
Memorandum 

Date: October 16, 2024 

To: Thomas B. Modica, City Manager 

From: Joe Ambrosini, Director of Human Resources 

For: Mayor and Members of the City Council 

Subject: Implementation of Hiring Guide 

In an ongoing effort to enhance the efficiency and effectiveness of the City's recruitment 
processes, the Human Resources Department has developed a new Comprehensive 
Hiring Guide. This guide is designed to provide a structured framework for all aspects of 
hiring and recruitment, ensuring that our processes are both standardized and adaptable 
to meet the evolving needs of the City, and is currently being implemented by 
departments. 

Purpose of the Hiring Guide 

The primary goal of the Hiring Guide is to enhance recruitment and selection processes 
by offering clear, practical guidance for each step of the hiring journey. This guide has 
been designed to standardize and streamline practices across all departments, ensuring 
a more efficient and effective hiring procedure. By establishing consistent practices, 
improving interview quality, and promoting fairness and inclusivity, the guide aims to 
support better hiring decisions and contribute to the overall success of the City’s 
recruitment efforts.  

It addresses several key areas, each with associated benefits, such as: 

• Standardization of Practices: By creating a uniform approach to recruitment and
hiring, the guide ensures fairness and transparency, reducing variability in how
different departments manage hiring. This consistency not only fosters trust in the
recruitment process but also helps candidates feel valued and respected, knowing
they are evaluated by the same criteria across the board.

• Enhancing Efficiency: The guide provides detailed instructions and practical
tools designed to streamline the recruitment process. This not only helps reduce
time-to-fill for vacancies but also allows departments to make better use of their
resources. By minimizing delays, we can more quickly respond to staffing needs
and ensure that our teams are adequately supported.

• Improving Interview Quality: It includes best practices for structuring and
conducting interviews, with a focus on methods for evaluating candidates’
qualifications and fit for the role. Enhanced interview techniques empower hiring
managers to make more informed decisions, ultimately resulting in better matches
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between candidates and positions, which contributes to long-term employee 
satisfaction and retention. 

• Promoting Fairness and Inclusivity: A significant feature of the guide is its
emphasis on mitigating unconscious bias. It incorporates a narrated training
module on "Bias in Recruitment and Selection," available through the NEOGOV
LEARN platform. This training aims to create a more inclusive hiring process,
fostering diversity within the workforce and ensuring that all candidates have an
equal opportunity to succeed.

Scope and Applicability 

The Hiring Guide is crafted to support everyone engaged in the recruitment and hiring 
process, serving as a comprehensive resource that enhances and standardizes the 
approach to talent acquisition. Its purpose is to streamline and improve recruitment efforts 
across the organization by offering a clear and practical framework. This guide provides 
detailed procedures and best practices designed to ensure a consistent and fair hiring 
process. It aims to improve efficiency, reduce variability in recruitment practices, and 
enhance the overall quality of hiring decisions. Additionally, the guide addresses key 
aspects such as mitigating unconscious bias, fostering a more inclusive recruitment 
environment, and ensuring that all recruitment activities are conducted transparently and 
professionally. By implementing the guide, we aim to create a more organized and 
effective hiring process that aligns with organizational goals and supports the acquisition 
of top talent. 

The Hiring Guide is now available as a resource and has been shared with City 
departments. If you have any questions, please contact Fred Verdugo, Deputy Human 
Resources Director, at (562) 570-5045. 

ATTACHMENT 

CC: DAWN MCINTOSH, CITY ATTORNEY 
DOUGLAS P. HAUBERT, CITY PROSECUTOR 
LAURA L. DOUD, CITY AUDITOR 
APRIL WALKER, ASSISTANT CITY MANAGER 
TERESA CHANDLER, DEPUTY CITY MANAGER 
MEREDITH REYNOLDS, DEPUTY CITY MANAGER 
GRACE YOON, DEPUTY CITY MANAGER 
TYLER BONANNO-CURLEY, DEPUTY CITY MANAGER 
KEVIN LEE, CHIEF PUBLIC AFFAIRS OFFICER 
MONIQUE DE LA GARZA, CITY CLERK  
DEPARTMENT HEADS 



THIS GUIDE WILL CONTINUE TO EVOLVE AS PROCESSES CHANGE AND PROGRESS OVERTIME TO BEST 

ALIGN WITH ORGANIZATIONAL NEEDS. SHOULD YOU HAVE ANY QUESTIONS PLEASE REACH OUT TO 

THE HR TALENT ACQUISITION TEAM AT HR-TALENTACQUISITION@LONGBEACH.GOV.   
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Overview: Interview and Hiring Checklist 
 
This checklist is designed to guide you through the interviewing and hiring process.  If you 
have questions, please contact your assigned Talent Acquisition (TA) Specialist in the Human 
Resources Department.  
 
1. Obtain authorization to fill the vacant position.   

2. Prepare and submit requisition in NEOGOV for approval.     

3. Meet with Hiring Manager/s to review the hiring process and requirements.  

4. Hiring Manager to watch video on Implicit Bias in NEOGOV LEARN 
Bias in Recruitment and Selection: Identifying and Mitigating Unconscious Bias 
*Training is in the catalogue under Human Resources 
 

 

5. Select candidates to interview based on job-related criteria.  

6. Select diverse interview panel members. Consider using a supervisor, staff from other 
departments, HR staff, and/or fellow professionals from outside the organization. 
Diversity should include expertise, demographics, and experience. 
 

 

7. Panelists to watch video on Implicit Bias  
Bias in Recruitment and Selection: Identifying and Mitigating Unconscious Bias 
*Training is in the catalogue under Human Resources 
 

 

8. Utilize interview question templates which cover specific skills/knowledge, work 
experience, and customer service/interpersonal skills. Most questions should focus on 
situational and behavioral related questions. Please note all interview questions, 
exercises, etc. must be reviewed and approved by your assigned TA Specialist in 
the HR Department prior to interviews. 

 

9. Send confirmation email and instructions to the interview panel members after 
confirming their interest in participating.  Include the date, time, location, parking details, 
and directions. If the interview will be conducted virtually, provide panel members with 
the electronic meeting information and any necessary passcodes. 

