SUPERVISORS - Procedures for Application Review and Pre-Hiring




After recruitment/posting has closed and you have the applications from NRSC, please follow this guideline.  Call Thomas Cotnoir (624-6396 or email thomas.j.cotnoir@maine.gov) for any questions regarding this process:
1. Upon receiving applications, you will see that HR had either passed or failed the applicant.  
Please do your own assessment of all applications and either “Pass” or “Fail” applicants based on the Minimum Qualifications for first pass.  (Pass or fail is based on “minimum qualifications” ONLY – not on “preferences”.)  If your recruitment required answers to Supplemental Questions, you can use those to glean more information to make your determination on their qualifications.
- PLEASE DO NOT INTERVIEW A CANDIDATE THAT DOES NOT MEET MINIMUM QUALIFICATIONS* -
* If you disagree with HR’s assessment of an applicant that we “failed (not qualified)” and you believe they should “pass (qualify)”, please call Thomas Cotnoir or the NRSC to discuss a re-review of the candidates application. 
2. We do not encourage less than six (6) candidates be interviewed (assuming that many are qualified).  If you have questions about interviewing less than six (6) candidates please call Thomas Cotnoir.  If you have a question about Veterans Preference Points please call.
3. If any of the minimally qualified candidates are a Veteran or Gold Star Spouse, you MUST interview that candidate (Title 5 M.R.S., Section 7054-B).
4. All unqualified candidates and those not selected for an interview must be sent a “non-select” letter as soon as possible (see attached) preferably before interviews are held. – sample attached or on webpage at www.maine.gov/nrsc  (click on “Forms” then “Procedures for Filling Vacancies”).
5. All those who will be interviewed can be notified by phone and or email.  Please do not schedule interviews less than 3 or 4 business days from when you contact the candidate.  If you cannot contact the candidate by phone or email please send them a letter with the exact date and time of their interview and give them a phone number/email at which to reach you to either accept or decline the interview.
6. Interview questions must be reviewed by Thomas Cotnoir (or NRSC HR personnel) prior to interviews.  Please give us at least 3 days before the interviews are held for us to review them.
7. 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.  *if you are interviewing a State Employee – Please ask them to bring their last 3 Performance Reviews to the interview.
8. When interviewing do not use numerical scoring for the questions.  Take notes and base your selection on their responses, application, resume etc.
9. Read the Memo from “Office of Employee Relations” from Julie Armstrong.  This memo talks about how to consider length of State service for Direct Hire and Open Competitive interviews.

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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�Direct Hire - after recruitment has closed, please follow instructions below to fill the vacancy.





What to Remember: 


Be sure to review for Pass or Fail of all applications for minimum qualifications.


Interview questions must be sent to either Thomas Cotnoir or NRSC HR for review �at least three (3) days before interviews.


Send a “non-select” letter to all applicants who will not be invited to interview as �soon as possible. (Direct Hire only)


Contact Information - Thomas Cotnoir – HR Generalist – 624-6396 









