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10. The Hiring Decision 
Moving forward in workforce development 

 
If You Have to Choose . . . 
 

• Most often, by the time you reach this stage, you will have made your 
decision to make a job offer to the applicant.  However, you may have 
been evaluating more than this one candidate for the position, and all 
have proceeded successfully through all five steps in the Selection 
Process for the one opening you may be trying to fill.   

 
• When you find yourself in a position of having to choose between two 

or more good candidates, you might find it helpful to evaluate each of 
them using The Cumulative Decision Maker Worksheet. 

 
The  Cumulative Decision Maker Worksheet 

 
 
Candidate’s Name:  _______________________________ 
 
Phone Interview Score       (Positive Range is 
30-45; Minimal is 18) 

 
______________ 

 
Application Score         (Positive Range is 105 – 
150; Minimal is 60) 

 
______________ 

 
Personal Interview Score     (Positive Range is 
15-30; Minimal is 12) 

 
______________ 

 
Employment Reference Score (Positive Range is 
9-15; Minimal is 6) 

 
______________ 

 
This Candidate’s Total Score 

 
______________ 

Summary Scores: 
   Perfect = 240        
   Good (Positive Range) = 149 – 239 
   Minimal  = 96 

 
The Timing Sequence of the Evaluation and Hiring Process 
 

• You want to keep the time frame between the interview and your offer 
of employment as brief as possible.  Remember, you’re not the only 
employer looking for good employees.  Your candidate is not going to 
quit looking for work just because she has interviewed with you.  In 
fact, your applicant likely has other job interviews to go to and may 
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already be in consideration for openings to which she has already 
applied. 

 
• By the end of the Personal Interview, you will have a pretty good idea 

as to whether or not the applicant is a potential good fit for the job.  
However, you still don’t have enough background information to make 
a final decision.  But you should be able to get the rest of the 
information you need to make an intelligent hiring decision within 24 
to 48 hours, at the latest.  You will want to be in a position to make a 
job offer or decline in a maximum of two days after your Personal 
Interview.  The longer the process, the more likely the candidate will 
accept a job offer elsewhere. 

 
Getting Third Party Reports Expediently 
 

• You really don’t have the time or luxury of applying for or  requesting 
background checks through the mail.  Time there and back could be a 
week to ten days, far too long. 
 

• If you use a company to do your Criminal History Check and Driver’s 
License Check, you should follow the same procedure.  FAX them the 
Authorization for Release of Information immediately and they’ll return 
the reports within hours, and no later than the next day.  Online 
providers can usually turn these reports around quickly. 
 

• You may also want to begin your Employment and Personal Reference 
Checks before you receive the reports you’re waiting for.  It is possible 
to get all the background and reference checking completed within a 
day. 
 

• The idea is to be in a position to make your offer of employment or 
rejection of the candidate within a day or two following the Personal 
Interview. 

 
Confirm That The Candidate Wants To Proceed 
 

• The candidate should be told at the conclusion of the Personal 
Interview that, assuming she is interested in considering the position, 
it will take two or three days to complete the necessary background 
and reference checks.  You should probably explain to the applicant 
that she should tell you “right now” if she doesn’t think the job would 
make a good fit so that you can save the time and expense of 
checking references and compiling background reports. 

 
• The candidate may not feel comfortable telling you that she really isn’t 

interested in the job you’ve explained.  However, if you hear a 
response like, “Let me think it over and I’ll let you know,” that’s a 
good indication that the applicant doesn’t see the job as a good “fit” 
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for her.  That is a signal not to proceed with the reference and 
background checks unless and until the candidate advises you that 
there is an interest on their part in accepting the job if an offer is 
made. 

 
• If you don’t get a positive signal from the candidate at the end of the 

Personal Interview, advise the candidate to “think it over” and give 
them a specific day/time to call and let you know whether or not 
they’re still interested in being considered for the position.  But don’t 
hold your breath.  Chances are you won’t hear from this individual 
again. 

 
• If the candidate does indicate at the end of the Personal Interview that 

they really do want to be considered for the job, set a date and time 
that you expect to be able to call them to advise them of the status of 
their application (assuming you’re still interested in proceeding at the 
end of your Personal Interview).   

 
• Also, ask where and when you might contact them by telephone in the 

next day or so in case you have anymore questions.  Invite the 
candidate to call you if she has any additional questions in the 
meantime. 

 
Preparing the Applicant for Acceptance or  Rejection 
 
Others “In the Running,” Too 
 

• You should explain to every candidate at the end of the Personal 
Interview that you have other applicants scheduled for meetings and 
that you have already received applications from some other qualified 
applicants.  There are two reasons for this: 
 

• People tend to want things more when they think or know others want 
them, too.  If you tell an applicant she’s the only one under 
consideration for the position, she’s likely to wonder “what’s wrong 
with this job or this company?” 

 
• In the event you don’t hire this person, when they know in advance 

there was strong competition for the job, they won’t feel so let down.  
You can say, “Mary, I must tell you that your qualifications looked 
good, but we had several good applicants and have chosen someone 
who we thought was a better fit for the position we’re offering.” 

 
Making the Offer 
 
 When you have decided to proceed with the job offer: 
 

 Call and “congratulate” the applicant for “making the team.”  
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 Confirm the applicant’s continued interest in the job. 
 Confirm the starting wage.  
 Establish the start date of employment.   
 Explain that the first day will consist of orientation to the company and 

the job.  
 Advise how to dress for the job; about any uniforms, T-shirts and 

apron to be issued on her first day of employment.  
 Welcome the applicant “aboard.” 
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