 

10. Contact the candidates.  Schedule the candidates for an interview. Candidates should 

be contacted at least five (5) business days before the interview date and provide the 

candidate with the necessary information related to the interview process. Give 

directions to the interview location and a telephone number to call in case they need to 

cancel. Inform candidates that reasonable accommodation for the interview process will 

be provided upon request. If interviews will be held virtually, provide candidates with the 

electronic meeting information along with any passcodes. Additionally, send “Not 

Selected” notifications to those who were referred but were not selected for an interview. 

Please note that all interview scheduling and formal communication with 

candidates should be managed/tracked in NEOGOV. 

 

https://unified.neogov.com/training/learner/catalog/course/customized/01cd40bb6e607f8b99680cdfaae2de4f/details
https://unified.neogov.com/training/learner/catalog/course/customized/01cd40bb6e607f8b99680cdfaae2de4f/details
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11. Conduct first interviews.  The Chairperson is responsible for monitoring the panel and 
ensuring the integrity of the process (e.g., intervening if anything inappropriate occurs 
such as asking illegal questions, conflict of interests, etc.).  The panel recommends the 
most qualified candidates for further consideration. 

 
 

 

12. Notify candidates.  Invite the most qualified candidates for a second interview (if 
applicable).  If candidates are not among the finalists, send “not selected” email 
notifications to proceed with second interviews. 

 

13. Conduct second interviews (if applicable).  It is recommended that the panel consist of 
the hiring supervisor and one or more supervisors in the chain of command.  Ask follow-
up questions from the first interview, clarify any area that may be unclear, and probe more 
deeply into a candidate’s background and experience to determine the best fit. Please 
note all interview questions, exercises, etc. must be reviewed and approved by your 
assigned TA Specialist in the HR Department prior to interviews. 

 

14. Review reference checking questions and verify the top candidates’ references.  If 
candidates are City employees, review personnel files. Candidates must sign and submit 
the City of Long Beach waiver (See Appendix L) before reference checks are conducted. 
Current supervisors may be contacted after conditional job offer is issued. 

 

15. Review the hire recommendation with hiring managers.  

16. If approved, make a conditional employment offer to the candidate.  Advise the 
candidate that employment will be contingent upon successful completion of a 
background process.   
Non-Management hire: Discuss salary requirements; if candidate requires salary 
above minimum, discuss with your hiring manager and submit a Request for Exception 
to City Step Placement.   
Management hire: Prior approval is required from the Director of Human Resources for 
new positions and deviations from established salary ranges. The salary range 
advertised for the position shall be in accordance with the Management Pay Plan. 
Please reference Administrative Regulation 8-9 for more information. 

     This is the time to explore such issues as the need for reasonable accommodation or to 
conduct a more extensive background check if warranted.  For driving positions, after 
an offer is made, the Department Personnel Office should review the DMV K4 driving 
record.  

      In accordance with Personnel Policy & Procedure 1.13, the conditional job offer can be 
withdrawn if the candidate’s physical or mental condition makes the person unqualified 
for the job, they do not pass the background check, or for any other untruthful information 
that is revealed, such as nondisclosure or falsification of information. 

 

17. Send “Thank You” correspondence to interview panel members.  

18. All interview material, including application material, eligible lists and notes 
should be kept with the Department Personnel Office. Documents should be 
retained for 3 years. 
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Identifying Job Criteria and Evaluating a Need 
 
Recruitments provide opportunities for Departments to align skill sets to initiatives and goals. 
Assess past and current recruiting strategies for similar positions. Identify the type of 
recruitment (open, promotional/transfer) by assessing the potential candidate pool against the 
needs of the Department.  
 

Open recruitments are open to the public.  
 
Promotional recruitments are only open to current City employees and typically used 
for grade level upgrade opportunities. 
 
Promotional/Transfer recruitments are only open to current City employees and may 
even be limited to one Department.  
 
Transfers are only open to current City employees with the intent that they will keep 
the same classification upon transferring.  

 
It is important to also establish criteria to help select the top candidates for your vacancy.  
  
The Critical Skills Worksheet in this guide can assist you in making these determinations. 
 

• Establish the essential purpose of the position. Summarize in one or two sentences the 
purpose of the position without listing specific job duties. 

Example for a Secretary position: The purpose of this position is to provide 
administrative and clerical support to the Bureau Manager and division staff. 

• List all the regular job duties that are assigned to the position. There are a variety of ways 
to identify/research the duties of a position.  

These methods include: 

o Consult the class specification on the intranet. 
o Talk with an employee currently performing the job duties. 
o Obtain a copy of the most recent job announcement from Civil Service, HR 

Liaison, or NEOGOV.   

Example for Secretary position - Maintaining a Bureau Manager’s calendar; supervising 
two support staff; planning and scheduling monthly bureau meetings, conferences, and 
workshops; answering telephone inquiries on a multi-line phone system; compiling 
information used in preparation of reports, such as monthly performance statistics; 
tracking inventory and ordering office supplies; providing clerical support to other divisions 
as needed; preparing typed documents and correspondence.  

• Identify which duties are critical to the job, which duties are important and which duties are 
marginal.  
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Critical duties are the core duties of the position. These job duties must be performed 
by someone else when the employee is absent for any amount of time. 

Important duties are directly in support of the position’s purpose and require someone 
else to perform the duties if there is an extended absence. 

Marginal duties are those duties not critical to the position. It would not disrupt regular 
business practice if these duties were not completed on a regular basis. 

• Identify the skills, experience, and education required to perform the critical and 
important duties of the position. 

Example for Secretary position - Experience operating a multi-line phone, controlling 
workflow using calendar software, utilizing Microsoft Office Suite software including Word, 
Excel, and Outlook; knowledge of the City purchasing process and best office practices; 
experience providing customer service over the phone and working cooperatively with 
employees at all levels of an organization as well as external stakeholders; knowledge of 
grammar and spelling, and business correspondence formatting. 

• Review the critical and important duties to determine which skills are required of the 
candidate when entering the job and which skills are trainable. 

