
9B.4: Hiring Process 
List the steps in the hiring process that will be followed beginning with the job 
posting and ending with employee orientation and training. Include a brief 
explanation of each. They should include processes you have learned about that are 
used in specific libraries and processes you have researched in the literature and 
online. Reference at the end of your list the resources you used to create this list.  
 
Job Posting – The hiring process begins with the job posting, a recruitment tool which 
announces the library's intent to fill an open position. This document should be based 
on the job description, which should be created, if it doesn't already exist, or updated to 
reflect current needs.  The job posting conveys to potential candidates the qualifications, 
education, skills, experience, and relevant attributes required to do the job.  
 
Pre-employment inquiries – This step involves review of submitted materials by 
interested candidates. Requiring the completion of employment applications allows the 
library some degree of control, as the recruiter can focus the questionnaire on areas that 
are believed to be important for the position. It also ensures that every applicant 
addresses these areas. Placing more emphasis on some portions of the application and 
less on others, helps differentiate between candidates and weed out those who are less 
qualified. Submitted resumes may not reveal as much about targeted areas of 
qualification, but they can be just as important in screening out candidates. A great deal 
of useful information can be gathered based on the way the resume is written, as much 
on what it doesn't say as what it does.  
 
Interviews -  A face-to-face conversation with a potential candidate allows the hiring 
manager to obtain first-hand information about the candidate's background, get a sense 
of a candidate's aptitude and attitudes, gain insight into the candidate's basic 
personality, and estimate the candidate's ability to adapt to the work 
environment. Proper preparation for the interview, such as reviewing the job 
description and the candidate's submitted documents, as well as writing out the 
questions you intend to ask, can help avoid common pitfalls. Question styles should 
vary. Include closed and open-ended, hypothetical, and leading questions, while 
avoiding running afoul of anti-discrimination laws. Avoid making judgments about 
candidates until after the conclusion of the interview.  
 
Pre-employment testing – A variety of pre-employment tests can be administered to 
further narrow the applicant pool. Proficiency tests relate directly to the skills the 
candidate will use on the job. Aptitude tests determine the ability of the candidate to 
learn additional skills. Personality and psychological tests assess personality 
characteristics, while physical and drug tests assess a candidate's general physical 
health. Integrity and polygraph tests give a sense of a candidate's moral compass and 
ethical values. If pre-employment tests are given, they must be required in a fair 
manner, in adherence with employment law. No candidate can be singled out for 



testing. If a single job or department is singled out, there must be a valid reason and 
every candidate for that job or department must be tested. 
 
Reference and background checks – Calling to verify previous employers can help 
determine which candidates have positive employment histories. This can also help 
verify experiences discussed during the interview process, although companies have 
become reluctant to provide more than basic confirmation of previous employment due 
to legal issues. References should be checked via telephone, by the manager the new 
hire will directly report to. Because background checks rely on decentralized data 
sources which are often inaccurate, they should be undertaken dependent on the nature 
of the business. They are also complicated to perform and should be outsourced to a 
third-party agency.  
 
Candidate selection – Candidates should be chosen based on criteria that remains 
constant throughout the hiring process, extending back to the original job description, 
and should not change because the hiring manager has come to a decision independent 
of that criteria. It's important not to rush or make a decision under pressure. The 
decision should be based on all the available information sources, resumes, references, 
and tests, rather than just the interview.   
 
Extend the offer – The selected candidate should be offered the position as soon as 
possible once the decision has been made. This is to avoid losing the candidate. An 
initial phone call is usually followed by a meeting to discuss details of pay and 
benefits. No more should be promised than the employer intends to follow through 
on. Once the offer is made, the candidate should be allowed a reasonable amount of 
time to make a decision.  
 
Orientation and training – Orientation begins with formal introduction to the building, 
other employees, policies, and rules. A policy manual should be provided. It should not 
be assumed that a new hire will pick up the nuances of the job through observation. On 
the other hand, care must be taken not to overwhelm the new hire with too much 
information at once. Creating a checklist of everything the employee needs to know can 
improve communication. The employee should be given a clear sense of tasks and 
concrete goals. Check in after a couple of weeks to find out how things are going and if 
the employee has any unanswered questions.   
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