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Introduction  

Thank you for your willingness to participate in the hiring process and your commitment to upholding 

University of the Pacific’s dedication to employing qualified staff, who will support Pacific’s mission, 

goals and pursuit of academic excellence. 

Statement of Diversity and Inclusion 

AA/EEO Policy Statement:  University of the Pacific is an affirmative action and equal opportunity 

employer dedicated to workforce diversity. In compliance with applicable law and its own policy, Pacific 

is committed to recruiting and retaining a diverse faculty and staff and does not discriminate in its hiring 

of faculty and staff, or in the provision of its employment benefits to its faculty and staff on the basis of 

race, color, religion, national origin, ancestry, age, genetic information, sex/gender, marital status, 

veteran status, sexual orientation, medical condition, pregnancy, gender identity, gender expression or 

mental or physical disability. 

The University of the Pacific community – including students, faculty, staff, administrators, and alumni – 

believes that diversity and inclusion are essential to the fulfillment of our institutional mission.  We value 

inclusiveness in learning, curricular and co-curricular programming, campus climate, recruitment, admissions, 

hiring and retention.  

We remain deeply committed to promoting and maintaining a civil community that facilitates opportunities 

for shared understanding and expression of individual and collective truths.  Moreover, we resolve to maintain 

a community that is respectful of all persons despite differences in age, ancestry, citizenship, disability, 

ethnicity, gender identity or expression, geographic origin, language, marital status, military service status, 

nationality, philosophical beliefs, political persuasion, race, religion, sexual orientation, or socioeconomic 

status. 

We are committed to all members of the Pacific community becoming competent and ethical citizen leaders 

able to interact effectively and ethically in an increasingly multicultural society and global economy.  This 

transformative process is accomplished through our distinctive integration of liberal arts and professional 

education promoting innovation, open discourse and dialogue, leadership development, experiential learning 

and self-reflection. 

Pacific’s Commitment 

University of the Pacific is actively seeking to diversify its faculty and staff in order to provide a university 

community that reflects the cultural diversity within our society and our present student body.  

According to the University’s Strategic Plan, Pacific 2020: 
We value each member of the Pacific community.  We celebrate the richness that our diversity of 
backgrounds brings to the learning environment, to academic inquiry, and to achieving excellence in our 
educational mission. 
 
Further, our University-Wide Learning Objective related to Intercultural and Global Perspectives seeks to 

equip Pacificans with the skills and abilities to: 
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 Effectively and appropriately, interact in a variety of cultural contexts.  

 Engage in the civic life of the local, national, and global community.  
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Hiring Process for Managers  

Preparing for Recruitment 
 

 Enter the PeopleAdmin site at https://pacific.peopleadmin.com/hr.  

 

o For new positions, create a new job description in PeopleAdmin.  

o For existing positions, modify the existing job description in PeopleAdmin.  

 

 Send the job description to Campus HR in the workflow for review. Human Resources reviews 

and evaluates the job description and works with the supervisor, as needed, to ensure it is 

complete.  

 

o For new positions, the result of the review establishes the pay grade, employment 

status (exempt or non-exempt), and position number. 

o For existing positions, the result of the review determines if any updates to pay grade 

and/or employment status should be made for the modified job description. 

 

 After the review is complete and the job description has been approved, Human Resources will 

instruct the hiring manager to submit the position description for approval to recruit.  

 

 After the position description is approved in the workflow Human Resources will contact the 

hiring manager to discuss the job posting information. 

 

 Develop job posting questions and select and prepare a search committee.  

 

 Human Resources will create the job posting in PeopleAdmin and post the available position on 

Inside Pacific for five working-days. The position may be externally posted at the same time on 

the University’s website at https://pacific.peopleadmin.com/ and with external job board sites 

identified by the search committee. 

 

 To advertise the position externally, contact Human Resources for assistance.  

 

 

 Search committee develops interview questions, reference questions, and designs screening 

criteria based on the job description in consultation with Human Resources.  

 

  

https://pacific.peopleadmin.com/hr
https://pacific.peopleadmin.com/
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Recruitment 

 All qualified applications and supporting documentation will be viewable to hiring managers and 

search committee members in PeopleAdmin at https://pacific.peopleadmin.com/hr. 

 

 Evaluate candidates based on established criteria and select semi-finalists. Contact Human 

Resources for assistance with reviewing applications if desired. Move semi-finalists and those 

not selected in the applicant workflow.  

 

 Consider inviting semi-finalists to participate in phone or Skype interviews as the first step in 

determining which finalists will be invited to a campus interview.  

 

 After the phone or Skype interviews, select two or more finalists. Move finalists and those not 

selected in the applicant workflow.  Invite finalists to a campus interview that will typically 

include a meeting with the search committee, the hiring manager, and other campus 

constituents deemed appropriate by the search committee. 

 

 Where appropriate, arrange schedules for on-campus visits and provide finalists with an itinerary in 

advance of his/her campus visit.   

 

 Save any correspondence, thank you notes, interview notes, itineraries, etc. for each candidate. Ask 

that all search committee members do the same. These are essential applicant records and will be 

uploaded to PeopleAdmin once the search is over. 

 Gather input from anyone who interviewed the candidate while on-campus or attended any 

presentations that the candidate may have facilitated. The search committee and/or hiring manager 

should use all available feedback as part of its deliberation process to identify a candidate who is best 

suited to support the needs of the position as well as the goals and objectives of the University. 

 Select a finalist and ensure that three reference checks have been completed. The reference 

check form must be submitted to Human Resources for inclusion in the candidate’s personnel 

file.  

 

 Once a candidate has been selected, prepare an offer letter and send it to Human Resources for 

approval. Once Human Resources approves the offer letter, the hiring manager can formally 

extend a contingent offer to the finalist.  

 

 Move the finalist and those not selected in the applicant workflow in PeopleAdmin. 

 

 

https://pacific.peopleadmin.com/hr
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Hiring Your New Employee 

 Once the finalist has accepted the offer of employment, send the signed offer letter to Human 

Resources. Move the finalist within the applicant workflow. 

 

 Human Resources will work with the finalist to ensure all pre-employment screenings and new 

hire paperwork are completed. 

 

 Once the finalist has completed the pre-screening process, Human Resources will notify the 

hiring department to initiate the Hiring Proposal in PeopleAdmin and send it through the 

approval workflow. After the Hiring Proposal has been approved, Human Resources will import 

the new employee into Banner and invite the employee to New Staff Orientation. 

 

 Hiring manager collects all essential applicant records (interview questions, interview notes, 

reference checks, etc) to upload into PeopleAdmin. 

 

 Once the new employee has been imported into Banner the hiring manager will receive an email 

from Human Resources with the new employee’s Pacific ID number, a new hire checklist, and 

other helpful information. 

 

 

 

 

 

 

 

 

 

 

  

http://www.pacific.edu/About-Pacific/AdministrationOffices/Business-and-Finance-Division/Human-Resources/Training-and-Professional-Development/New-Staff-Orientation.htmlhttp:/www.pacific.edu/About-Pacific/AdministrationOffices/Business-and-Finance-Division/Human-Resources/Training-and-Professional-Development/New-Staff-Orientation.html
http://www.pacific.edu/Documents/hr/acrobat/New%20Employee%20Onboarding%20Checklist%202016.pdf
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Selecting and Preparing a Search Committee 
(For Hiring Managers)  Updated May 2016 

 

Select Your Committee 
When compared to interviewing by yourself, there are advantages to the committee or committee 

interview format.  Multiple interviewers hear the same information and have a common basis for 

comparison reactions and how well they believe the applicants match the requirements of the position.  

Feedback from multiple people increases the credibility of the process and can provide additional 

protection from discrimination claims.   Disadvantages include scheduling everyone, the time it takes to 

hire someone, the increased institutional cost of taking people away from their primary tasks, the 

increased risk that someone may utter something inappropriate and increased tension for an applicant. 

Applicants tend to be more nervous in front of a group. 

Remember that a crucial part of a successful interview process is presenting the University in the best 

possible light.  We want potential new employees to see that we are organized and singularly-focused 

on hiring quality individuals that can help us meet our goals and objectives. The applicant is watching to 

see how committee members get along with each other as an indication of the working environment in 

your department or section.   Making a good and lasting impression directly contributes to securing and 

keeping quality employees. 

When selecting members of the search committee, keep the following tips in mind: 

 Try to find committee members who are available to participate fully for duration of 
interviews.  If someone knows in advance they will miss any part of the process, it’s not 
a deal-breaker but you may want to consider either rescheduling or finding a different 
member. 

 Try to diversify the committee as much as is practical. 

 In general, an interview committee should not exceed six persons and not exceed three 
for staff searches in the lower grades. 

 Faculty and higher level administrative searches tend to have larger committees.  The 
key is to balance inclusiveness and diversity with the often significant time commitment 
for each of the individuals.  We encourage you to be sensitive to both. 

 Your committee should be diverse in terms of age, gender, ethnicity and work 
experience.  Just as important are picking members who understand the job in question, 
can objectively evaluate the applicants, can actively participate in the discussions and 
can maintain confidentiality. 

 

 

  



7 
 

Prepare Your Committee 

A well-prepared committee factors significantly into a successful recruiting process.   

Before the Interview the following information should be accessible or be made available to each 

committee member before the interviews: 

 Interview schedule and questions 

 Position announcement 

 Job description 

 A list of the selection criteria 

 A set of applications including the cover letter or resume if required – each committee 
member should have all the application materials for review electronically (preferably) 
or otherwise. 

 Copy of Interview Guidelines for Committee Members 

 Screening/rating forms if applicable 

The day of the interview assemble committee members early - at least 30 minutes prior to first 

interview (20 minutes if they committee members have reviewed the selection criteria, the application 

materials, the position description and the Interview Guidelines for Committee Members in advance) 

unless you have had prior committee preparation meeting. 

1. Explain objective of interview, and specifically the role or the “charge” to the committee.  For 
example: 

 To recommend one final candidate; or 
 To recommend, in ranked order, three acceptable candidates; or 
 Just to discuss strengths and challenges of each candidate. 

Discuss the method for finalizing the recommendation.  It is to develop a consensus, majority 

vote or something else? 

2. Review and answer questions regarding information in folder.   
3. Discuss the value of diversity and try to select a diverse group for interviews. 
4. Discuss the key job duties with the committee.  Discuss how this position fits within the 

department and University and how it contributes to the University’s mission, values and goals. 
5. Describe the ideal candidate.  Discuss the selection criteria in enough detail so that the 

committee members have sufficient understanding or each, their priority and why each one is 
important. 

6. Give the committee enough time to adequately review the application materials in advance so 
that they are not fumbling with papers throughout the interview.  Remember, we want to 
present ourselves as organized, professional and attentive. 

7. Discuss the interview format and the role of each committee member during the interview. 
8. Discuss the evaluation method you wish to use.  Forced ranking?  Strengths and Challenges?  A 

combination of both?  Other? 
9. Discuss specifically what confidentiality means in relation to their role on the committee. 
10. Answer questions. 
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External Advertising 

One of the most important elements of the recruitment process is creating a broad and diverse 

applicant pool. The time to discuss diversity is at the beginning of the search to ensure that 

your recruitment plan will create an applicant pool that reflects the uniqueness of the 

University community and surrounding communities. 

To create a broad, rich, and diverse applicant pool, hiring supervisors and managers should 

consider advertising in a variety of publications and contacting a variety of professional 

organizations. This will not only assist in enlarging the applicant pool, but will also convey the 

commitment of the unit and institution to being an equal opportunity employer. For 

appropriate positions, recruitment at the national-level should be considered.  

All advertising, including any form of announcement (email, letter, the web, list service, journal, 

etc.) must be approved prior to publication by Human Resources.  

Where to Advertise 

To enlarge the applicant pool, hiring supervisors or managers may wish to consider advertising 

the position in some of the following publications. The publications listed below are by no 

means an exhaustive list; hiring supervisors are encouraged to utilize the publications that 

would be the most relevant to the knowledge, skills, and/or abilities related to the position. 