Consider the following factors when making this determination: 

o Is the skill measured upon entry? 
o What training resources are available? 
o How long would it take to learn the skill?  Is it attainable during the probationary 

period?   

What is the frequency and volume of work in a specific skill area? 
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Sample of a Completed Critical Skills Worksheet 

Secretary Example 

Duties Importance Skills 
Required or 

Trainable? 

 
Maintaining a Bureau 
Manager’s calendar. 

 
 

Critical 

Experience using calendar software, 
preferably Microsoft Outlook. 

Required.  This is a duty 
they will be expected to 
start from the first day of 
employment and is an 
essential part of the job.   

 
 
Supervising two support 
staff. 

 
 

Critical 

Experience conducting performance 
reviews, controlling workflow, 
administering discipline, and training 
employees. 

Required. Support staff 
provide customer 
service in a front 
counter.  Supervisory 
skills are essential to the 
efficiency of the group.    

 
Planning and scheduling 
monthly bureau meetings, 
conferences, and 
workshops. 
 
 

 
 

Important  Knowledge of the Bureau’s 
operations. Knowledge of the Bureau 
and City’s organizational structure. 

Trainable.  Incumbent 
can learn organization 
structure and operations 
once on the job.    

 
Compiling information 
used in preparation of 
reports, such as monthly 
performance statistics. 

 
 

Important 

Experience using word processing 
software to prepare reports.  
Experience utilizing Excel. 

Required. Reports are 
prepared monthly. 
Candidate must be able 
to use software when 
they enter the position. 

 
Answering telephone 
inquiries on a multi-line 
phone system. 

 
Critical 

Experience providing customer 
service over the phone. 

Trainable. Can learn 
phone system and serve 
standards in a couple of 
days. 

 
Tracking inventory and 
ordering office supplies 

 
Marginal 

Knowledge of the City’s purchasing 
process and best office practices. 

Trainable.  Can learn 
the City’s process on the 
job.   

 
Providing clerical support 
to other Bureaus as 
needed. 

 
Marginal 

Ability to work cooperatively with 
others. 

Required. Must be able 
to work with others 
when they enter the 
position. 

 
 
Preparing typed 
documents and 
correspondence. 

 
 
 

Critical 

Experience with word processing 
software, knowledge of grammar and 
business correspondence formatting. 

Required. Word-
processing work 
accounts for 65% of the 
job. Candidate must be 
able to use software 
when they enter the 
position. 
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Developing a Recruitment Timeline 

 
Departments and HR will collaborate to develop and finalize a recruitment timeline before the 
job bulletin is posted, incorporating a 90-day business goal. The recruitment timeline should 
include:  
 

• Setting critical dates such as the opening and closing date, interview dates, discussion 

date for the interview panel regarding the candidate pool, job offer date, etc. 

• Departments should design flexible timelines to accommodate potential changes in 

interview dates or other key dates.  

• Once all critical dates are established, ensure the availability of all members of the 

Interview Panel AND those involved in the decision-making process. 

 

Reference Appendix R for a Recruitment Timeline visual. 
 
In collaboration with the Department, the TA Specialist will create a recruitment timeline for 
each department that will be a baseline for the recruitment process. The recruitment timeline 
will outline the entire recruitment lifecycle, including key dates for:  

• Recruitment intake 

• Job bulletin development 

• Filing deadlines 

• When to submit/ return interview questions 

• Minimum requirement screening 

• Department review 

• Interview dates 

Reference Appendix R for a Recruitment Timeline visual. 
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Posting the Job 
 
All unclassified recruitments will be launched through NEOGOV by the Human Resources 
Department (www.NEOGOV.com), where applications will be accepted and managed online. 
NEOGOV assists in creating paperless recruitment files. While departments have the option 
to create departmental flyers for marketing purposes, these flyers will not replace the 
NEOGOV posting. Upon receiving departmental information, the assigned TA Specialist will 
create and post the job. 
 

Management recruitments are required to remain open for a minimum of 30 calendar days. 

Typically, non-management recruitments should be open for a minimum of 14 calendar days, 

unless there are unusual circumstances that support a shorter filing period. Any deviation from 

the standard filing period must be approved by the Human Resources department prior to 

posting. Some positions may need to be open continuously depending on recruitment 

difficulties. It is recommended that positions are kept open until 11:59 pm on the closing day 

to allow flexibility for applicants. 

TA will ensure that job bulletins use neutral language, as wording can have significant 
implications on the types of candidates that respond. Language that may, even advertently, 
indicate a preference on gender, age, national origin, or any other characteristic protected 
under state and federal law will be avoided. 
 

• TA will notify the department if there is a need for an extension. If an insufficient number 
of applications is received during the filing period, the department may opt to extend 
the application deadline or keep the filing period open until enough applications are 
received. 
 

o If the deadline is extended, applicants will be notified by the assigned TA 
Specialist.  

o TA and the Department should maintain open and regular communication with 
applicants throughout the recruitment process (please refer to Appendix Q for 
Sample Recruitment Notification Timeline). 
 

• In alignment with best practices, the advertisement should include key dates, such as 
the application period, the closing date, and the scheduled interview dates. By 
signaling these early in the recruitment process, candidates have a clear 
understanding of the timelines and can check their availability and advise you of any 
problems when/if they make it to the interview round. This will also ensure the 
recruitment process is as seamless as possible, and the Department is able to fill 
positions in a timely manner. 

 
Departments requesting to post their own Unclassified jobs should consult their assigned 
Talent Acquisition Specialist. 

http://www.neogov.com/
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Hiring Events 

Hiring events can be an effective way to screen larger pools of applicants and fill several 
related vacancies, often for multiple departments, relatively quickly and efficiently.  These 
events typically share one or more of the following elements: 

• Collaboration among HR, Civil Service, Department Personnel/Admin Office, and 
several hiring managers to recruit, interview, and fill vacancies in a compressed 
timeline. 

• Inclusive screening and quicker pacing of interviews.  In general, you end up 
interviewing many more candidates than a traditional panel, with a shorter amount of 
time with each candidate.  Typically, no matrix or only minimal screening is required. 

