
Responsible/Process

HR2.20E-A Interview – V2.0 DAS HRIS Project As-Is Process Model

Agency HR

Applicant

Manager

Start

Review application 
materials received from HR 
(Certificate of Eligibles List 

Applications, Resumes, 
Supplemental Questions, 

etc.)

Assess the 
applicant pool to 

determine if 
additional 

information is 
needed. 

(This may be 
necessary when 

the applicant pool 
is large)

Does additional 
information 
need to be 
requested?

Determine what 
type of information 

is needed and 
request from 
applicants

Response to 
manager providing 

requested 
information

Evaluate 
responses from 

applicants to 
determine 

interview pool 

Develop 
interview 

questions, 
select 

interview 
panel, 

determine 
location, 

dates/time of 
interviewing

Do training to 
conduct 
effective 

interviews 
with the 
interview 
panel, if 

necessary
Schedule
interview 

times 

Conduct interview

Rank applicants on 
strengths and area(s) 

of concern

Check references 
(minimum of three) 
on top applicants

No

Negotiate terms 
and conditional 

job offer

Is offered 
salary above 

recommended 
steps for new 
appointment?

Yes

Obtain 
Director 
approval 

and/or DAS 
approval if 

needed

Conduct 
background 

checks
(criminal, drug 
testing, credit, 

etc.)  

No

Yes

Pass 
background 

check?

Is another 
applicant 

acceptable?

Yes

No

Send confirmation 
of offer letter to 

applicant. Forward 
or retain interview 
documentation to 

HR 

Job
offer 

accepted?

HR2.10E-A
Recruiting

Notify 
unsuccessful 

applicants

HR2.30E-A
New Employee

Inputs
Position description
Application materials 
Evaluation criteria 
ORS 240; State Policy; Collective 
Bargaining Agreement; Oregon 
Administrative Rules

Outputs
Interview questions, criteria assessment forms and/or interview notes
Interview schedule
Reference release and reference check forms
Copies of letters or log of the calls/in-person to non-selected candidates
Original overall process documentation matrix or notes
Completed Recruitment Process Documentation Form 
Offer Letter/Confirmation Offer
Criminal Background Check Request Form

Customers
Job Applicants
Managers/Director
Agency HR
DAS
Employees

Systems/Interfaces
Applicant/Certification System 
(APPL/CERT)
Law Enforcement Data Base 
(LEDS)
Position Personnel Data Base 
(PPDB)

Reports
Certificate of Eligibles
Monthly, Annual APPL/CERT 
System Reports

Identify top 
applicant

Receive offer letter

No No

Some background checks 
may be required prior to the 

interview process

Has preliminary
interview planning been 

done (interview questions 
created, interview panel 

selected, location, dates and 
time determined)?

Yes

No

Yes

Contact successful 
applicant that job 
offer is confirmed. 

This could be a 
telephone 

conversion or one-
on-one with 
applicant)

Yes

Complete 
Personnel Action 

Request and 
forward to HR 

End
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