Human Resources can assist hiring supervisors with this task by identifying and providing 

additional sources. 

Academic Careers Online: www.academiccareers.com  

American Indian Science and Engineering Society: www.aises.org 

American Society of Women Accountants: www.aswa.org 

Asian Life: http://asianlife.com/main/  

Association for Women in Science: www.awis.org 

Capitol Daybook: www.capitoldaybook.com 

Central Valley Jobs: www.centralvalleyjobs.com  

Chronicle of Higher Education: http://www.chronicle.com/  

Council for Advancement and Support of Education (CASE): www.case.org  

Diverse: Issues in Higher Education: www.diverseeducation.com 

http://www.academiccareers.com/
http://www.aises.org/
http://www.aswa.org/
http://asianlife.com/main/
http://www.awis.org/
http://www.centralvalleyjobs.com/
http://www.chronicle.com/
http://www.case.org/
http://www.diverseeducation.com/
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DiversityInc.com: www.diversityinc.com 

DiversityWorking.com: www.diversityworking.com  

EDUCAUSE: www.educause.edu 

GettingHired.com: www.gettinghired.com  

HigherEdJobs.com: www.higheredjobs.com 

Higher Education Recruitment Consortium (HERC): http://hercjobs.org/  

Higher Education Recruitment Consortium – Northern California (NorCal HERC): 

http://www.hercjobs.org/northern_california/  

Hispanic-Jobs.com: http://hispanic-jobs.com/  

Hispanic Outlook in Higher Education: www.hispanicoutlook.com 

Inside Higher Ed: https://www.insidehighered.com/ 

Insight into Diversity: www.aarjobs.com  

IMDiversity.com: www.imdiversity.com 

Latin American Association: http://thelaa.org/  

Latinos in Higher Ed: www.latinosinhighered.com  

LGBTConnect.com: http://lgbtconnect.com/  

Military.com: www.military.com/Careers/EmployerPage 

Modesto Bee: http://www.modbee.com/jobs/  

National Association of Black Accountants Inc.: www.nabainc.org 

NASPA: The Placement Exchange: http://www.theplacementexchange.org/event/  

National Association of Women Lawyers: http://careers.nawl.org  

National Bar Association Listing: http://careercenter.nationalbar.net  

National Conference of Women’s Bar Associations: http://ncwba.org/resources/job-board  

National Lesbian and Gay Law Association: http://jobboard.lgbtbar.org 

http://www.diversityinc.com/
http://www.diversityworking.com/
http://www.educause.edu/
http://www.gettinghired.com/
http://www.higheredjobs.com/
http://hercjobs.org/
http://www.hercjobs.org/northern_california/
http://hispanic-jobs.com/
http://www.hispanicoutlook.com/
https://www.insidehighered.com/
http://www.aarjobs.com/
http://www.imdiversity.com/
http://thelaa.org/
http://www.latinosinhighered.com/
http://lgbtconnect.com/
http://www.military.com/Careers/EmployerPage
http://www.modbee.com/jobs/
http://www.nabainc.org/
http://www.theplacementexchange.org/event/
http://careers.nawl.org/
http://careercenter.nationalbar.net/
http://ncwba.org/resources/job-board
http://jobboard.lgbtbar.org/
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National Medical Association: http://career.nmanet.org/post.cfm  

National Society of Black Engineers: www.nsbe.org 

OutandEqual.com: http://outandequal.com/  

RecruitMilitary: www.recruitmilitary.com/emloyers/job-posting 

Sacramento Bee: http://www.sacbee.com/jobs/  

Sacramento Metro Chamber: https://metrochamber.org/  

San Francisco Chronicle: http://www.sfgate.com/jobs/  

SciWeb: www.sciweb.com 

Society for College and University Planning: www.scup.org 

Society of Hispanic Professional Engineers: www.shpe.org 

Society of Women Engineers: http://societyofwomenengineers.swe.org 

Stockton Record: http://www.valleyjobfinder.com/  

The Association of Latino Professionals in Finance and Accounting (ALPFA): 

www.alpfacareercenter.com  

The Black Collegian Online: www.black-collegian.com  

The Black Perspective: http://blackperspective.com/  

The Chronicle of Higher Education: www.chronicle.com  

Vetjobs.com: www.vetjobs.com 

Women in Higher Education: www.wihe.com 

Women in Technology International: www.witi.com 

Work For Good: https://www.workforgood.org/  

WorkplaceDiversity.com: http://workplacediversity.com/  

 

 

http://career.nmanet.org/post.cfm
http://www.nsbe.org/
http://outandequal.com/
http://www.recruitmilitary.com/emloyers/job-posting
http://www.sacbee.com/jobs/
https://metrochamber.org/
http://www.sfgate.com/jobs/
http://www.sciweb.com/
http://www.scup.org/
http://www.shpe.org/
http://societyofwomenengineers.swe.org/
http://www.valleyjobfinder.com/
http://www.alpfacareercenter.com/
http://www.black-collegian.com/
http://blackperspective.com/
http://www.chronicle.com/
http://www.vetjobs.com/
http://www.wihe.com/
http://www.witi.com/
https://www.workforgood.org/
http://workplacediversity.com/
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Interview Guidelines for Committee Members 
(Handout for Committee Members)  Updated May 1, 2016 

 
This information will provide you with a basic understanding of the interview process including your role 

as committee member, your role in the interview and your role after the interview. Your willingness to 

give your time and energy to serve as an interview committee member is greatly appreciated. You were 

chosen for your ability to evaluate the candidates as their knowledge and skills relate to the position 

being filled.   

Your Role and Responsibilities as a Committee Member 
 
As an interview committee member, it is your responsibility to represent the University and your 

department professionally and to help create an atmosphere in which the applicants can present their 

qualifications to the fullest extent. Evaluate each candidate’s capacity and suitability to perform the 

duties. Evaluate candidates according to job-related selection criteria and observed factors relevant to 

job elements.  

When on a search committee, be sure to: 

 Understand the duties of the job and the selection criteria. 

 Help candidates feel at ease. Welcome candidates to the process as if they are guests in your 
home. 

 Treat all candidates fairly and equally. Stay focused and attentive to each candidate. 

 When appropriate, help build on candidates' responses by asking follow-up questions. 

 Take thorough, objective notes that help you evaluate strengths and challenges. You do not need 
to write every word the applicant says. Do not write on the application. 

 Remain objective throughout the process. 

 Work at understanding other committee member’s views. 

 Maintain confidentiality – do not discuss the applications, interviewees or anything about the 
search outside of the committee. 

 Watch for and avoid rater errors. 
 

Rater Errors 

Raters can make errors, that is, they may be influenced by systematic factors other than those intended 

for the rating process. It is important to be aware of some common rater errors, watch for them in 

yourself and work to avoid their influence while on the interview committee. 

 Halo Effect: The tendency to rate a person high on all factors even though the person was 
outstanding on only one factor. 
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 Horns Effect: The opposite of Halo Effect. 

 Positive Leniency: Tendency to overrate all people. 

 Negative Leniency: Tendency to underrate all people. 

 Central Tendency: Tendency to rate all in the center. 

 First Impressions: Strong favorable/unfavorable judgments in beginning of interview that 
influence the rest of the interview and final judgments. Keep an open mind. 

 Recent Impressions: Strong favorable/unfavorable judgments at the end of an interview that 
causes other information during the interview to be ignored. Consider the entire interview and 
application materials. 

 Contrast Effects: Exclusively evaluating a person compared to others being evaluated instead of 
comparing the person to the job requirements. Keep the selection criteria and the needs of the 
position in mind. 

 Stereotyping: Attributing characteristics or traits to an individual or group of individuals because 
of specific or commonly held beliefs. 

 Similar to Me: When people rate individuals similar to themselves high and people dissimilar, low. 

 
Confidentiality 
Searches, including applicant names are confidential. None of the conversations that happened during 

the search process, and especially the names of applicant, can be discussed with anyone outside of the 

committee unless that individual has a legitimate business need to know. This is especially important to 

respect our internal applicants through the process.   

Documentation 

The hiring manager or search committee chair is responsible to ensure that the hiring process is 

documented in an accurate and timely manner. People Admin can make documentation easier by 

offering drop down menus to identify reasons for non-selection. Use these tools as you move applicants 

through the workflow in the system. Keep the workflow statuses up-to-date because they are reviewed 

and used throughout the process of your search by Human Resources. It also helps keep applicants 

informed about their status through the search. After the finalist accepts a position, the hiring manager 

or search chair should compile all the notes and other essential records, scan and upload them into 

People Admin. These include notes from reference checks.     

Essential records can include any correspondence, committee notes, interview questions and notes, 

itineraries and brief documentation why the finalist was selected over others interviewed.   

Each committee member must understand that everything they discuss and everything they write down 

is discoverable. This is why searches should remain focused on job-related issued and avoid any 

discussion that could be interpreted as having to do with a protected class.   
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The Interview 

The goals of an interview process are to (1) gather information, (2) create a positive image of the 
University and your department, (3) present a realistic description of the position, (4) ensure that all 
applicants feel they have been treated fairly, and (5) establish adequate records in the event the hiring 
decision must be justified at some future date. The steps in conducting an interview are described 
below. 

Tips for the Best Interviews 

Establish rapport - A warm greeting and a suitable introduction using both names and titles will help 

establish rapport and help create a pleasant atmosphere. Small talk can help relax both the interviewers 

and the applicant.    

Keep control of the interview - Whoever is leading the committee should make sure the applicant 

speaks at least 75% of the time. If the applicant digresses too far or becomes long-winded, bring him or 

her back on course by rephrasing the original question or asking a new question.   

Use your best listening skills - Give nonverbal signals of listening, such as head nodding, making eye 

contact, and leaning forward. Avoid facial expressions, gestures, or words that are unduly sympathetic 

or disapproving. Avoid giving personal opinions. Listen between the lines. Watch and listen for tone, 

gestures and facial expressions.   

Types of questions – If you ask the questions verbally, they should be short and digestible yet solicit an 

answer of some length. Avoid questions that can be answered with “yes” or “no.”  Avoid multiple 

questions within one question. Don’t ask leading questions that bias a candidate’s answer or seem to 

show your preference for an answer.  

Probe a little - Don’t leave an unanswered question unanswered. Ask it a different way or ask the 

applicant to expand on the answer. If you sense hesitancy or nervousness, ask follow-up questions. Ask 

for a specific example from the applicant’s past to elaborate on an answer. 

Embrace the power of the pause - People dislike pauses and usually will fill in the silence.  Use silence to 

encourage an applicant to keep talking. That is when the best answers tend to emerge as they are from 

the heart and not rehearsed.   

Ask the tough questions - If a “red flag” comes up in the interview or you notice a prior termination or a 

gap in employment on the application, you must follow up. It is part of our due diligence responsibility. 

Be prepared to probe into these areas as long as they may draw factual information relevant to the job 

or your institution. 

Take notes - Take notes that provide enough detail to spark your memory. You do not have to write 

every word and should attempt to maintain as much eye contact as possible. Remember that everything 

you write is discoverable so make sure it remains job-related.   
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Words of caution - Applicants may volunteer personal information. This does not give you permission to 

consider it or ask follow up questions. Disregard the information through the entire job selection 

process. 

University of the Pacific is an Equal Employment Opportunity and Affirmative Action employer.  We do 

not discriminate against any person because of any protected class. During the interview, avoid 

questions and statements that could move a discussion in a non job-related direction.   

 

Evaluating the Candidates 

Follow the procedure established by your hiring manager or search chair to rate or recommend the 

applicants. Different formats are used to evaluate applicants. We ask that you use the same format for 

each applicant for that particular round of interviews.   

Participate fully. Speak your mind. Your opinion and thoughts are important. Listen to and acknowledge 

the comments and opinions of other committee members.  

You may make comments on the rating form. Comments should be concise and indicate specific strong 

points or shortcomings of the candidate. Comments of a personal, non-job related nature should not be 

made on the rating sheet. Do not write on the application materials. Don’t write anything down that 

would embarrass you if it were reproduced in a legal proceeding or the media.   