• Due to the nature of the event, it is recommended that job-related questions be asked 
during the initial review process and be limited in nature. 

• Due to the increased pace and volume of the event, the use of a numerical or anchor-
based evaluation sheet for each candidate (e.g., rating scale of 1-5, or 
poor/fair/average/excellent) is advisable.  This system will also assist with analyzing 
and combining panel feedback into an integrated hiring list. 

• Collaborative panels, involving panel members who are knowledgeable and 
conversant in several job levels across multiple departments (or divisions).  The panels 
are hiring for the broader job categories or levels, and not necessarily for their specific 
department or vacancy. 

• “Cross-walking” of candidates, where candidates may be referred from one panel to 
several hiring managers and/or departments for further consideration and potential 
follow-up interviews.  

 

Given the considerable planning and coordination involved, it’s essential to inform your 
assigned TA Specialist promptly if a department wishes to explore this option.  
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Candidate Screening Matrix 
 

The Candidate Criteria Matrix is a commonly used tool to evaluate candidates based on skills 

identified as “required” on the Critical Skills Worksheet. TA will review the resumes and 

applications to identify which candidates have all the “required” skills.  See sample Candidate 

Screening Matrix (Appendix A). 

TA will then provide candidate profiles to the department. If, after narrowing the pool of 

candidates to those who have the required skills, there are still too many candidates to 

interview, review the list of trainable skills and prioritize the skills you would prefer the 

candidate have when entering the position.  After reviewing your required and trainable skills 

criteria you should identify a short list of candidates for each vacancy. 

Additional considerations include: 
 

• Note that the matrix is just one tool to narrow down your pool of candidates.  You may 
use several methods to assess candidate qualifications, such as, skills checklists 
(“selective certification” lists), hiring events, supplemental questions, which usually 
leading to a short list of candidates to interview.  If your pool of candidates is typically 
very large, or you feel you are missing critical skills or abilities using a matrix only, 
discuss some of these other screening strategies with your assigned TA Specialist.  
Regardless of which method or combination of tools you use, it is important to work 
with TA and keep documentation of how the tools were used to determine which 
candidates moved forward in the process or not. 

• If developing a screening matrix, the best practice is to use an Excel spreadsheet.  This 
allows for easy sorting and comparison of candidate qualifications.   

• Avoid using the resume or application to evaluate intangible skills such as motivation, 
follow-through, or personality. 

• When reviewing resumes, focus on content and writing skills (for some positions) rather 
than aesthetics. 

• Don’t let the personal preferences and experiences with candidates interfere with a fair 
selection process.  Interview those candidates who most closely match your job-related 
selection criteria. 

• The City of Long Beach is committed to supporting and maintaining a workforce that 
mirrors the working community. It is important for the hiring supervisor to ensure that 
screening criteria be based on job related needs to avoid unfairly excluding applicants 
or having a disparate impact on a pool of applicants. Work with your Department’s 
assigned TA Specialist to ensure that your screening criteria is job related. 
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Evaluating EEO Data 

Use of Diversity Statistics in Recruitment Efforts 

To ensure that our recruitment practices are equitable and inclusive, the City rigorously 
evaluates Equal Employment Opportunity (EEO) data. This process is essential for fostering 
a diverse workforce and addressing any potential barriers to equal employment. 

Management Recruitments: 

In line with Administrative Regulation 8-9, Section VI C, regarding Management Recruitment 
and Selection Procedures, the Talent Acquisition (TA) Specialist is responsible for submitting 
an EEO Review form to the EEO Officer for each management recruitment.  
 
This form is a critical component of our recruitment process and will include: 
 

• Departmental Details: Information about the department conducting the recruitment. 
 

• Recruitment Timeline: Key dates and stages of the recruitment process. 
 

• Applicant Pool: Information on the number and demographics of applications 
received and applicants who meet minimum qualifications (MQ). 

 
• Outreach Efforts: A summary of outreach activities aimed at attracting a diverse 

candidate pool, comparative statistics to identify any disparities, and targeted initiative 
and engagement strategies.   

 
The EEO Officer will review this information and provide feedback to ensure that our 
recruitment efforts are comprehensive and effective. This review occurs before candidate 
profiles are sent to hiring departments, ensuring that diverse and inclusive practices are 
integrated into our process. 
 
If the review suggests that additional recruitment efforts are needed to enhance diversity, the 
TA Specialist will work with the Talent Acquisition Officer to implement further strategies and 
will notify the department of any potential delays. 

This process is integral to maintaining our commitment to equal employment opportunities 
and ensuring that our recruitment practices are both fair and inclusive. 
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Create Interview Schedule 
 
Once candidates have been selected to participate in the interview process, it is time to invite 
and schedule the candidates to interview. When you receive the recruitment timeline from the 
TA Specialist, begin to create an interview schedule with dates, times, location, and panelists. 
Where you conduct an interview can directly affect how a candidate is going to feel and 
behave during the recruitment process. Therefore, considering where the interview takes 
place is important. 
 
Consider the Following: 
 

• The interview length may vary depending on the type of position and the number of 
questions asked.   

 
• Schedule enough time for the interview to allow candidates to respond thoroughly and 

ask questions if they have them. 
 

• Include a short buffer period between interviews in your schedule if an interview goes 
over the allotted time or allow panel members to complete their notes. Back-to-back 
interviews without a buffer period may add unnecessary stress to you, the panel, and 
the candidates.  

 
• Build time into the schedule for short breaks and lunch.   
 
• Select a quiet, enclosed meeting room that is easily accessible and private, such as a 

conference room. People constantly coming in or walking by can be very distracting 
during an interview. 

 
• The interview location and room set-up should provide a comfortable setting for the 

candidates. 
 

• A staff member should be available to greet and direct candidates. 
 

• Keep in mind that reasonable accommodation may be necessary. 
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Select the Interview Panel 
 

Select three to five members to serve on the interview panel. The panel should be gender and 
ethnically diverse, and reflective of our community. Panel members should be individuals of 
the same level/classification or higher. 

