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Guiding Talented People to Libraries’ Opportunities 
 
From candidate to hiring manager, the experience you have with Libraries’ human resources team and the relationship we 
build with you is our top priority. Each hiring process is a bit unique, but we are here to guide you on the journey. Here are 
the services, goals, and experiences we expect to provide at each step along the way. 
 
PLANNING to fill a vacancy 

Services Provided Goals Expected Experience 

When a hiring manager is ready to fill 
an approved vacancy, we collaborate 
on position development, classification 
and compensation assessment, and 
guide the Workday process.  
 
Intake meetings are held to ask the 
right questions about opportunities for 
sourcing talent, fill in details about the 
role, and plot a recruitment plan with 
special attention to attracting a diverse 
applicant pool. 
 
Training of interview team members 
on implicit bias and recruitment best 
practices. 
 

Thoughtful review of the organization’s 
structure and internal opportunities  
 
Well-written, attractive, descriptive, 
posting 
 
Confirmation of the position’s approval 
within the staffing plan 
 
Effective recruitment plan to mine for 
diverse, qualified, talented people 
 
Efficient interview plan to expedite a 
fair, equitable, inclusive selection 
process 
 

A fluid, efficient process for hiring 
managers with only valuable, 
manageable investments of time on a 
search 
 
Confidence in our expertise in building 
attractive postings and creative 
sourcing plans   
 
Coaching along the way to navigate 
approval processes and systems 
 
Postings must be up for minimum of 7 
days per university policy 

 
SOURCING and screening applicants 

Services Provided Goals Expected Experience 

We consult with hiring manager and 
other experts in the field to proactively 
source in a variety of ways to create 
robust, diverse applicant pools. 
 

Capitalize on strong employer identity 
that we have built and continue to 
build over time 
 
Comprehensive marketing of positions 
and incorporation of diverse audience 
targeting 
 
Fiscally responsible advertising 
 
Active networking and pipeline building 
utilizing all faculty and staff 
 
Sorted applications for easy manager 
review 
 
Real-time status communication with 
applicants 
 

An exciting, qualified, diverse applicant 
pool for each vacancy 
 
Trusted review of applications to 
decrease the volume of work pushed 
to hiring managers 
 
Applicants receive prompt 
communication about their status 
 
 

 
 
 
INTERVIEWING and evaluating candidates 

Services Provided Goals Expected Experience 

Development of thoughtful interview 
questions and providing them to 

Fair, equitable selection process at 
pace 
 

High-caliber, prepared candidates in 
interviews with skilled, trained 
interviewers 
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candidates during the scheduling 
process. 
 
Screening interviews to ensure 
candidates moving forward to hiring 
manager meet the minimum 
requirements, understand the salary 
range, and are qualified at a basic 
level to do the job. 
 
Selection tools/assistance to ensure 
professional, organized, legal, 
confidential, inclusive interviews with 
candidates. 
 
Benefits, culture, and organization 
structure review with final candidates. 
 

Interviews that feel welcoming to 
candidates and offer a consistent, 
positive experience 
 
Selection of talented people for the 
right roles   
 
Building a bench of talented people to 
consider for future opportunities 
 
Hiring manager participation at most 
impactful moments in the selection 
process 
 
 

 
Proactive communication regarding 
what to expect during the interview 
process 
 
Organized, thoughtful discussions 
regarding the candidate and the role 
 
Full and mutual understanding of how 
the final candidate will thrive and grow 
in the role 
 
Anticipated timeline that moves 
conversations forward 

 
 
REFERENCE CHECKING and OFFERING 

Services Provided Goals Expected Experience 

Reference check guidance.  
 
Generation of salary offer and 
extending verbal offer. 
 
Generation of written offer letter in 
Workday. 
 

Informative reference checks from at 
least one former supervisor, if 
applicable for the search 
 
Fair and equitable salary offer 
 
Seamless communication to candidate 
regarding offer and hiring process 
 

References completed prior to verbal 
offer, if applicable 
 
Seamless turnaround from selection 
decision to verbal and written offer 
acceptances 

 
 
BACKGROUND CHECKING 

Services Provided Goals Expected Experience 

Submission of background check 
request and communication as it 
progresses. 
 

Immediate submission of background 
check upon signing of offer letter 
 
Immediate notification upon 
completion 
 

Seamless, behind the scenes  
 
Typically, 2-weeks 

 
 
PRE-BOARDING 

Services Provided Goals Expected Experience 

Communication regarding new hire 
onboarding preparation. 
 
Provide tools to begin onboarding 
preparation and partner to ensure a 
seamless onboarding experience. 

Tools at hiring manager’s fingertips to 
create onboarding plan  
 
Useful communication regarding 
orientation and onboarding for new 
hire 
 

Welcoming, informative transition from 
candidate to new hire 
 
Typically, 2-4weeks 

 