 

Thank you for your service during this interview process. 
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Interview Questions – Topics to Avoid 

The University of the Pacific is an Equal Employment Opportunity and Affirmative Action employer.  

Interview questions or hiring decisions related to a candidate’s age/ race, ethnicity, or color; gender or 

sex; country of national origin or birthplace; religion; disability; marital, family status and/or pregnancy 

are illegal. 

When trying to build a friendly rapport during an interview, it can be easy to innocently stray into “grey” 

areas which may seem harmless but are in fact discriminatory. Employers may think they are just 

making conversation but could be leaving themselves open to litigation.  

If a candidate volunteers personal information during an interview, disregard this information and do 

not ask follow up questions to try and find out more. All interview questions and notes made by the 

search committee should focus on the applicant’s qualifications and experience compared to the open 

position’s requirements. 

Please contact Human Resources with any questions or concerns. 

Sample interview questions to avoid: 

1. What arrangements are you able to make for childcare while you work? 

2. Are you married? 

3. What country are you from? Where were you born? 

4. What is your native language? 

5. How old are your children? 

6. How old are you? 

7. How much do you weigh? 

8. Do you have or plan to have children? 

9. When did you graduate from high school? 

10. How tall are you? 

11. We’ve always had a woman/man in this role. How do you think you will handle it? 

12. How many sick days did you take last year? 

13. Are you a member of the Territorial Army/Special Constabulary/Other Volunteer Force? 

14. Are you a U.S. citizen? 

15. How far would your commute be? 

16. Is this your maiden name? 

17. How do you feel about managing men/women? 

18. What does your spouse do for a living? 

19. If you went on maternity leave, would you come back to work afterwards? 

20. Where did you live when you were growing up? 

21. How long do you plan to work before you retire? 

22. Will you need personal time for particular religious holidays? 
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Tips for Conducting Telephone or Skype Interviews 

Planning and Arranging the Telephone or Skype Interview 

 If the committee is interested in conducting Skype interviews ensure that all candidates are able 
to accommodate this request. Even if just one candidate is unable to accommodate a Skype 
interview you must conduct a phone interview with everyone to ensure consistency and 
fairness. 

 Schedule a call of no more than 45-60 minutes with each candidate and search committee. 

 Test telephone, teleconferencing, or Skype call equipment and procedures in advance. 

Conducting the Telephone Interview 

 Introduce the individuals participating in the interview and describe how the interview will be 
conducted.  

 Ask questions pertaining to the employment application and supporting documentation as 

appropriate (for example, questions about gaps in employment, research projects, and pending 

publications, etc.).  

 Ask why the candidates are interested in leaving their current position and/or why they are 

interested in the position at Pacific.  

 Ask one or two technical questions about the position for which they are being considered.  

 Ask at least one behavior-based interview question about how candidates have handled or will 

handle specific situations. Provide examples using a realistic scenario similar to one they could 

reasonably expect to encounter in the position for which they are being considered. 

 Ask at least one diversity-related question that allows candidates to demonstrate their level of 

intercultural competence or job-related capacities to interact with diverse individuals or groups. 

 Ask follow-up questions as appropriate to details that emerge as part of each candidate’s interview.  

Please note that while each candidate should be asked the same general interview questions, the 

follow-up questions may be uniquely related to information shared by each candidate during 

his/her/their interview. 

 Ask the candidates if they have any questions.  

 Explain the next steps in the selection process. 

 Thank candidates for their time. 

After the Telephone or Skype Interview 

 Collect feedback from anyone who met with the candidate during this process.  

 Ensure that all interview notes have been collected or saved by each committee member to help 

document the hiring process. 

 Move the candidate(s) who have been selected for further consideration and those not selected 

accordingly in the People Admin applicant workflow. 
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Tips for Conducting On-Campus Interviews 

Planning and Arranging the On-Campus Interview 

 Reserve the appropriate meeting room(s) 

 Provide the candidate with the meeting location, parking instructions, etc. in advance 
  Agree on a format for the interview and develop a schedule/itinerary that is shared with the 

candidate in advance (i.e. which campus or community constituencies need to meet with the 
candidate, will candidate need to do a presentation and on what topic, will the candidate need 
to provide a writing sample, etc.) 

Conducting the On-Campus Interview 

 The chair should begin with introductions.  

 Offer candidates water. 

 Discuss the interview schedule overall and specifically describe the time that will be spent 
with the committee. 

 Ask open-ended informational, technical, and behavioral questions.  

 Let the candidates do most of the talking.  

 Keep the interview schedule on track. 

 Observe nonverbal behavior throughout the interview process.  

 Take notes – including only pertinent information relevant to candidate’s potential to 
perform the essential job functions (allow time for committee members to review/revise 
notes). 

 Allow sufficient time for candidates to ask questions in each session that is part of the       
schedule. 

 Obtain permission to check (additional) references including former supervisors, if 
appropriate.  (Reference checking may be completed prior to inviting semi-finalists to on-
campus interviews.) 

 Ensure that the candidates have signed their applications, if they have not done so already. 

 Describe the remainder of the search process and its anticipated time frame. 

 Thank candidates for their time. 

After the On-Campus Interview 
 Direct the candidate(s) to Pacific’s website to review a current summary of employee benefits. 

o Home > About Pacific > Administration/Offices > Business and Finance Division > Human 
Resources > University Benefits 

 Evaluate the candidates utilizing the established screening mechanism. 

 Document the interview. 

 Collect feedback from anyone who met with the candidates during this process. 

 Ensure that all interview notes have been collected or saved by each committee member to help 
document the hiring process. 

 Move the candidate(s) who have been selected for further consideration and those not selected 
accordingly in the People Admin applicant workflow. 



18 
 

Reference Checking Guidelines and Tips 

Hiring the best employees is one of the most important responsibilities managers have at the University 
of the Pacific. Our employees perform critical work for our students, donors, alumni, sponsors and each 
other.  We look for employees who not only meet the job requirements and can further our mission, 
goals and promote our values, but have the potential to exceed our expectations and grow within our 
institution.  Checking references is a crucial step in this process.  Effective reference checking should give 
you added assurance that the intuitive sense you have about an applicant’s abilities to successfully 
perform in the position are well-founded or… correct your perceptions and spare you potential 
headaches.   

The Purpose of Checking References is to… 

 Gain insight into the perception of the applicants previous employers regarding the applicant’s 
previous job-related behavior. 

 Validate the accuracy of the information on the application and resume. 

 Validate or clarify information provided by the applicant during the interview. 

 Gain information that may be useful in managing or motivating this person in the future. 

 Help protect the University in a number of ways including from a negligent hiring claim. 

 

Tips for Completing Reference Checks 

 Some employers will not provide reference checks without a signed release from the applicant.  

 Questions must be job-related and designed to gain insight into an applicant’s prior work 
history, work habits and behaviors that impact work performance.  Just as you do for interview 
questions, avoid any personal questions that could be interpreted as asking about something in 
a protected category.  For example, asking simply about attendance leaves open the possibility 
that you will get information about excessive absences that are protected by law.  Instead, you 
can ask, “How was the attendance excluding any missed work protected by law?” 

 Contact individuals who can provide the most relevant information to job-related questions.   

o Former supervisors should be the primary focus.  If an employee does not list a former 
supervisor, this is a red-flag that should be explored.  Tell the candidates that we will 
likely be calling prior supervisors and not just the individuals listed as references. 

o HR strongly recommends always talking to the current supervisor.  Sometimes 
applicants ask us to not contact current supervisor prior to letting the applicant know.  
Honor this request and give the applicant enough time to let the current supervisor 
know the call is coming.  In this situation, you may want to check this reference last, 
even after the criminal background check, once you are confident that the applicant is a 
viable candidate for the job.  If an applicant is adamant about not contacting the current 
supervisor, explore the reason why with the applicant.  Before agreeing to not contact 
this individual, contact HR 
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o Former or current subordinates of the applicant are a good source of information if you 
are looking to evaluate an applicant’s supervisory skill. 

o HR recommends talking to supervisors first and contacting co-workers, peers, 
stakeholders or personal references if there are an insufficient number of supervisors – 
which may happen for people relatively new to the workforce. 

 Appropriate questions are those which focus on successful job performance and workplace 
conduct.  These include skills needed to do the job, interpersonal relationship skills, quality of 
work, amount of work performed, ability to follow directions, judgment, timeliness, accuracy, 
attendance, management or supervisory skills (if part of the job), ability to respond to 
supervision, criticism or correction, and confirmation of information provided on the application 
or during the interview. 

 Tips for “Getting Through” to References when they Cite “Company Policy.” 

o Don’t give up.  It’s too important.  Push through the resistance. 

o Explain that the reference is a key contact and that we may not be able to consider the 
applicant further without their help.  If that doesn’t work… 

o Express your appreciation for their position or their company policy and ask if they can 
answer whether or not they would rehire the person.  Listen carefully to “how” they 
respond as that can give you clues.  Ask if there is anyone else at the organization to 
whom you can speak about this.  Ask if there is anything else that they are permitted to 
tell you.  

o Contact the applicant and tell them they are a finalist, but that you cannot proceed 
unless you reach enough of the right contact people for their reference checks.  Ask the 
applicant for additional names or to help a key reference open up to us.  Former 
supervisors are preferred.  Colleagues and subordinates are less favorable but may be 
necessary.  Don’t hesitate to ask the applicant to help facilitate getting the information 
you need. 

 

Reference Check Process 

 Generally, you need only check the references for your top finalist.  If you are undecided or have 
two or more equally well-matched finalists, check the references on each of them.  Remember 
that the University will only conduct the criminal records check on one finalist at a time. 

 You can use the Telephone Reference Check Form recently update by HR and housed on their 
website.  These questions should be supplemented (and documented) with questions about the 
specific selection criteria for the position, verifying relevant information from the interview and 
application materials and any concerns or issues identified. 

 How many references?  Ideally, speak to supervisors covering work for the prior 7-10 years AND, 
no fewer than three references.   

 Give the applicant a courtesy call to let him or her know that we are going to check references is 
a nice touch. Remember, we are trying to represent the University as an “employer of choice” 
and this is a courtesy that will reflect well on you and on the University. 
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 Once you reach a reference, introduce yourself and state that you would like to ask a few 
questions to validate what you have learned about the applicant’s qualifications.  Ask whether 
this is a good time to engage in a discussion or whether you should call back at a more 
convenient time.   Briefly describe the job in question.   Avoid sharing your thoughts about the 
applicant as those will likely get back to that person. 

 Always ask about the reason for leaving from each job.  You will be surprised how often it varies 
from what the applicant wrote or told you.  Investigate and reconcile discrepancies. 

 Always verify dates of employment – look for gaps that don’t add up or were not explained in 
the interview. 

 Review the finalist’s application and the notes taken during this person’s interview.  (One good 
technique in reference checking is to rephrase some or all of the same questions you asked in 
the interview and pose them to applicant’s former employer.  For example: “What was the 
worst professional mistake this person made while working for you and how did they recover?”)  
HR encourages you to verify relevant information from the application materials and 
interview(s), especially if you have concerns.  Ask about time gaps in employment and verify 
dates of employment. 

 Ask the tough questions.  You must ask probing and sometimes awkward questions.  You are 
safe to do so as long as the questions are job-related and non-discriminatory.  Negligent hiring 
suits are increasing in number – many of which could be avoided by thorough reference checks.  
Always ask if the applicant has ever violated company policy.  This is especially important if the 
applicant was involved in sexual harassment, discrimination, fraud, theft or workplace violence. 

 Be wary of that “perfect” employee.  There is no such thing.  Probe a little.  Ask questions like “If 
you had to choose one aspect of the applicant’s job performance that you would have liked to 
have seen improve, what would it be?”  Then pause long enough for them to answer. 

 Ask follow up questions.  We encourage you to probe with questions like “Can you give me an 
example?” or “Can you please elaborate?”  