 
Interview Panel Guidelines: 
 

• Panel members typically are at a higher level than the position being filled. If that is 
not possible, a panel member at the equivalent level is acceptable for hiring technical 
or specialized positions.  Discuss these situations with your TA Specialist. 

 
• If you plan to hold two rounds of interviews for a position, the hiring supervisor does 

not need to participate on both. The hiring supervisor may sit on either the first or 
second panel.  There are several reasons for this guidance.  For example, from a 
practical standpoint, it is a large time investment for the hiring supervisor to sit on both 
panels.  Also, it is helpful to include different stakeholders between the first and second 
panels to ensure diverse opinions are represented.   

 
• A panel member may be from another City department or division who is 

knowledgeable of the department and/or position. 
 

• A panel member may be an HR liaison. 
 

• A panel member may be a community member, contractor, or stakeholder who is 
knowledgeable of the position.  This may include representation from outside City 
employment.  

 
• DO NOT use observers on your selection panels as this may cause a distraction. 

 
• NOTE: It is a conflict of interest for a panel member to participate in an interview 

involving relatives.  Also, panel members should declare any close personal 
relationships to a candidate prior to the interviews.  The hiring supervisor or panel 
chair can then determine if it is appropriate for the panel member to continue to 
participate in the process. 

 
• See sample Confirmation to Interview Panel Members (Appendix C&D). 
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Role of the Chair 
 
The Chair of the internal panel is usually the hiring manager or supervisor. However, this may 
vary depending on the specific circumstances of the vacancy. The role of the chair is to ensure 
that: 

 
• Fair and equitable practices are followed throughout the interview process, including 

ensuring the interview process is fair, non-discriminatory, and conducted with integrity. 
 

• Inappropriate behavior or action during the interview is challenged and addressed. 
 

• The interview process is undertaken in accordance with city and department policies 
and procedures. 

 
• Strict confidentiality is always maintained during the selection process. 

 

• Names of candidates are reviewed with panel members to determine if a potential 
conflict of interest exists. 
 

• Review the interview questions and decide who will ask each question. Each panel 
member should ask the same questions for each interview. This should be 
communicated to the panelist prior to starting the interviews. 
 

• Ensure that the panel treats all candidates equally. 
 

• Greet candidates and facilitate introductions to the panel.  
 

• Keep the panel focused on the task of identifying the best finalists for the hiring 
authority. 
 

• Collect all material from the panel members at the end of the day.  All materials should 
be kept with the department Personnel/Administration Office.  

• Provide feedback to candidates, upon request. 
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Selection for Interview 

TA will provide candidate profiles to the department for all those who met the minimum 
requirements based on the job bulletin and provided the requested documents to the 
application packet. When these candidates have been determined then the next steps would 
be for the department to decide which candidates to move to the interview stage. In the 
instance that there is a need to narrow down the candidate pool even further, here are a few 
steps that can be taken to help narrow down the selection process.  

• Preferred Qualifications 

o In the instance that all minimum qualifications have been met, then review the 

preferred qualifications that were listed in the job bulletin. By selecting those 

who also possess the preferred qualifications, this can help narrow down the 

candidate pool.  

 

• Willo 

o This is an online platform that the city has acquired to help with the interview 

process. This is a video interviewing tool that hiring committees can utilize 

during the screening process. Question prompts will be sent to the selected 

candidates, and candidates will have the opportunity to virtually answer these 

questions in an on-demand video format.  

 

• Internal Opportunities 

o The City of Long Beach encourages the professional growth of all their 

employees. With that in mind, this is also a tool that can be utilized in the 

selection process. If internal applicants who meet the minimum qualifications 

have decided to apply and meet all the necessary requirements, then providing 

an opportunity to move on to the next step in the recruitment process can be an 

option.  

 

• EEO Data 

o Reviewing the EEO statistics of qualified applicants can also be a tool. Having 

a diverse candidate pool is a critical part in the recruitment process, so this can 

be a tool to be utilized in the selection progression.  

The critical considerations in administration of the selection process are that candidates are 
comparably notified and scheduled for participation and that the process is uniformly 
administered to and scored for all.   
 
Interviewers directly participate in the administration of the interview.  When an interview is 
used, each interviewer should complete a selection worksheet.  (See Appendix B for Sample 
Selection Interview Worksheet).  The worksheet should be tailored to the selection process.  
 
It is strongly advised that at least 3 qualified candidates are interviewed for all positions. 

Exceptions to this will need to be approved by Human Resources. 
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Develop Job-Related Questions 
 

Job-related questions specific to the position will also be required. When developing these 
interview questions, consider the following: 

 

• Essential functions/duties of the job. 
 

• For an existing position, what worked well before?  What problems were encountered? 
 

• For a new position, what do you want to achieve?  What challenges will the position face? 
 

• Needs of the work unit and department. 
 

• Reflects the City’s Core Values and Department’s Mission Statement. 
 

• When writing interview questions, ensure the following: 
 

o Departments should create and implement standardized interview questions. 

Structuring your interview process by standardizing the questions used will help you 

not only streamline the process, but also take the burden off interviewers to research 

or come up with questions. Unconscious bias can be mitigated by a structured interview 

process where questions are standardized and focused on skills and experience.  

 
o Start by creating a pool of open-ended questions and set up a document where 

questions are stored. Make your questions short, understandable and try to keep the 
wording appropriate to the level of the job. 

 
o Departments should come up with both behavioral questions (example: “Tell me about 

a time when …”) and situational questions (“What would do you if …”). Having a 
combination of these two questions will allow you to access both someone’s real-life 
work experiences and figure out their thinking process for various situations. 
 

o Interview questions must be kept confidential.  Use a secure drive to store the interview 
questions.   
 

o Your TA Specialist will support your department by reviewing and approving the 
interview questions prior to the interview. When sending interview questions to your 
TA Specialist for review, send them via e-mail and indicate “DRAFT Confidential.” 
 

o Panel members should receive copies of the interview questions on the day of the 
interview during the panel briefing. 
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Guide to Interview Questions 
 

Topic 
Acceptable (if related to the 
position) 

Unacceptable 

Race or Color • None • Candidate’s race, color of candidate’s skin, 
eyes, hair, etc., or other questions directly 
or indirectly indicating race or color. 

