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The following form is a guide to ensure agency and federal requirements are met during the interview and 
hiring process.  Contact HR with any question regarding the process. 

After posting is approved 
Determine the interview panel 
Interview panel should be diverse in gender and race.  
Develop interview questions   
The Department of Administration requires that you use a structured interview process and Administrative 
Human Resources (HR) is available to assist in the development of job-related questions and rating criteria.  
All interview questions should be review and approved by HR. 
Determine need for work sample 
If you wish to use any kind of work sample or test to evaluate applicant skills, it must be approved in advance 
by HR.  It may take several days to work through the development and approval process so contact HR at the 
point of posting in order to begin the process. 
 
After receiving Applicant Log 
Determine interview candidates 
Candidates are deemed qualified or unqualified based on the answers they provide on the supplemental 
questions developed for your specific job posting.  Please review the applications carefully to ensure that the 
candidate does meet your requirements.  You do not have to consider any candidate that does not meet your 
requirements. 
Conduct pre-screening phone interviews (Optional) 
This can be helpful if you have a large number of qualified applicants or if you are unsure about the applicant’s 
salary requirements.  HR can provide you with sample telephone screening questions. 
Meet with your interview panel. 
This meeting is to develop your approach, ensure that panel members are familiar with the interview questions 
and the position to be filled, and set the schedule for interviews based on panel member’s availability. 
Conduct Interviews 
At the time of the interview, please have the candidate sign the final page of the application which includes the 
“Authority to Release Information Statement’ which you may need for conducting reference checks.  Interview 
notes should be maintained for one year and be job related. 
Check References 
Hiring managers must attempt to obtain reference from previous supervisors when possible.  There is a 
reference check form that you can access at www.state.sc.us/dio/OIOForms2.htm  to guide you through the 
process.   
If the candidate does not have any previous work history, please have the applicant provide professors, 
teachers, advisors or others who can provide information that is helpful in determining the applicant’s ability to 
perform the job.  Please note:  the hiring manager or members of the interview panel cannot serve as a 
reference for the candidate. 
 
After authorization to extend offer 
Call candidate to extend verbal employment offer  
If candidate accepts the offer confirm the start date and notify HR of the acceptance.  If not, you may either 
proceed with requesting authorization to hire the next candidate or repost the position by contacting HR. 
Notify interviewed candidates which were not selected for position 
You will receive an e-mail from HR on whether you wish to notify the non-selected candidates yourself or have 
HR send an e-mail notifying them that they were not selected for the position.  Please respond to this e-mail 
within 5 days. 
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