 Respect confidentiality.  Communicate what you learn only to those with a legitimate business 
need to know.   

 Please carefully and thoroughly document the responses to your questions.  Document exactly 
what you hear but do not add your perceptions or impressions.  This documentation becomes 
part of the recruiting/search file.  However, your perceptions are important and you should 
discuss them with your supervisor and HR if you have any concerns. 

 It is very important that the person conducting the reference checks be very familiar with the 
job, the selection criteria, the application materials and the interview responses.  Usually this 
is the hiring manager.  We also recommend having one person conduct all the reference checks 
for consistency and quality.   

 Regarding Seeking References Outside of Those Provided 

o HR strongly encourages you to not contact anyone other than those in an official 
capacity to provide job performance-related information.  Although not illegal to do so, 
the potential exists to put the applicant in an awkward or untenable situation.  The 
applicant may want references of the current employer handled delicately and at the 
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end of the process.  “Unofficial” references may not be aware of exit or other legal 
agreements.  The risk of souring a relationship with someone we want to hire probably 
does not outweigh the benefit of what we could learn and subsequently verify.  You are 
always welcome to ask the applicant for additional official references.   

o Please convey this to your entire interviewing panel as they sometimes take it upon 
themselves to make calls.  

o If you do want to go beyond the references provided in the application materials at the 
interview, it is a professional courtesy and a good practice to let the applicant know and 
give them an opportunity to communicate any concerns or suggestions. 

 

University of the Pacific.  Updated May 1, 2016   Greg Walters 
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Sample Reference Check Questions 
 

The following are some guidelines as to the types of questions that you may want to ask references 

about your final candidates. Please remember that this is only a guideline, and other types or questions 

may be more appropriate for your specific situation.  If you need assistance developing reference 

questions, please contact your business partner in HR. 

Note: Some of the following questions may not be appropriate for the position being filled.   

Background 

What was the applicant’s starting and ending salary? 

What was it like to work at this company?  What were the unique dynamics? 

 

Work Performance 

How was the accuracy of the applicant’s work? 

In terms of overall performance, of all the employees you have ever supervised, would you consider the 

applicant to be one of the top performers, above average, or below average and why? 

What was noted in the applicant’s most recent evaluations as needing improvement? 

What were the applicant’s biggest accomplishments?  

Can you describe the applicant’s performance as a member of a team? 

Was the applicant ever promoted within your company? 

How did the applicant’s performance compare to others performing similar job duties? 

What were the applicant’s strengths and weaknesses with customer service? 

How well does the applicant follow established procedures and guidelines?  Please describe any 

violations or deviations. 

How was the applicant’s skill in and willingness to learn new things?   

How well did the applicant work independently? 

How will did the applicant take direction and constructive feedback from you? 

What would you like to have seen the applicant do more of in performing his/her job?  

What would you like to have seen the applicant do less of? 

What were the applicant’s three strongest qualities? 

Would you describe the applicant as creative and innovative?  Did he/she initiate and implement any 

new programs, procedures, or services while working for you?  If so, please describe them. 

How does the applicant react or adjust when asked to increase production or make other types of 

changes? 

If you had to pick one area of the applicant’s work performance that you would have liked to see 

improved, what would it be? 
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Communication 

Please describe the applicant’s ability to effectively communicate complex or detailed information in an 

understandable way to customers or co-workers?  

Would you feel comfortable having this applicant make presentations to your key stakeholders? 

How were the applicant’s verbal communications skills?  Can you give me an example? 

How was the applicant’s written communications skills?  Can you give me an example? 

 

Behavior 

Can you give me an example indicating how well the applicant receives feedback?   

Does the applicant take responsibility for his/her own actions? 

How well did the applicant adjust to change? 

How well did the applicant relate to superiors? 

How well did the applicant relate to peers? 

How would you describe the applicant’s honesty and integrity?   

What motivates this applicant? 

Did the applicant seek guidance and ask questions when appropriate? 

How did the applicant handle conflict when it involved him or her? 

How would you describe the applicant’s interpersonal skills? 

 

Supervision 

Did this applicant supervise anyone?  How many? 

Was the applicant an effective supervisor?   

How would you describe the applicant’s management style?  Communication style? 

How did the applicant handle conflict among her/his staff?  

How well did the applicant develop his or her staff? 
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Determining Essential and Marginal Job Functions 
 
Determining “Essential Functions” 

Whether a particular function, task or job duty is "essential" is a factual determination that the EEOC 

says must be made on a case-by-case basis. "Essential functions" are those functions that the individual 

who holds the position must be able to perform unaided or with the assistance of reasonable 

accommodation. The EEOC says that any inquiry into whether a particular function is "essential" initially 

focuses on whether the employer actually requires current or prior employees in the position to 

perform those functions.  

EEOC regulations address three aspects of essential functions: 

1. Whether performance of a function is the reason that a position exists – Meaning if the function or 

task ceased, serious consequences would occur or the job would likely cease to exist. 

2. The number of other employees available to perform the function - Employers can be required to 

restructure jobs and redistribute nonessential job duties to other employees as a reasonable 

accommodation. If an employer has a relatively small number of employees for the volume of work to 

be performed, otherwise nonessential functions might become essential.  By “other employees,” the 

EEOC interprets this as broadly as all the organization’s employees – not just those within an office or a 

department. 

3. The degree of expertise or skill required to perform the function - In a profession or highly skilled 

position, the employee is hired for his or her expertise or ability to perform a specialized task that would 

be an essential function. 

Naturally, we believe all the duties of a position are essential or we would not have them listed.  We 

have to adjust our definition of “essential” and “marginal” to that of the EEOC and the ADA in this case 

and limit essential functions to those that meet the narrow definitions above.   

By their nature, essential functions should encompass at least 5% of time (100 hours per year).  As a 

guideline, it is perfectly acceptable to have only 25% - 50% of the job duties be considered essential.  

This does not change the classification level or minimize the importance of the work. 
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Marginal Job Functions 

“Marginal” is an unfortunate choice of words in that even marginal functions or tasks under the ADA are 

important to us.  For these purposes, marginal just means those functions that are not essential .   

A function may be “marginal” when: 

 The character of the job (scope of the responsibility, type of work, major duties) would 

remain the same if the duty were not performed 

 The function occupies a small percentage of time 

 

 Failure to perform the function may have minor consequences 

 

 The nature of the duty is such that another University employee could perform the work 

with minimal to moderate disruption or inconvenience. 

 

 

Contact HR if you have any questions. 

Updated May 1, 2016 
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Determining Minimum and Preferred Qualifications  
Updated May 1, 2016       
     

Minimum Qualifications 

Minimum qualifications are the minimum amounts of education or experience and the minimum level of 

knowledge, skills, abilities, licensures, certifications and other job-related requirements that must be 

met for a candidate to be considered for a position.  The University cannot hire a candidate who does 

not meet all of the minimum qualifications.  No exceptions. 

Listing reasonable levels of minimum qualifications, in part to meet the requirements of the Americans 

with Disabilities Act and to allow us to create a reasonably large and diverse pool of applicants meets 

many business and compliance-related needs of the University.  It should not affect negatively the 

classification level of a position. 

We must be careful about creating minimum qualifications that are not directly related to the essential 

functions of the job.  The risk of minimum qualifications that are too high is potentially creating a 

disparate impact on underrepresented and protected group or groups. 

For example – by stating that a Master’s degree is required, the University is essentially stating that no 

potential candidate could be successful in the position without it – even if they have many years of 

experience performing the job.   

Requiring a Master’s degree for a financial technician or administrative specialist would probably not be 

defensible.  But, there are times when requiring higher levels of education or specific experience and 

skills is acceptable.   

There are many positions that by their nature, legitimately require different educational levels.  The Law 

School’s Career Advisor should have a J.D. to demonstrate their familiarity with the value of law degrees 

and the connection to the employment market.    The key is tying the minimum qualification to an 

essential function – to the reason the job exists in the first place. 

Although qualifications will vary by position, it is good to have approximately the same number of years 

and same level of educational requirements for positions within the same pay grade.  The type of 

experience or education can and will vary. 

Don’t despair – any qualification not included in minimum qualifications may be included or expanded 

in the preferred qualifications section and be taken into serious consideration. 

Using Equivalencies 

An equivalency is a minimum qualification that allows for experience to substitute for some education 

or education to substitute for some experience.  For example:  Five years’ experience is required or a 

combination of experience and education totaling five years.   Here is the dilemma.  How much does 

education count?  What type of education?  Does a Master’s degree substitute for all the experience?  
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Are we saying that it’s OK if the candidate has no experience whatsoever?  Is it OK if the candidate has 

experience and just a high school diploma?  It is just not clear, which means if we are challenged, it will 

be that much harder to explain or defend a decision. 

The problem with equivalencies is that they ultimately don’t define what the minimum qualification is 

and therefore, a person screening for minimum qualifications is left to guess what the equivalency 

means.  Candidates are also left to guess what the actual qualification is which can discourage potential 

stars from applying. This can create challenges for the University when asked to defend the screening 

out of a candidate based on something in the equivalency. 

The advantage to equivalencies is they create flexibility and broaden the applicant pool.  We can still do 

this by listing clear and reasonable minimum qualifications and then adding desirable experience or 

education into the preferred qualifications.   

The University of the Pacific wants to move towards clearer, defensible and well-communicated 

minimum qualifications while preserving the right of hiring managers to select for interviews and hire 

who they wish (as long as applicants meet the minimum qualifications).  In job postings going forward,  

HR will work with you to develop minimum qualifications that truly communicate the minimums and 

meet the requirements under the Americans with Disabilities Act and our equal opportunity principles 

and practices.   

Preferred or Desirable Qualifications 

Preferred or desirable qualifications are a great tool to use in searching for the right candidate. 

One myth we would like to dispel is that a candidate must meet all the preferred qualifications to be 

considered or hired.  This is just not true.  Hopefully they meet some or most but there is no 

requirement that they meet any.  Preferred qualifications should never be used to screen candidates 

out.  They should be used to screen candidates in and to help narrow down the selection process.  HR 

strongly recommends not using them the same way we use minimum qualifications – as a hard and fast 

disqualifier.  Doing so would limit our flexibility and risk compliance-related problems. 

Listing experience, education, skills, abilities, licenses etc. under preferred qualifications has many 

benefits: 

- It communicates the qualifications that are important to the University for an employee’s long-

term success 

- It allows for flexibility in hiring because many times, the “perfect” candidate has many but not 

all of the preferred qualifications 

- Having reasonable minimum qualifications in the preferred qualifications broadens the applicant 

pool and makes it easier for candidates from underrepresented groups to qualify and be 

considered 

- It provides guidance (not hard requirements) to a hiring manager or search panel on the types 

of qualifications to watch for and evaluate in the hiring process 
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PeopleAdmin How to Guides: 

How to Guide: Logging into PeopleAdmin 

1. Enter into the People Admin website at https://pacific.peopleadmin.com/hr. 

2. Select the SSO Authentication link below the User Name and Password block. 

 
 

3. Enter your PacificNet ID and password. 

4. Click Login.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://pacific.peopleadmin.com/hr
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How to Guide: Logging into PeopleAdmin as a Search 

Committee Member 

1. Enter into the People Admin website at https://pacific.peopleadmin.com/hr. 

2. Select the SSO Authentication link. 

 
3. Enter your Pacific Single Sign On credential (what you use when signing into Inside Pacific). Click 

Login. 

 
4. Ensure your Current Group is set to Search Committee Member. If you need to change your 

Current Group, click Current Group box and select Search Committee Member from the drop 

down menu. If Search Committee Member is not an option please contact Human Resources.  

 

https://pacific.peopleadmin.com/hr


30 
 

 
5. Hover over the Postings tab and click Staff.  

 
 

 
6. Identify the desired posting. If needed, search for the posting by position name or position 

number. 

 
7. Click on the position title to open the posting. 
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8. Click the Applicants tab to view the list of applicants. 