National Origin • Languages that the candidate reads, 
speaks, or writes fluently – only if 
position requires use of foreign 
language. 

• Candidate’s nationality, lineage, ancestry, 
national origin, descent, or parentage. 

• Date of arrival in U.S. or port of entry; how 
long a resident. 

• Language commonly used by candidate. 
• Nationality of candidate’s parents or 

spouse; maiden name of candidate’s wife or 
mother. 

• How a candidate acquired the ability to 
read, write, or speak a foreign language. 

• Requirement of candidate’s photograph. 

Relatives •   Names of candidate’s relatives already 
employed by the City (see AR 32-1 
Appointment of Immediate Family 
Members Employed by City 
Contractors) 

•  Name and address of parent or 
guardian if candidate is a minor. 

• Name or address of any relative of adult 
candidate. 

• Spouse’s work. 

Notification in 
Case of 
Emergency 

• Name and address of person to be 
notified in case of accident or 
emergency (after selection). 

• Name and address of relative to be notified 
in case of accident or emergency. 

 
Topic 

 
Acceptable (if related to the 
position) 

 
Unacceptable 

Organizations • Job or profession-related 
organizations, clubs, professional 
societies, or other associations of 
which candidate is a member, 
excluding any names which indicate 
the race, religion, color, sex, sexual 
orientation national origin or ancestry 
of its members. 

• The names of organizations that would 
indicate the race, religion, color, sex, sexual 
orientation, national origin, or ancestry of 
membership. 

   
Religion • None • Candidate’s religious denomination or 

affiliation, church, parish, pastor, or 
religious holidays observed. 

Workdays and 
Shifts 

• Statement by employer of regular 
days, hours, or shifts to be worked.  

• Questions related to work schedule 
requirements as mentioned on job 
bulletin (i.e., Do you have any 
concerns meeting this requirement?) 

• Availability question that is not part of job 
requirement. 
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Sex • None • Any inquiry that would indicate that being a 
person of a specific sex is a requirement for 
the job or a factor in determining whether 
the person will be satisfied in a specific job. 

• Inquiries related to pregnancy; inquiries 
indicating women in general may be less 
physically able to perform manual aspects. 

• Any question regarding the candidate’s 
sexual orientation. 

Name • “Have you ever worked anywhere 
under a different name?”  (For purpose 
of conducting a reference check). 

 

• Former name of candidate whose name has 
been changed by court order or otherwise, 
maiden name, prior married name. 

• Any inquiry that would indicate a person’s 
lineage, ancestry, national origin, or 
descent. 

Martial and 
Family Status 

• Whether candidate can meet specified 
work schedules or has activities, 
commitments, or responsibilities that 
may hinder the meeting of work 
attendance requirements. 

• Any inquiries indicating whether a candidate 
is married, single, divorced, engaged, etc.   

• Number and age of children.  
• Questions concerning pregnancy. 
• Childcare arrangements. 

Physical 
Condition 

• Questions related specifically to the 
essential functions of the position and 
a candidate’s ability to perform them. 

• Reference to candidate’s disability, unless 
raised by the candidate. 

Age • “Are you over 18 years of age?”  
• “Are you over 20 years of age?”  
(for positions with age requirements) 

• Questions which tend to identify. candidates 
over 40 years of age. 

• Requiring candidates to produce proof of 
age. 

• Date last attended high school. 

 
 
Topic 

 
 
Acceptable (if related to the 

position) 

 
 
Unacceptable 

Disabilities • “Would you be able to perform the 
functions of the job?” 

• Statement by employer that an offer of 
employment may be made contingent 
on passing a physical exam. 

• “Do you have any physical disabilities?” 
• Questions on general medical condition. 
• Inquiries as to receipt of Worker’s 

Compensation. 
• Inquiries as to the nature or severity of any 

apparent disability. 
• Any follow-up question to information 

volunteered by the candidate describing a 
disability. 

Education • Candidate’s academic, vocational, or 
professional education; schools 
attended. 

• Inquiry specifically about the nationality, 
ethnic composition, or religion of a school. 

• Requiring educational qualifications that 
may not relate to successful job 
performance. 

Drug Use None • Questions regarding the extent or nature of 
any illegal drug use, or whether the 
candidate has been addicted to an illegal 
drug. 



HIRING GUIDE 

20 
 

• Questions about the frequency or quantity 
of alcohol consumption, or whether the 
candidate is an alcoholic. 

Experience • Candidate’s work experience. 
• Candidate’s military experience in 

armed forces of the U.S., in state militia 
(U.S.), or in a branch of the U.S. armed 
forces. 

• Candidate’s general military experience, 
which would indicate candidate’s national 
origin or ancestry. 

Credit Rating, 
Garnishment 
Records, and 
Assets 

• If position requires bonding, these 
issues may be addressed after the 
preliminary hiring decision has been 
made. 

• Any questions concerning credit ratings, 
charge accounts, personal holding, home 
ownership. 

• Questions regarding wage garnishments. 

Conviction and 
Arrest 

• Candidate should provide the hiring 
manager a conviction disclosure forms 
the time of final interview; otherwise, 
normally convictions should not be 
discussed in an interview setting. 

• Any inquiry relating to arrests. 

Transportation • Statement by employer of worksite 
location, hours, etc. 

• “Are the hours/location cited 
acceptable?” 

• “Do you own a car?” (Unless the position 
required the use of a personal vehicle). 

 

Photograph • Statement that photograph may be 
required after employment. 

• Requirement that candidate affix a 
photograph to the application form or 
provide one prior to interview. 

References • “How did you find out about this job?” 
(For information only). 

• Names of persons willing to provide 
professional references. 

• Requirement of a religious reference. 
• “By whom were you referred?” 
• Political reference. 

Driver’s 
License 

• “Do you have, or can you obtain a 
California driver’s license before hire?” 

• Questions related to driving record. 

• Questions related to convictions prior to a 
contingent offer.   

Salary History • Does the salary listed on the job 
posting meet your expectations? 

