


Interview Project Plan Checklist
From job description to hire, this checklist is intended to guide users through the hiring process. Feel free to edit and add your own items to check off during the interview process. 

Posting and Announcing
☐	Finalize the job description
☐	Post role – Inform staff role is posted, share to municipal social media pages, post with the League, etc.
Screening Candidates
☐	Screen Resumes for basic qualifications
☐	Craft phone interview questions
☐	Phone Interview Candidates who meet basic qualifications
☐	Decide on candidates for in-person interviews
Pre Interview
☐	Map out key skills to assess in interviews
☐	Determine rating system for assessing candidates
☐	Assemble interview team – Clarify roles, assign questions or skills to assess
☐	Prepare the space – Clean, quiet, and shows best side of your municipality
☐	Draft an inclusive invitation – Time commitment, people they will meet, directions for how to enter your building with a disability, if serving food, options for food sensitivities, and time for break if full day
☐	Inform other staff interview is taking place
Interview Cycle
☐	Conduct Interview
☐	Hold debrief meeting with team 
☐	Follow up with candidate(s)
☐	Conduct Second Interview (if necessary)
☐	Hold second team debrief (if necessary)
Offer Phase
☐	Extend contingent offer
☐	Qualification Testing / Health Screening (if necessary, depending on the position, testing and/or screening may be done earlier in the interview process) 
☐	Initiate background screening
☐	Confirm all pre-hire paperwork complete
☐	Disposition any other active candidates
☐	Send Day 1 Welcome Plan


Questions? Contact Elizabeth (Kazda) Yanke, ekazda@lwm-info.org or visit https://lwm-info.org/1561/Human-Resources-Matter
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