 
 

9. Click on an applicant’s name to open their application.  
10. Scroll to the Required Documents section to view the applicant’s uploaded documents (ex. 

Resume, cover letter, etc.). 
11. If this posting allowed optional documents, go to the Optional Documents section to view a list 

of the applicant’s uploaded optional documents.  
12. To download the applicant’s full packet in one document (application and uploaded documents) 

scroll to the PDF Documents section at the very bottom. Click Generate located next to the 
Combined Document option.  

13. Use the back button of your internet browser to navigate back to the list of applicants.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



32 
 

How to Guide: Modifying a Position Description Using an 

Action 

1. Enter into the People Admin website at https://pacific.peopleadmin.com/hr  

2. Select the SSO Authentication link below the User Name and Password block. 

 

 
 

3. Enter your PacificNet ID and password. 

4. Click Login. 

5. Choose Position Management Module (orange) in the box at the top right side of the screen. 

 

6. Change your Current Group to Hiring Manager/Department Chair. 

 

 

 

 

 

https://pacific.peopleadmin.com/hr
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7. Hover over the Position Descriptions tab. 

 

8. Click Staff from the drop down menu. 

9. In the search box, search for the position description using the position number. 

10. Click on the Position Title of the position description to be modified. 

11. Click Modify Position Description.  

 

12. Click Start. 

 

The position description will display. The current or last employee will be in Employee Information. 
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13. Department Information - review and edit each field appropriately. Click Save when done. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

14. Position Information - review and edit each field appropriately. Click Save when done. 

 

 

 

 

 

 

 

2. Confirm Position Number 

1. Update the Position Title if needed 

4. Confirm Earn Code 

Earn Code for 40 hrs/wk = 80.00 

Earn Code for 37.5 hrs/wk = 75.00 

Earn Code for 20 hrs/wk = 40.00 
5. Confirm Time 

Sheet Department 
(Organization 

Number for the 
unit) 

7. Do not edit. HR will review Exempt/Non-

Exempt Detail 

6. Do not edit. HR will review the FLSA status 

8. Do not edit. HR 

will review the 

Salary Grade 
9. Confirm campus 

10. Do not edit. HR 
will review the salary 

range 

11. Select full or 

part time 
12. Confirm # of hours scheduled per 

week 

13. Confirm total # of 

months the position 

will work 
14. Confirm the FTE for this 

position 

 

1. Primary Purpose: 
Describe the overall 

purpose of the position 

2. Essential Functions: 
List the responsibilities which are crucial 

to the role & those that of which the 
position exists. Additional duties may be 

identified that are non-essential or 
marginal duties that can be 

redistributed among other staff. 

3. Minimum Qualifications: 
Enter the qualification that 
must be met by applicants 

to be considered for the 
position. See web-

instructions. 

3. Do not edit. HR 
will review the 
Employee Class 
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Position Information (con’t.) – review and edit each field appropriately. Click Save when done. 

 

15. Budget Information – Click Add Budget Information Entry  

 

 

 

 

 

 

 

 

 

4. Preferred Qualifications 
Enter qualifications which 
are preferred or desired. 

See web-instructions 

5. Physical Requirements 
Identify the physical activity 

required for the position. Amount 
of sitting, standing, walking, lifting, 
reaching, pushing or pulling. In this 

section identify travel if needed, 
work week and work environment.  

6. Current Budget 
Enter the current salary for 

incumbent or salary identified by 
budget for position. 

7. Funding Comments 
If needed provide information 

which may be needed for budget 
approval. 
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Budget Information (con’t.) - Enter the budget information in the fields.  

 

 

 

 

 

 

 

 

 

 

 

 

 

16. You can add additional budget information or remove budget information at this time. Click 

Remove Entry? Then click Save to remove a budget information entry. 

17. Click Save when you are finished editing the budget information. 

18. Click Next. 

19. Review Supervisor to ensure that it is current. To search for the supervisor’s position 

description, click Filter these Results and type in the supervisor’s position number in the Detail 

Job Number field. Click Search. Click the radio head button next to the supervisor’s position 

description. Click Save.  

 

 

 

 

 

 

 

1. The unit organizational number 

2. Index assigned by accounting for position 

3. Enter appropriate account for position type 

4. Insert Activity # if appropriate 

5. Insert % of FTE 

6. Is this position grant funded? Choose yes 

or no. If partially grant funded choose yes.  
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20. Click Next. 

21. If there are additional documents which may be requested or required for position approval 

they can be uploaded under Position Documents. If there are no position documents click Next 

to go to Action Summary. 

 

 

 

 

 

 

 

 

 

To upload position document(s): 

- Identify the correct category for your document and hover over Actions to display the drop 

down menu.  

- From the drop down menu select Upload New and follow the prompts to upload the 

document. Click Save after uploading each document. 

- When finished click Next to go to Action Summary. 

22. Action Summary  

To add the position description to your watch list: 

- Hover over Take Action on Action. 

- Click Keep working on this Action to save this position description to your watch list. 

- To view your watch list: Position Management Module (orange), Current Group = Hiring 

Manager/Department Chair, Home Tab, scroll down to view your Watch List. 
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Send the Position Description to Campus HR for Review 

Once you have completed the edits, your next step is to send the position description to Human 

Resources for review:  

- Hover over Take Action on Action. 

- Click Approved (Move to Campus Human Resources). 

- Type any comments if needed. 

- Click Submit to send the position description to Campus Human Resources for review and 

final approval. 

Campus HR - Review Process 

Human Resources will review the modified position description and may return it to you in the workflow 

if edits are needed. When Human Resources returns the position description to you in the workflow you 

will receive an automated email from People Admin titled “An Action Requires Your Review/Approval”. 

The email will note the position title, department, position number, and the previous user’s comments. 

Go to the “previous user’s comments” section of the email to review Human Resources’ comments 

about the position description. Please review these comments carefully. 

If Human Resources’ comments indicate that edits need to be made, the position description has not yet 

been approved. Please make the requested edits, save, and send back to Campus Human Resources in 

People Admin for review (See Send Position Description to Campus HR for Review). 

Please note, the position description may continue to move between the Hiring Manager/Department 

Chair and Campus Human Resources a few times until the description receives final approval. Each time 

the position description is moved back to you in the workflow you will receive an automated email from 

People Admin with Human Resource’s comments. Please review these comments carefully each time. 

Campus HR – Approval and Next Steps 

Human Resources will clearly indicate when the position description has been approved.  

After Human Resources indicates that the position has received final approval, your next step depends 

on why you modified the position description. 

To recruit – You need a new employee and would like to request approval to recruit for this 

position. Follow these steps to request approval to recruit for this position: 

1. Initiate the approval process.  

- Go to the Position Management Module and open the position description. 

- Click Modify Position Description. 

- Click Start. 

- From the left-side menu bar select Action Summary. 
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- Hover over Take Action on Action. 

- Click Department/School Administrator. 

- Type a comment indicating this is a modified position description and you would like to gain 

approval for recruitment. Click Submit. 

2. Monitor the position description as it advances through the approval workflow. 

3. Human Resources is the last step in the approval workflow and will contact you once the 

position description is received to discuss the job posting. 

To reclassify – You made changes to a current employee’s position description and need to make 

the changes effective in Banner. Follow these steps to make the changes effective in Banner: 

1. Present the employee with a reclassification letter and request the employee’s signature. Send 

to Human Resources. 

2. Create a new EPAF, “Staff Reclass, Promo, Title, Grade and Rate change, 1STCHG”. 
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How to Guide: Sending a Position Description to Campus HR 

for review 

1. Enter into the People Admin website at: https://pacific.peopleadmin.com/hr  
2. Select the SSO Authentication link below the User Name and Password Block.  

 
3. Enter your Pacific Single Sign On credential (what you use when signing into Inside Pacific). Click 

Login. 

 
 

4. Click the Current Group drop down menu and select Hiring Manager/Department Chair. 
 

 
 

 

 

 

https://pacific.peopleadmin.com/hr
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5. Hover over the drop down menu in the upper right corner and click Position Management. 

 
 

6. Hover over the Position Descriptions tab and click Staff. 

 
 

7. Search for the position description using the position number. 

 
 

 

8. Click the position title to open the position description.  
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9. Click Modify Position Description. 
 

 
 

10. Click Start. 

 
*PAUSE HERE* - Review the position description. 

 If no updates/changes need to be made to the position description follow the remaining 
steps in this guide to send it to Campus HR.  

 If you do need to make changes, make all needed changes before moving forward. 
 

11. Go to the Action Summary. 
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12. Hover over Take Action on Action (right corner). 

 
13. Click “Approved (move to Campus Human Resources)” 

 

 
 

14. In the Comments field, indicate why you are requesting Campus HR to review. Also, ensure the 
small check box under the Comments field is checked so the Action is added to your Watch List.  

15. Click Submit. 

 
 

16. Campus HR will review the position description and notify you via email once it is approved. 
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How to Guide: Sending a Position Description for Approval to 

Recruit 

Job postings are created from position descriptions that have been approved for use by Campus HR and 

approved for recruitment. After the position description has been approved for use by Campus HR you 

may submit the position description for approval to recruit. Please see below. 

1. Enter into the People Admin website at: https://pacific.peopleadmin.com/hr  
2. Select the SSO Authentication link below the User Name and Password Block.  

 
3. Enter your Pacific Single Sign On credential (what you use when signing into Inside Pacific). Click 

Login. 

 
4. Change the Current Group drop down menu and select Hiring Manager/Department Chair. 

 

 

 

 

https://pacific.peopleadmin.com/hr


45 
 

5. Hover over the drop down menu in the upper right corner and click Position Management. 

 
 

6. Hover over the Position Descriptions tab and click Staff. 

 
 

7. Search for the position description using the position number. 

 
 

 

8. Click the position title to open the position description.  
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9. Click Modify Position Description.  

 
 

10. Click Start. 

 
11. Go to the Action Summary. 

 
 

12. Hover over Take Action on Action (right corner). 

 
13. Click “Approved (move to Department School Administrator)” 
14. Type any comments if needed (For example, “Please review/approve for recruitment”) 
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15. Ensure the box underneath the comments field is checked so the position is added to your 
Watch List. 

16. Click Submit. 
17. Monitor the position description as it advances through the approval workflow for recruitment. 
 

To see who currently “owns” the position description, please visit your Watch List. To view your Watch 
List: 

1. Position Management Module 
2. Home tab 
3. Scroll down to your Watch List 
4. Click Actions 
5. Review the Current State and State Owner to see who the position description is currently with 

on the approval workflow.  
 
Human Resources is the final approver in the workflow. After the position description received Final HR 
Approval, Human Resources will reach out to the hiring manager to discuss the job posting details.  
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How to Guide: Creating a New Position Description 
 

1. Enter into the People Admin website at: https://pacific.peopleadmin.com/hr  
2. Select the SSO Authentication link below the User Name and Password Block.  

 
3. Enter your Pacific Single Sign On credential (what you use when signing into Inside Pacific). Click 

Login. 

 
4. Change the Current Group drop down menu and select Hiring Manager/Department Chair. 

 

 
 

5. Hover over the drop down menu in the upper right corner and click Position Management. 

 
 

https://pacific.peopleadmin.com/hr
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6. Hover over the Position Descriptions tab and click Staff from the drop down menu. 

 
7. Select Create a New Position Description (orange box). 

 

 

 

 

 

8. Follow the prompts to add information into the system. Reference Determining Essential and 

Marginal Job Functions and Determining Minimum and Preferred Qualifications. Anything with a 

red asterisk is required (*) 

 
*Position Title 
Position Number 
Employee Class 
*Earn Code 
*Time Sheet Department 
Exempt/Non-Exempt 
Exempt/Non-Exempt 
Detail 
Salary Grade 
Campus 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Range for Minimum 
Range for Midpoint 
Range for Maximum 
Full or Part Time 
Weekly Hours 
Annual Months of Service 
FTE (%) 
*Primary Purpose 
*Essential Functions 
*Minimum Qualifications 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Preferred Qualifications 
*Physical Requirements 
Current Position Budget 
Funding Comments 
Org# 
Index 
Account# 
Activity# 
Percentage 
Grant Funded
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9. Enter the Department Information. Human Resources will fill in most fields. Click Save when 

done. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10. Enter the Position Information –click Save when done. 

