
Supervisor’s Recruitment and Selection Process Flow Chart 

 
 

 

Department / Personnel 
will determine which 
selection procedures are 
necessary: 
1. Education/Experience 
2. Supplemental 

Questionnaire 
3. Written Examination 
4. Qualifications Appraisal 

Panel 

Department / Personnel 
will develop the rating 
criteria/standards for the 
selection procedures 

 

Personnel will open 
the recruitment and 
place any required 

advertising.  

 

After closing date Personnel will: 
1. Assess all applications according to 

pre-determined selection procedures 
2. Establish employment list  
3. Notify all applicants of status 
4. Certify top 5 ranks to the department 

 

Within a month the Department will: 
1. Invite all candidates certified to 

an interview 
2. Determine who will assist the 

interview process 
3. Create appropriate interview 

questions 
4. Develop rating criteria for each 

question 
5. Conduct interview process 

 

Department provides 
Personnel staff with name of 
potential employee to prepare 
pre-employment packet 

Department/Personnel 
establish the new 
employee’s appointment 
date 
 
 
Contact Personnel with 
feedback on the process 

If current employment 
list exists – Personnel 
certifies list of eligible 
to department 
 

STOP  
 

If denied  

 

To Begin: 
A Department submits a 
certification request to CAO 
to fill a vacant position 

 
CAO Approves & 
submits request to 
Personnel 

 

If a current employment list 
does not exist - Personnel 
begins interactive 
recruitment process with the 
requesting department 

 

Department / Personnel will 
discuss suggested/necessary 
revisions to the position’s class 
spec  

 

Department / Personnel 
will assess: 
1. Duration 
2. Type (Open, County or 

Department 
Promotional) 

3. Advertising methods 

 

Department will: 
1. Completes a background assessment  
2. Makes a conditional job offer 
3. Send all candidates final notification 

letters 
4. Complete certification request and 

return to Personnel 

 

Personnel notifies 
Department when the 
potential employee has 
completed all the necessary 
pre- employment 
procedures 


