Applicant Flow – Reasons for Acceptance or Rejection

This process should begin with creating a spreadsheet with all required and preferred qualifications. This will help you determine whether or not the candidates have met your qualifications.

In order to obtain Interview Pool Approval from the Office of Affirmative Action, all candidates must be given a 1 2 3 or 4 ranking, and an explanation for these choices. 

After Interview Pool Approval has been obtained, you may contact people for interview.

Once the interviews are completed, you must once again go through the applicants that were 3’s, and assign them new numbers (either a 4, 5, 6, 7 or 8), and an explanation for these choices. The paperwork is again sent to the Office of Affirmative Action for pre-hire approval.

Below are the Actions and some tips on describing the applicant choosing process:

1 – Not Qualified: You must give a reason that the person is not qualified for the position. It must be something that was required in the advertisement or job description. Some examples are: Attention to detail, Substantial experience in budget, Proficiency in MS Office, Ability to Communicate Clearly.  Below are suggested examples of how to phrase the action.

a) Does not meet minimum qualifications because they did not complete required application

b) Does not meet minimum qualifications because resume was not clear, they did not communicate effectively, or show attention to detail as required. 

c) Does not meet minimum qualifications because they do not have any experience in supervising others.

2 – Minimally Qualified, not selected for interview: You must give a reason the person was not selected for interview, even though they meet the minimum qualifications. If the pool is exceptionally large, you can got through them based on Preferred qualifications. Below are suggested examples of how to phrase the action.

a) Meets minimum qualifications, but was not selected for interview because they did not have as much experience in budget accounting as other candidates. 

b) Meets minimum qualifications, but was not selected for interview because they did not have the preferred qualification of any knowledge of UC budget and accounting systems.

3 – Selected for interview: You must also give a reason why you want to interview someone. These should be based on either the required or preferred qualifications. Below are suggested examples of how to phrase the action.

a) Applicant meets minimum qualifications, and has substantial experience in fund accounting.

b) Applicant has related experience in budget and supervising others.

4 – Withdrew before interview: This applies to anyone that has dropped out of the pool. All that needs to be said is “Withdrew before interview”

5 – Withdrew after interview: This applies to anyone that dropped out after being interviewed. All that needs to be said is “Withdrew after interview”.

6 – Interviewed, not selected: This applies to anyone not chosen for hire. Below are suggested examples of how to phrase the action.

a) If you have a 2nd choice candidate clearly indicate this in the body of your reason. The candidate is still a “6”, and you should provide the reasoning why you didn’t choose them. An example might be, “Number 2 candidate, would hire if #1 candidate declined. Communication skills not as high as #1 candidate.” Or “Budget skills not as high as #1 candidate”

b) Candidates that are not chosen need to have a reason why they weren’t chosen, that is mainly based on the requirements, but can also be more subjective to the hiring committee. Some examples are, “ Candidate had poor communication skills”, “Candidate did not pass or complete our in-box test”, “Candidate did not have as much relevant experience or skills as applicant chosen for hire”, “Applicant chosen for hire has more experience, and communicated more effectively in the interview process.”

7 – Job Offered – Declined: All that needs to be said is, “Job Offered, Declined”

8 – Proposed for hire: The one person that you would like to hire needs to have a defined reason for choosing them. Some suggested examples include: “Excellent communication skills, and candidate completed the “in-box” exercise most effectively”, “Candidate’s substantial experience in budget management makes them most qualified”, “Good exposure to relevant topics and experience with budgets”.