 

 

 

 

 

 

 

 

1. Earn Codes 

Earn Code for 40 hrs/wk = 80.00 

Earn Code for 37.5 hrs/wk = 75.00 

Earn Code for 20 hrs/wk = 40.00 2. Time Sheet 
Department is the 

Organization 
Number for the unit 

3. Select campus 

4. Select full or 

part time 

6. Enter total # of 

months the position 

will work 

5. Enter # of hours scheduled per week 

7. Enter the FTE for this position 

 

 1. Primary Purpose: 
Describe the overall 

purpose of the position 

2. Essential Functions: 
List the responsibilities which are 
crucial to the role & those that of 

which the position exists. Additional 
duties may be identified that are non-
essential or marginal duties that can 
be redistributed among other staff. 

3. Minimum Qualifications: 
Enter the qualification that 
must be met by applicants 

to be considered for the 
position. See web-

instructions. 
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11. Click Add Budget Information Entry. 

 

 

 

 

 

 

12. Enter the Budget Information – requires at least one builder entry. 

 

 

 

 

 

 

 

 

 

 

 

 

13. You can add additional budget information or remove budget information at this time. To 

remove budget information click Remove Entry? and click Save. 

14. Click Save when you are finished editing the budget information. 

15. Click Next. 

 

 

 

 

 

 

 

 

 

 

 

1. The unit organizational number 

2. Index assigned by accounting for position 

3. Enter appropriate account for position type 

4. Insert Activity # if appropriate 

5. Insert % of FTE 

6. Is this position grant funded? Choose yes 

or no. If partially grant funded choose yes.  
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16. Adding a supervisor is optional. To add a supervisor, click Filter These Results. In the pop up 

window, search by the supervisor’s position number or by their name. Click Search. 

 

 

 

 

 

 

 

17. The search results will show the supervisor’s position description. Click the radio head button 

next to the supervisor’s position description and click Save and click Next.  

18. Adding position documents is optional. If there are additional documents which may be 

requested or required for position approval they can be uploaded under Position Documents. If 

there are no position documents click Next to go to Action Summary. 

6.   

 

 

 

 

 

 

 

To upload position documents(s): 

- Identify the correct category for your document and hover over Actions to display the drop 

down menu.  

- From the drop down menu select Upload New and follow the prompts to upload the document. 

Click Save after uploading each document. 

- When finished click Next to go to Action Summary. 

 

19. Action Summary - Review your job description and recruitment information. 
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20. Add the position to your watch list: hover over Take Action on Action, click Keep working on 

this Action to save it to your watch list. 

 

 

21. If you are ready to send the position description to Human Resources for review/approval send 

the position description to Campus Human Resources: 

 

o Hover over Take Action on Action. 

o Click Approved (Move to Campus Human Resources) 

o Type a comment indicating why you are requesting the review, click Submit  

22. Human Resources reviews and evaluates the job description, working with the supervisor, as 

needed, to ensure it is complete and provides all the required information. The result of the 

review establishes the position number, pay grade and the employment status of the position 

(exempt or non-exempt). 

23. After the review is complete, Human Resources will approve the position description in People 

Admin and give the hiring manager permission to initiate the approval process for recruitment if 

needed.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

New 
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How to Guide: Creating a Hiring Proposal 

 

1. Human Resources will notify you when to initiate the hiring proposal.  

2. Enter into the People Admin website at: https://pacific.peopleadmin.com/hr  

3. Select the SSO Authentication link below the User Name and Password Block.  

 
4. Enter your Pacific Single Sign On credential (what you use when signing into Inside Pacific). Click 

Login. 

 
5. Change the Current Group drop down menu and select Hiring Manager/Department Chair. 

Hover over the Postings tab and click Staff from the drop down menu. Locate and click on the 
desired job posting.   

 
6. Click on the Applicants tab to view the list of applicants who have applied for your open 

position.  

 
 

 

https://pacific.peopleadmin.com/hr
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7. Click on the desired applicant’s name to go to their application page. 

8. Click Start Hiring Proposal (green plus sign under the orange Take Action box).  

 
9. Under “Selected Position Description” make sure that the correct position title is listed and click 

Select Position Description. 

 
10. A small pop up window may come up. If this does, this is just the system saying the current 

incumbent in the role will be replaced with this new hire. This is ok. Click Ok in the pop up 

window to proceed. 

11. Scroll down the Hiring Proposal Summary page and enter the Start Date and Annualized Salary 

or Hourly Pay (refer to the new hire’s offer letter for this information).  

12. Click Save. Then click Next. 

13. The Hiring Proposal Documents section is optional. If you don’t have any documents to upload 

click Next.  

a. Use the Actions drop down menu to upload document(s) if needed. 

14. Hover over Take Action on Hiring Proposal (orange box, upper right corner), select the 

Department School Administrator option from the drop down list.  

15. A small window will pop up. Type a comment if needed and ensure the small box below the 

comments section is checked so the hiring proposal is added to your Watch List. Click Submit.  

16. Monitor the hiring proposal as it advances through the approval workflow and follow up with 

the appropriate parties as needed to move things forward. 

a. To see who currently “owns” the hiring proposal, please visit your Watch List. To view 

your Watch List: 

i. Applicant Tracking Module  

ii. Home tab 
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iii. Scroll down to Watch List 

iv. Click the Hiring Proposals tab of your Watch List 

v. Review the Current State and State Owner to see who the hiring proposal is 

currently with in the approval workflow 

17. Human Resources is the final approver in the workflow. After the hiring proposal is approved by 

Human Resources, and EPAF is automatically generated overnight to put the new hire’s job in 

Banner.  

18. After the new hire’s position is loaded into Banner you will receive a confirmation email with 

their Pacific ID number, position number, new staff orientation dates, and their introductory 

performance review letter.  
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How to Guide: Applicant Workflow 
 
The hiring manager or search committee chair is able to move an applicant one step at a time through 
the applicant workflow. Keeping applicant workflow statuses up-to-date during the search process is an 
efficient tracking method for the search committee, provides the University with important hiring data, 
and helps keep applicants informed of where they stand.   
 
Please see the below applicant workflow statuses. The statuses noted with an (*) indicate that People 
Admin will automatically email the applicant when they are moved to that workflow status. 
 
It is highly recommended that you follow up with a personal phone call, email, or letter if you 
interviewed a candidate by phone or on campus and they have not been selected.  
 
You can change the applicant workflow status for one applicant at a time or if you have several 
applicants to move to the same workflow status, you can move multiple applicants all together (see 
Option 1 vs. Option 2). 
 
Please note, when an applicant is moved to a workflow status that indicated they have not been 
selected the system will prompt you to select a reason why that person was not selected (see last 
section, “More about Not Selected”). 
 
Applicant Workflow Statuses:  
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Transitioning Applicants in the Workflow: 
1. Login 
2. Applicant Tracking Module (blue) 
3. Change your current group to Hiring Manager/Department Chair 
4. Hover over Postings tab and click Staff 
5. Locate the job posting 
6. Click the job posting’s title to open it 
7. Click on the Applicants tab 

 
Option 1: Move one applicants at a time: 

1. Click on the applicant’s name 
2. Hover over the Take Action on Job Application box (orange, upper right corner) 
3. Click on the appropriate workflow action from the drop down menu. 

 
Option 2: Move several applicants at a time: 

1. Check the box next to the desired applicants 

 
2. Hover over Action (orange box) 

 
3. Select “Move in Workflow” from the drop down menu 
4. You will be taken to a page where you can select the appropriate workflow state for each 

selected applicant 
5. To change all selected applicants to the SAME workflow state, use the drop down menu near 

the top of the page marked “Change for all applicants.” To customize the workflow state for 
each selected applicant, please see step 6.  
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6. To customize the workflow state for each selected applicant, use the drop down menu next to 
each respective applicant’s name marked “New State.” Using this drop down menu allows you 
to select a different workflow state for each selected applicant.  

 
7. Click Save Changes 

 
 
 
 
More about “Not Selected”: 
 
If an applicant is transitioned to Not Selected (or another workflow status that indicated they have not 
been selected) a new drop down menu will appear and you will be required to indicate a reason why 
this individual was not selected before clicking Save Changes.  
 
The reason you indicate will not after the content of the automated email the system sends the 
applicant.  
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How to Guide: Locating a Position Description 
 
 

1. Enter into the People Admin website at: https://pacific.peopleadmin.com/hr  

2. Select the SSO Authentication link below the User Name and Password Block.  

 
 

3. Enter your Pacific Single Sign On credential (what you use when signing into Inside Pacific). Click 
Login. 

 
 

4. Make sure the current group drop down menu is set to Employee.  

 
 

5. Hover over the drop down menu in the upper right corner and click Position Management. 

 
 
 

https://pacific.peopleadmin.com/hr
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6. Hover over the Position Descriptions tab and click Staff.  

 
 

7. Search for the position description using the position number or title. 

 
 

8. Click the position title to open the position description. 
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Sample Interview Questions 

Job Competencies/Prior Work Experience 

1. Please describe your present responsibilities and duties. 
2. How do you spend an average day? 
3. How has your current position changed from the day you started until now? 
4. Describe the most complex problem you had to solve in your last/current position. 
5. What do you consider to be your most important accomplishments in the last three positions you 
have held? 
6. What were some of the setbacks or disappointments you experienced in the last three positions you 
have held? 
7. Why did you leave your last employer/why would you consider leaving your current employer? 
8. Describe your involvement with committees, your role on the committees, and what you learned 
from each experience. 
9. In previous positions, how much of your work was accomplished alone and how much as part of a 
team effort? 
10. What was the most radical idea you ever introduced to an employer, and what was the result? 
11. What kinds of policies and procedures have you created and to whom did you take them for 
approval? 
12. Have you had public speaking experience? If so, who was the audience, and what was the purpose: 
selling, informing? 
13. Of the various work environments you’ve experienced at your different jobs, which was most 
productive for you? Why?   
14. Which work environment was least productive for you?   
15. What would you definitely like to avoid in your work life?   
16. What are some of the things your company might have done to be more successful?   
17. How do you feel about your workload?   
18. What types of problems frustrate you the most?   
19. What was the toughest emergency you’ve ever faced?   
20. How do you feel your personality changes working under pressure?   
21. Give us an example of a time when you successfully used your analytical skills. 
22. Give us an example of a time when you successfully used your creativity skills. 
23. Give an example of a process that you re-engineered. 
24. What specific strengths did you bring to your last job that made you effective?   
25. Describe the most significant written document, report or presentation you have had to complete.   
26. Describe your system for controlling errors in your work.   
27. What do you do when you realize something has “slipped through the cracks”? How do you ensure it 
doesn’t happen again?   
28. What have others said about your writing ability? 
29. What have you done in the past five years to improve your writing skills? 
30. Can you perform all the essential functions of this job with or without reasonable accommodation? 
31. Are you able to travel as required by this position? 
32. Are you able to relocate, if necessary? 
33. Describe your computer software experience and which packages are strong, moderate or weak for 
you. 
34. What risks did you take in your last few jobs and what were the results of those risks?   
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35. What do you do when you are having trouble solving a problem? 
36. How do you keep abreast of external factors that might affect your department or organization?   
37. Who do you talk to when you’ve been assigned work, which is unfamiliar or new? Do you seek out 
such work?   
38. What do you feel it takes for a person to be successful in your field?   
39. What is your most creative idea that was turned down? 
40. What experience have you had with public presentations? What was their purpose, and what visual 
aids and kinds of notes did you use? How did you prepare? 
41. Describe a failure you had and how you dealt with it? 
42. What are your salary expectations if offered this position? 
43. Pacific’s focus is customer or student-centric. In your present or last position, who was the 
customer/student and how did your job relate to providing service for the customer/student? 
44. Please describe the budget you managed at your current or prior job, how would you describe your 
approach to budgets. 
45. Please describe any fundraising experience you have had, what was successful? 
46. Please identify what you consider to be one of your strengths and how you have applied it in a work 
situation. 
47. Please describe in detail how your background, experience, and leadership style relate to this 
position. 
48. Please describe a time when you saved your employer time or money or prevented a serious mistake 
because of your attention to detail. 
49. Please describe how you have used word processing software and other software in your previous 
employment. How are you keeping up with changes in software and technology? 
50. Describe a busy day at your last/present office. Do you have to concentrate on detailed material? Do 
you experience frequent interruptions? 
51. Please describe a time when you improved the method for accomplishing a task that your employer 
assigned to you. Did your employer agree that your method was an improvement? 
52. What results are/were you expected to accomplish in your current/last job. How did your employer 
measure the results? Was your employer satisfied with your level of accomplishment? Were you? 
53. Describe which job or which manager got the most out of your potential. What made that situation 
productive?   
54. What experience have you had in working with the public?   
55. Describe an achievement by your department or team that put the customer or student first. 
56. Do you have any additional information that you think would be helpful to us in making our 
selection? 
57. Do you have any questions for us? 
58. Please provide us with the paragraph that you drafted in response to our letter arranging for this 
interview. 
59. Tell us about your greatest success as a change agent. 
60. What is the toughest group you ever had to get cooperation from? 
61. How much training and guidance did you receive in past jobs? Did you feel comfortable with that 
level of instruction? Do you prefer written or oral instructions? 
62. How would your co-worker/boss describe you? 
63. How do you deal with fluctuations in work load?   
64. How do you know if you are doing a good job? 
65. What are the most stressful aspects of your current or past jobs? What have you done on the job to 
alleviate stress?   
66. Why are you interested in higher education?   
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Behavioral Interviewing Questions 

