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Resume/Application Review Checklist

· Sort applicants’ resumes by job for which they are applying.  Applicants for miscellaneous openings should be consolidated into a separate group.

· Review the job description(s) for the position (s) you are attempting to fill.  Note minimum requirements.  Screen out those candidates who do not meet minimum requirements.  

· Ignore names, addresses, or personal information of applicants to limit bias.

· Note preferred requirements.  Sort remaining candidates into categories:  Meets Minimum Requirements; Meets Minimum + Some Preferred; Meets Preferred Requirements.  In doing so, note special skills (computer/software, office equipment, etc.), qualifications, certifications, etc.  

· Note on separate piece of paper any pertinent questions that arise when reviewing the resume/application, and ask those during a telephone screen.  

· Ensure all questions asked are job-related and can be linked to the requirements of the position.

· Note/inquire about gaps in employment. 

· If necessary, re-screen top group again to narrow candidate group.  Strive for a maximum of 10 candidates in the final selection pool. 

· Telephone interviews should be carried out using the same exact questions for each, recording the results on the interview form, and then reviewing these to cut the applicants down to a much smaller number.

· During telephone screening, briefly describe the position, location, hours and salary range.  Ask if the candidate is interested in still being considered.  If so, ask for brief clarification on any important questions raised during your initial resume review.
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