• Questions regarding current/previous 
salary. 

Miscellaneous • Notice to candidate that any 
misstatements or omissions of material 
facts in the application may be cause 
for dismissal. 

• Any inquiry that is not job-related or 
necessary for determining a candidate’s 
eligibility for employment. 
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Types of Interview Questions That May be Asked 
 
The following provides the types of questions that may be used in an interview.  It is 
better to have more of type 1, 2, and 3. 

 
Type Example Advantage/Disadvantage 

1. Open Question: 
Requires more than a 
simple answer.  
Candidate selects 
material to be included 
in answer. 
 

• Tell us about your 
experience with your 
former employer. 

• What are your career 
goals? 

• How does this job 
relate to your goals? 

• How did that change 
affect your job? 

• What makes you a 
strong candidate for 
this position? 
 

Advantage: 
• It often brings out unexpected and 

valuable material not obtained in other 
ways. 

• It indicates how well the candidates 
can organize their thoughts. 

• It sometimes reveals attitudes and 
feelings. 

Disadvantage: 
• The answer is sometimes trivial and 

sketchy. 

• Answers are sometimes rambling.  
• Some candidates go into too much 

detail. 
• Answers are time-consuming. 

2.  Situational or 
“Hypothetical” 
Question: Usually 
involves a critical 
situation or incident 
developed through job 
analysis.  Often begins 
with “What do you think 
you would do if …” 

• If you were a clerk at 
the front counter and a 
community member 
began to yell at you, 
what would you do?  

• If you were a 
supervisor and one of 
your staff kept failing to 
call in when they were 
sick, what would you 
do? 

Advantage: 
• Requires a candidate to analyze 

situations. 
• May show the limitations of a 

candidate’s experience. 
• May show a candidate’s appreciation of 

the challenges of an occupation. 
Disadvantage: 
• Doesn’t indicate whether candidates 

would really do what they say they 
would. 

• Usually requires lots of time to answer 
fully. 

3. Behavioral or 
“Experience Related” 
Question: A variation of 
the hypothetical 
question which asks the 
same question from a 
more personal point of 
view.  

• Please describe a 
situation where you 
had to calm or subdue 
a customer who was 
upset.  What action did 
you take? 
 

Advantage: 

• Candidates may be more apt to tell you 
how they really handled similar 
situations rather than providing a 
“textbook” answer.  Experience tends 
to be indicative of future behavior. 

Disadvantage: 
• Candidate may be unable to recall a 

situation or has never had a similar 
experience to relate. 

4. Equity Question • Please describe how 
you work to create an 
environment that is 
welcoming and 

Advantage: 
• Promotes City’s commitment to 

diversity, equity, and inclusion during 
the interview process. 
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inclusive. Provide an 
example.  

• How has your 
educational or 
professional 
background prepared 
you to work with a 
diverse population? 

• Gauge applicant values and 
importance of DEI. 

Disadvantage:  

• Responses might be limited. 
• Candidate may be unable to express a 

professional or educational 
experience.  

5. Closed Question: Used 
to gain specific 
information  

• Where did you get your 
degree? 

• In what did you major? 
• Where did you receive 

your training? 

• When did you first act 
as supervisor? 

• What was your 
supervisor’s name and 
title? 

• To whom did your 
supervisor report? 

Advantage: 
• It is easy to understand.  
• Usually brings a concise answer. 
• Produces specific information.  
• Many direct questions can be asked 

and answered in a short time.  
Disadvantage:  

• Restricts the candidate’s answer to the 
question asked.  

• Sometimes it appears abrupt to the 
candidate.  
 

6. Leading Question: 
Can be answered with a 
“yes” or “no” or may 
suggest an answer.  
Used to verify 
information. 

 

• You majored in 
business? 

• You were a supervisor 
at that time? 

• This job requires the 
use of a forklift.   
You’ve used one 
before, haven’t you? 

Advantage: 
• Is particularly useful to start off an 

interview to verify statements on the 
application. 

• Quickly clears up doubtful points. 
Disadvantage: 
• May suggest the desired answer. 
• Seldom furnishes clues for further 

development of a situation. 
• Requires very little input from the 

candidate. 

7. Clarifying Question: 
Used to get more 
information about a 
statement the candidate 
makes.  

• Please tell us more 
about the training you 
just mentioned. 
 

Advantage: 
• Gives opportunity to get more details 

about an answer, 
• Helps prevent assumptions. 
Disadvantage: 
• Increases time for interview. 
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Questions to Avoid 
 

Supervisors often ask what is acceptable and what is unacceptable to ask in any pre-
employment interview.  The information desired is often “acceptable,” but some methods of 
obtaining the information may be “unacceptable.”  Some questions may be acceptable for 
some jobs but not for others.  While specific questions may or may not be acceptable in and 
of themselves, you should be aware that certain areas of questioning are often the subject of 
discrimination charges and complaints.  These areas are incorporated into several laws and 
regulations listed below. 
 
There is other information that would be unacceptable at the pre-employment stage but would 
be acceptable to request after the job offer has been made. The “Guide to Interview 
Questions” is included to assist interviewers with these issues. 
 
Do not ask questions about or initiate discussion about a disability unless the issue is 
raised by the candidate.  If a candidate with a disability raises the issue of reasonable 
accommodation, the selection panel chairperson should explain that the purpose of the 
selection interview is to evaluate each candidate’s ability to perform the functions of the 
position.  Reasonable accommodation is considered and decided as part of the final selection. 
 
All the laws and regulations listed below have a common objective – to prohibit unfair 
discrimination in employment based on race, religion, color, national origin or ancestry, sex, 
sexual orientation, age, or disability.  
 