1. Tell me about a situation where a crisis developed and meeting a deadline required long hours of 
extra effort. What happened and how did you handle it?   
2. Describe a time when you went well “beyond the call of duty” to accomplish a task. 
3. Describe a time on any job you’ve held in which you were faced with problems or stresses, which 
tested your coping skills. What did you do?   
4. Tell me about a time when you felt you were working in a “pressure cooker”. What did you do?   
5. Give us an example of a time in which you had to use your fact-finding skills to gain information for 
solving a problem – then tell me how you analyzed the information to come to a decision.   
6. Describe a situation in which you had to arrive at a compromise or guide others to a compromise.  
7. Describe for me a difficult political situation you’ve faced and how you dealt with it.   
8. Tell me about a time in which you had to use your spoken communication skills to get a point across 
that was important to you.   
9. Describe a situation in which you were able to positively influence the actions of others in a desired 
direction.   
10. Describe a situation in which you felt it necessary to be assertive in the pursuit of a goal or an 
objective. 
11. Describe a time when you needed to come up with a plan to get around an obstacle that prevented 
you from completing your work on time.   
12. Describe a time when you goals conflicted with the goals of the organization and what you did about 
it. 
13. What has been the most difficult decision you have had to make in your professional career? What 
were the events that led to your decision and what was the outcome?   
14. Describe a situation when you needed to take action that was in a procedural “gray area”. What did 
you do?   
15. Give me an example of an important goal, which you have set in the past and tell me about your 
success in reaching it. 
16. Tell me about a specific experience where you needed to take action without first consulting your 
supervisor. What was the situation? What was the outcome?  
17. Give me an example of a time when you questioned a policy or procedure when it might have been 
better or easier to go along with it. 
18. When have you felt the most pressure to compromise your personal integrity? What was the 
outcome?   
19. Describe a situation in which you were able to effectively “read” another person and guide your 
actions by your understanding of his or her individual needs or values.   
20. Describe a time when you felt you “lost your cool” on the job and the result. 
21. Describe a situation in which it was necessary for you to mediate or negotiate a solution or 
compromise. 
22. Give me an example of a specific occasion when you conformed to a policy that you did not agree 
with. What did you do?  
23. Tell us about your experience that will make you successful at developing and maintaining 
relationships with your customers. 
24. Tell me about a time people you were working with weren’t as honest or sincere as you would have 
liked. What did you do? 
25. What has been the most difficult situation you’ve encountered in your career where you were called 
to get opposing sides to work together? How did you make it work?   
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26. Describe for me a situation where self-centered behavior produced bad teamwork that was 
expensive for the company. If you were the supervisor and wanted to solve the problem, how would 
you have done it? How would you have described the problem to the individual?   
27. What types of problems have you encountered with your co-workers and how did you handle them? 
28. Describe a situation from your business past where you had to work with a particularly difficult 
person and how you worked with that person? 
29. How do you go about understanding your customer’s perceptions and needs? 
30. Describe a time in which you had to change your work style in order to be more effective with 
people different from you. 
31. Describe a time where you had to use an informal network in order to achieve an important result. 
32. How would you go about being an advocate and resource for the teaching and learning process? 
33. Tell us about a time when you had to navigate a politically sensitive situation. 

a. What was at stake? 
b. Who were the players? 
c. What was the result? 

34. Give us an example of a time when you had to think on your feet to extricate yourself from a difficult 
situation. 
35. Describe a new responsibility that you received and how quickly you learned it. Did you request the 
new responsibility? What techniques did you use to enhance your learning comprehension and speed? 
36. Please describe any work you have performed that involved using a computerized record-keeping 
system or scheduling system that was new to you? What techniques did you use to learn the system? 
What did you like and dislike about the system? 
37. Please describe a time in which you worked under significant pressure to meet deadlines. How did 
you approach situations in which you had more work than you could complete it in the time allowed? 
38. Please give an example of a project you were responsible for initiating and completing? How did you 
organize the project and handle the details? Was the project successful? If it was not, why do you 
believe it was not? 
39. Describe a time in which you mentored another employee in a way that helped him or her to 
achieve higher results. 
40. Please describe a work situation in which you dealt successfully with an angry or upset person. How 
frequently have you had to deal with such people in your work? When people express anger toward 
you, how do you usually react? 
 

Education and Training 

1. Why did you choose the particular college you attended? 
2. What determined your choice of major? 
3. How do you think college contributed to your overall development? 
4. In what way do you believe your education and training has prepared you for this position? 
5. What special training do you have that is relevant to this position? 
6. What licenses or certifications do you have that are relevant to this position? 
7. What professional affiliations do you have that are relevant to this position? 
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Attendance 

1. How many times were you tardy for work in the last year you worked? 
2. What do you consider to be good attendance? 
3. What do you consider a legitimate reason for missing work? 
4. Do you know of any reason why you would not be able to get to work on time on a regular basis? 
5. Are you able to work overtime? 
 

Goals, Initiative and Enthusiasm 

1. In what way does this position meet your career goals and objectives? 
2. If you were hired for this job, in what areas could you contribute immediately, and in what areas 
would you need additional training? 
3. What changes and developments do you anticipate in your particular field that might be relevant to 
this position? 
4. What techniques do you use to assess and execute your plans and objectives? 
5. What were your objectives for last year? To what degree were they achieved? If not fully achieved, 
why?   
6. How do you communicate your goals and objectives to your co-workers?  Management? Your team?   
7. Describe your experience setting departmental goals and objectives. 
8. What are some of the best ideas you’ve ever “sold” to your manager? To your customer? What was 
the result?  
9. What interests you most about this position?   
10. What interests you least about this position?   
11. What do you do when you encounter resistance to your ideas?  
12. What would you want in your next job that you are not getting now? 
13. What have you done in the last year with your own time and money that would make you more 
valuable to our institution?   
14. What have you done that’s demonstrated a high level of initiative?   
15. What was your greatest accomplishment in your last job and what made it successful? 
16. Tell me about some projects you generated on your own. What prompted you to begin them?   
17. What is the most effective method for setting priorities, in your opinion? 
18. Professionally, where do you want to be in five years?   
19. What are your short-term and long-term career objectives? 
20. How do you feel about the progress you’ve made in your career to date?   
21. What kinds of decision do you tend to make rapidly?   
22. What do you do when you are forced to make decision without enough information and/or time to 
fully evaluate the situation?   
23. Can you tell me how you go about making important decisions?     
24. What career objectives have been met?   
25. What aspects of your career have not lived up to your expectations?   
26. What aspect of your work life do you feel passionate about?   
27. Why do you want to work at (name institution)? 
28. What have you changed about yourself as a result of criticism? 
29. Give me an example when you have shown proactive leadership in your work environment. 
30. What is your definition of success? How will this job help you achieve success? 
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31. In what areas would you like to develop your work skills more? How do you see this job allowing you 
to accomplish that?   
 

Getting Along with Others 

1. Describe the most difficult interpersonal challenge you have faced and what you did about it. 
2. What have you been criticized for that you’ve heard from more than one source?   
3. When was a request for support you felt was important denied by a superior? Why was it denied? 
How did you deal with it?   
4. What has been the biggest failure or frustration in your business life? 
5. Tell me about what you have done to establish positive relationships with your co-workers. Your 
supervisor? Your customers? 
6. When you have started new jobs, what did you do to establish good relationships with your 
coworkers? With management? 
7. How do you deal with people who talk but don’t listen?   
8. How much independence do you have in your current job? How would your supervisor answer the 
same question?   
9. How much or how little supervision do you feel is optimal?   
10. Describe for me your best boss. What made him or her your favorite?   
11. Which boss was your worst? Why?   
12. What do you think your boss will say when you resign?   
13. What are some of the things you didn’t agree with your boss about?   
14. Describe the relationship that should exist between supervisor and subordinate.   
15. How could your boss have done a better job?   
16. What kind of boss do you like to work for? 
17. What constructive criticism would you offer for the way the company was run?   
18. What do you do when management says no to your ideas?   
19. Give an example of a potentially volatile situation or individual that you successfully calmed down 
and how you went about it. 
20. What do you believe is the proper balance between employee freedom and supervisor control?  
21. Tell me about a time when you and a co-worker or your supervisor had a disagreement. What was 
the issue? What steps did you take to resolve the conflict? 
22. Give an example of a time when your ability to notice how others felt about an issue enabled you to 
prevent a volatile situation. 
23. How do you define “teamwork”? Give me an example of a time when you worked as a member of a 
team. What was your specific role? What was the goal of the team? What steps did you take to ensure 
the team was successful in reaching its goal(s)? 
24. Please describe a situation in which you participated in a successful team effort. What was your 
contribution to the effort? Would you rather work on a team or independently? 
25. What did you do in your last job to contribute toward a teamwork environment? Be specific.   
26. What kind of people do you like? What kind of people do you dislike?   
27. What type of reward is most meaningful to you?   
28. What’s most important to you in a job?   
29. When have you felt fully appreciated for your contribution? How does this affect the effort you 
make on the job?   
30. What could your last employer have done to keep you? 
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Decision-Making 

1. What was the level of your decision-making authority in past positions? 
2. Describe a decision you made that had an unhappy result. 
3. Give me an example of a decision you made that backfired and what you did about it. 
4. Give an example of a decision you made that turned out better than you believed possible. 
5. Describe a time when you made a decision in the absence of a clear policy regarding the issue. 

