draft.dotx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/Script_On-site_Interview_Scheduling_draft.dotx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/Script_On-site_Interview_Scheduling_draft.dotx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/Script_On-site_Interview_Confirmation_Prep_final.dotx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/Script_On-site_Interview_Confirmation_Prep_final.dotx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/HSA_phones_screen_training-notes_final.dotx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/HSA_phones_screen_training-notes_final.dotx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/UW-refckconsent.pdf
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/UW-refckconsent.pdf
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/Sample_Notification_Message_Announcing_New_Hire.dotx
http://depts.washington.edu/uwhsa/wordpress/wp-content/uploads/2013/02/Sample_Notification_Message_Announcing_New_Hire.dotx

	Page-1�

