SUPERVISORS - Procedures for Application Review and Pre-Hiring


After posting you may request a list of names to be interviewed.  Call Noreen Hart for any questions regarding this process.
Once you have the Certificate of Names (Register), please follow this guideline:

1. Upon receiving Certificate of Names and Applications – Call only the top listed names without going below the line – (if this is a Selective Cert, you will call EVERYONE on the list).
a. Supervisor or designee should call applicants to set up interviews. (Please do not schedule interviews less than 4 or 5 business days from when you contact the candidate if possible).
b. If candidate declines please mark on Certificate “declined” and when.
c. If candidate does not answer, please leave a message (please send an email as well) to either call back or tell them when their interview date and time is and that if they do not wish to interview or to confirm interview, to please call back.
2. For non-Selective Register - If you have less than six (6) candidates scheduled for interviews and you wish to go below the line you may do so on a 1 for 1 basis.  Example, you have only four (4) candidates scheduled (all others declined), you may call the next two (2) candidates only so that you have six (6) in all.  Please call Thomas if you have questions.  You do NOT need to go below the line if you don’t want to.

3. Please send Interview questions to Noreen Hart as these must be approved through NRSC prior to interviews.  Please give us at least three (3) days before the interviews are held for us to review them.

4. Please request from the candidate that they bring at least 3 references with them to the interview.  Minimum of one business reference must be given and preferably at least one personal and one academic if applicable.

When all interviews have been completed and you have selected your top candidate please see instruction page for “Supervisor Responsibility for New Hires after selection”
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�For Competitive vacancies - (non-Direct Hire vacancies) - please follow these guidelines.  





What to Remember: 





Interview questions must be sent to either Noreen Hart or NRSC HR for approval at least three (3) days before interviews.