 
Diversity & Intercultural Competence 

1. How has your background and experience prepared you to be effective in an environment that values 
diversity?  
2. What does the term “intercultural competence” mean to you? How would you describe your own 
level of intercultural competence? 
3. In what ways have you intentionally sought to enhance your own intercultural capacity as part of your 
professional development strategy? Please be specific.  
4. In your opinion, what, if any, are the critical distinctions between international and domestic 
diversity? Do you have suggestions for enhanced partnership or collaboration for the two areas? 
5. What do you see as the most challenging aspects of an increasingly diverse academic community, and 
what steps have you taken to meet such challenges?  
6. In what ways do you feel it is appropriate to incorporate topics related to diversity and inclusion in 
your job duties? 
7. What is your vision of diversity at an institution like University of the Pacific?  
8. Describe a specific situation in which you worked with a diverse group of people over an extended 
period of time. Based on this experience, what did you learn?  
9. Have you ever had to accommodate a student with a disability? Please discuss this experience and 
explain how you made the appropriate or requested adjustments.  
10. In your experience, what are the challenges faced by members of historically underrepresented 
groups in higher education? What strategies have you used to address these challenges, and how 
successful were those strategies?  
11. Describe a diversity initiative in which you have been directly involved? Please share the details 
about your specific role in the initiative and what was the outcome? 
12. Have you ever been involved in resolving or addressing a complaint of discrimination, if so what did 
you do and what was the result?  
13. Tell me about a time that you adapted your style in order to work effectively with those who were 
different from you.  
14. What kinds of experiences have you had in relating with people whose backgrounds are different 
from your own?  
15. Can you recall a time when you gave feedback to a colleague who was not accepting of others?  
16. Can you recall a time when a person's cultural background affected your approach to a professional 
situation?  
17. Give examples of times when your values and beliefs impacted your relationships with your 
colleagues.  
18. What does it mean for you to have a commitment to diversity? How have you demonstrated that 
commitment, and how would you see yourself demonstrating it here?  
19. Describe the climate for diversity at your present institution. What impact have you had on that 
climate?  
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20. Have you encountered concerns about “chilly” or “unhealthy” climate raised by members of identity 
groups that have historically experienced bias or discrimination? If so, how have you responded to those 
individuals or specifically addressed the concerns?  
 

Specific Types of Positions 

Management and Supervision 

1. Describe the positions in which you have had supervisory responsibility. How many people have you 
supervised and in what kinds of positions? Did you have hiring/firing authority? 
2. Give an example of a time when you were disappointed by an employee's lack of accomplishment and 
what you did about it. 
3. What are the generally accepted steps in progressive discipline? 
4. In your experience, what kinds of things motivate an employee? 
5. Describe what is meant by “problem employee”. 
6. Describe a sticky situation with an employee and what you did about it. 
7. Describe an innovative way you handled a conflict involving two or more of your subordinates. 
8. What kinds of things can a supervisor do to create a positive working environment? 
9. What training and experience do you have in listening skills? 
10. Approximately how many people have you personally hired in your career? 
11. Describe an effective performance planning and review process. 
12. What methods of communicating with subordinates have you found most successful? 
13. What recognition and reward systems for subordinates have you found most effective? 
14. What is the role of a supervisor, in your opinion? 
15. What are the major responsibilities of a supervisor, in your opinion? 
16. What is an effective training and orientation program for a new employee? 
17. Describe the most serious complaint an employee brought to your attention and what you did about 
it. 
18. Give an example of the most novel idea an employee presented to you and what you did about it. 
19. What is meant by the term “protected class” under civil rights laws? 
20. Under federal wage and hour laws, describe “exempt” and “nonexempt” employees. 
21. Can you delegate responsibility? Give an example.   
22. What kind of problems did you have to address with your employees? How did they work out? 
24. Give an example of a time when you were disappointed by an employee’s attitude or lack of 
accomplishment and what you did about it? 
26. How would your supervisees describe your managerial style? 
27. Tell me about the people you hired in your last job. How long did they stay with you and how did 
they work out?   
28. Give me an example of a time in which you feel you were able to build motivation in your co-workers 
or subordinates at work.   
29. What do you feel makes for good teamwork and morale?   
30. Tell me about a time when you pulled the team together. How did you build morale?   
31. Tell me about your leadership style. Give me some tangible examples of why it works for you.   
32. Have you ever supervised a union employee? What are the key things to watch for regarding 
performance and behavioral issues of a union employee compared to a non-union employee? 
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33. How do you know or what do you do to make sure that you and your department are operating 
efficiently? 
34. What does “listening” mean to you? 
36. Describe your experience with setting goals and objectives for your department. 
37. What is the most effective method for setting priorities, in your opinion? 
38. Describe your experience in developing and monitoring budgets. 
39. What fiscal authority have you had in past positions? 
40. The department head must periodically work evening and weekend hours. Do you anticipate any 
problems meeting this requirement? 
41. The incumbent of this position must schedule overnight travel at least once each month. Are you 
able to do this? 
42. Give an example of a situation in which a budget overrun was necessary to accomplish a goal. 
43. In a supervisory or group leader role, have you ever had to discipline or counsel an employee or 
group member? What was the nature of the discipline? What steps did you take? How did that make 
you feel? How did you prepare yourself?  
44. How many employees have you supervised, how would you describe you supervisorial style? 
45. Tell us about a mentor you have had. 

a. How did this experience affect the way you develop your own staff? 
 

Clerical/Secretarial Work 

1. What word processing systems have you worked with, and what are the advantages and 
disadvantages of each? 
2. In past work situations, what sorts of procedures for data entry, filing, mail processing and record 
keeping were already in place? Were they helpful? Were they specific enough for you? What changes, if 
any, did you make in them (or would you have made in them if you could)? 
3. What is your experience with calendaring and tracking deadlines for yourself or for your office? 
4. How often have you drafted documents or correspondence for your employer? Please describe the 
most significant written work that you have done. 
5. Describe the kinds of telephone and receptionist duties you have had, being specific about the 
number of calls and walk-ins you received in a typical day. 
6. Describe your past experiences with scheduling of appointments. 
7. Give me an example of a task you performed that required attention to detail, and what you did to 
ensure accuracy. 
8. What are some of the more unusual assignments you have been given? 
9. What kinds of filing systems have you used and/or created? 
10. Which decisions could you make on your own, and which did you refer to your boss? 
11. What kinds of reports did you develop, create, or produce? 
12. What volume of mail did you typically process in a day? 
13. What kinds of correspondence have you written on your own initiative? 
 

Faculty 

1. Class schedules are set to meet university needs. This will typically require that you teach four courses 
per semester during the fall semester and four additional courses during the spring semester. Class 
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schedules will be M-F with at least one hour per day for office hours during which you are accessible to 
students. Do you anticipate any problems meeting these schedule requirements? 
2. Faculty is also expected to facilitate online blog discussion groups for students. Do you anticipate any 
problems using the technology we have in place for this? 
3. Describe how you would use technology in your teaching? 
4. In your opinion, how should the work of a faculty member be split and into what areas? 
5. What does collegiality mean to you? 
6. Why did you choose this particular field? 
7. How would you deal with an unmotivated student? A belligerent student? 
8. Have you involved your students in your research? If so, how? 
9. How do you define good teaching? 
10. What changes have you brought to the teaching of your specialty? 
11. What are your current research interests? 
12. What would you do to stay on top of your field? 
13. Describe a time when you disagreed with a decision of a department chair, Dean or a President and 
what did you do about it? 

 

IT Professional 

1. This position will work remotely four days per week from a location with direct access to CAT6 wiring. 
Do you have a regular location that can be designed as your primary work location? 
2. This position requires that the incumbent be available for IT emergencies 24/7 one weekend each 
month. Does this present a problem for you?     

 

 

Creating Your Own Scenarios 

Briefly describe a difficult situation pertinent to the vacant position, doing so in a way that protects the 

privacy of individuals involved. Ask an open-ended question-one that does not require knowledge of 

institutional or departmental policies and procedures- about how the applicant would deal with this 

situation. Encourage the applicant to think out loud and explain the kinds of solutions he or she might 

try. 

Clerical example: 

You are working at the front desk of a very busy office. You are answering a 10-line phone bank and 

have on average 15 walk-ins per hour to direct to appropriate offices and people. At 4 P.M. on a 

particularly busy day, an outside salesperson approaches your desk at the same time one of the 

clerks, who is a friend of yours, comes around the corner crying and headed toward your desk. Two 

outside lines light up at the same time, and the display on your phone tells you the third call coming 

in is the president's office. What are you going to do? 
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Supervision example: 

The supervisor of a small work unit that provides service to students is on vacation and, as a result, 

you are temporarily in charge of the department. One afternoon you overhear two unit members 

talking about an incident that occurred one week earlier. They are discussing a new employee in the 

department. Someone you hired, and describe this employee's losing his temper with a student. You 

suspected that the employee in question had a nasty temper but had nothing concrete on which to 

base the suspicion. This is the first occasion on which you have heard of this incident. What would 

you do about it? 
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Candidate’s Name: 
 

 
 

Today’s Date: 

Reference Checker: 
 

Organization: 
 

Name of Reference: 

 

 
_____________________________________________________________________________________________________________ 
 
 

“My name is (_______) and I work in the (department) at the University of the Pacific. We are currently working 

to fill a position within our department and (applicant name) listed you as a reference. We would like to verify 

some employment information for (applicant name). Is this a convenient time to talk?”

 

1. What is your relationship to the applicant?  
 

 
 

2.  What was the nature of his/her job? 
 
 
 
 

3.  What were the dates of employment? 
 
 
 
 

4. Was he/she a good team player? 
 
 
 
 

5. What are his/her strong points? 
 
 
 
 

6. What are his/her weak points? 
 
 
 
 

7. How did he/she get along with other people? 
 
 
 
 

8. Would you comment on his/her: 
 

Pacific’s Telephone Reference Check Concerning a Prospective Employee 



74 
 

a.   Attendance  __ 
 

b.   Dependability   
 

 
 

c.   Ability to take on responsibility   
 

 
 

d.   Ability to follow instructions   
 

 
 

e.   Degree of supervision needed   
 

 
 

f. Overall attitude   
 

 
 

g.   Quality of work   
 

 
 

h.   Quantity of work   
 

 
 

i. Did he/she ever violate company policy?   

 

  
9.  Why did he/she leave the position?    

 

 

10. Would you reemploy?  Yes              No 
 

Why not? 
 
 
 
 

11. Is there anything else you would like to comment on regarding (applicant’s name) employment or job 
performance? 

 
 
 
 
 
 
 

Note: Ask follow-up questions if the reference is not forthcoming or if information is unfavorable. Ask for an example or 

if the reference can elaborate. If you get a positively glowing reference with no areas of improvement or growth, ask “If 

you had to pick one area of his work performance that you would have liked to have seen improved, what would it be?” 
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New Employee Checklist 

 
New Employee Orientation 
First impressions make a difference!  As a Supervisor, you are instrumental in determining how your 

new employee begins his/her career at the University.  Planning and preparing for his/her arrival will 

help ensure it is a positive experience for them and for the rest of your staff. 

Before Their First Day 

 Set up their Office and Equipment 

 Computer 

 Telephone and extension number 

 Office furniture, office supplies 

 List of important extensions (HR, Payroll, OIT, Public Safety, Department contacts, Fax#’s) 

Arrange for Network and Computer Access with Human Resources 

 Network login and password  

 Inside Pacific account 

 Establish E-mail account password  

 Printer connection for computer 

 Voice mailbox with password and directions for setting up  

 Long distance authorization code  

 Banner access if needed 

On Their First Day – Department Orientation 

 Employee ID card (PacificCard Office) 

 Issue office keys (University Locksmith) 

 Parking permit (Cashier’s Office) 

 Introduce your new employee to others in the department or work site 

 Take them to lunch, if appropriate 

 Discuss work rules and procedures, office protocol, dress code (who to call when sick) 

 Review timesheet, payroll deadlines, expected work hours, breaks and lunch periods 

 Give your new employee tour of the work site pointing out important items 

 Discuss relevant safety issues, emergency procedures, procedures in case of injury 

 

Within Their First Week – Complete the Introductory Performance Review Form 

 Review employee job description, supervisor’s expectations and explain their key 
responsibilities 

 Explain how they will be evaluated and indicate how a short midpoint informal review (usually 

45 days) might be made prior to the end of the 90 day introductory period 

 Complete and give them a copy of their Introductory Performance Review 
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Ensure that they attend the New Employee Orientation part I and II presented by Human Resources 

In addition, many supervisors assign another staff member to act as the new employee’s mentor for the 

first few weeks.  This insures someone is there to help out the new employee during the most challenging 

part of his or her new job. 

 

 