• Title VII of the Civil Rights Acts of 1964 

• The Equal Employment Opportunity Act of 1972 

• The Rehabilitation Act of 1973 

• The Privacy Act (1974) 

• The Immigration Reform and Control Act of 1986 

• The Age Discrimination in Employment Act (1967) 

• Americans with Disabilities Act as Amended (2011) 

• Civil Rights Act of 1991 

• Pregnancy Discrimination Act of 1978 

• Uniform Guidelines and Regulations of the Equal Employment Opportunity 
Commission (EEOC), Department of Labor (DOL), Department of Justice (DOJ), and 
the Office of Personnel Management (OPM) 

• City of Long Beach Personnel Policies and Procedures 2.1 – Discrimination 
Complaints 

• City of Long Beach Personnel Policies and Procedures 2.2 – Unlawful Harassment 
Complaints  

• The Uniformed Services Employment and Reemployment Rights Act (USERRA) 
o USERRA is a law that guarantees military service members can return to their civilian jobs with 

the same benefits and without facing discrimination after their service. 

• Genetic Information Nondiscrimination Act (GINA) 
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S-T-A-R Interview Method 
 
For most behavior-based questions, follow-up questions may be based on the S-T-A-R model, 
which may be modified to better fit each specific question.  The basic model is:  
 

• What was the  Situation? 
• What was the  Task? 
• What    Actions did you take? 
• What were the  Results of your actions?   

 
The idea of the S-T-A-R model (and several of its variations) is not to have interviewers literally 
ask each question in it every time; most responses will already include much of this 
information.  The idea of it is to serve as an underlying concept of what a complete response 
would include and, thus, allow the interviewer to “help” the candidate provide complete 
information if they have not done so already.  An excellent answer will typically have included 
all such information.   
 
In behavioral interviewing, it is generally accepted that examples/anecdotes provided by the 
candidates may have occurred in any context including work, home, or in the community. At 
the same time, specifying “at work” within any question is acceptable. Finally, notwithstanding 
the extreme, deliberate emphasis on behavioral questions, that is, questions that require 
report of a specific instance of candidate behavior (action), some questions will no doubt be 
included in the Interview Question Guide that will elicit a more general response. Depending 
on the question there are several reasons for this. Some questions may refer to:  
 

• A generalization about an entire job  

• Activities that are routine (e.g., continuous, or daily)  

• A “realistic job preview”  
 

This type of question is to assess whether the candidate has an accurate understanding of 
the job. It is best used when a job includes undesirable activities of which all candidates may 
not be aware.  
 

• Questions that enable the candidate to present his or her unique qualification for the 
position.  

• Other questions to determine candidate “fit” with the position.  
 
Note that responses to each question, including a given behavior/action (example), may in 
fact reflect more than one attribute/interview factor. “Real life” is not separated into such 
distinct categories, so this may be seen as a positive, contributing to the “richness” of the 
interview. (The extent to which this occurs, of course, may vary in accordance with the “mix” 
of interview factors and questions included in any one interview.) 
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Contacting Candidates 

 
Contact the candidates at least five (5) business days before the interview date and provide 
the candidate with the necessary information related to the interview process.  Candidate 
notices should be sent, and interviews scheduled, through NEOGOV. Please note, when 
having any communication with candidates whether by phone, mail, or email, you should: 

 

• Be mindful of tone. This is an exciting opportunity for the candidate, and the tone used 
in your communications should convey that when notifying the candidate that they have 
been selected to interview. 
 

• Describe the job. 
 

• Give the date, time, parking information, and location of the interview.  
 

• Describe the interview process.  
 

• Advise the candidates of any additional job-related task exercises they will be required 
to complete and estimate the time the entire process will take.  

 

• Inform candidates about the appropriate code and any necessary tools to bring for 
skills demonstration exercises, if applicable.  

 

• Provide the candidate with a primary point of contact (name and phone number) for the 
recruitment and the day of the interview.  

 

• It is acceptable to offer candidates the ability to interview by phone or video (such as 
Zoom, Webex, Teams) if they cannot do it in person or are outside the local area. 

o Remember to be consistent – if one candidate is offered the ability to interview 
by phone or video, the other candidates should also have the same opportunity.  

 

• In the interview invitation and confirmation letter, inform the candidates that reasonable 
accommodation is available upon request.  

o If the candidate asks a question or doesn’t understand what reasonable 
accommodations are available, share examples such as large print materials, 
sign language interpreter, or facility access accommodations. Do not ask for 
information about a candidate’s disability. Include the TTY number if candidates 
are contacted by mail or e-mail.  

 

• Travel reimbursement for out-of-state candidates may be available depending upon 
approval. This option is on an as needed basis and is available in positions of all levels. 
This is at the discretion of the department leadership. 
 

• See sample Interview Invitation Letter (Appendix E) and Interview Confirmation 
Letter (Appendix F) 
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Interview Day Checklist 
 

• Make up a folder/packet/binder for each panel member and bring pens. A binder 
is recommended and will make it easier for both the facilitator and the panel member. 
Each folder/packet/binder should include: 

o Interview schedule.  
o Job posting 
o Interview Panel Instructions 
o Interview Panel Member Agreement  
o Interview question form. 
o Applicant materials (cover letter/resumes) 
o if applicable, organizational chart and possible work locations (if more than one). 

 
• Give a copy of the interview schedule to the staff member who will be facilitating 

and directing the candidates to the interview location. 
 

• Provide candidates: 
o a comfortable place to wait. 
o directions to the nearest restroom 
o a copy of the job posting 
o waiver for references  

 

• Arrange to have beverages for panel members and candidates (optional). Nerves 
can cause dry mouth, so offering a drink before the interview commences would be 
ideal, if that is an option for you. This will also help give the candidate something to 
ground them and an excuse to pause and collect their thoughts during the interview. 
 

• Introduce panel members to each other. Have each member review the Interview 
Panel Instructions (Appendix F) and sign the Interview Panel Member Agreement 
(Appendix G). 
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Interviewing Tips 
 

The interview is a department’s chance to get to know a prospective employee. An interview 
lets you get a sense of intangibles, such as a candidate’s passion, initiative, goals, cultural fit, 
attitudes, and communication skills. 
 
Being well prepared and conducting a methodical interview will help you make the most of 
this important recruitment tool. 
 
A few tips on how to conduct an effective interview: 
 

• Strive to create a consistent experience for each candidate and be friendly to all. 
 

• The panel chair or supervisor should facilitate introductions.  For example: 
o Greet candidates waiting to interview. 
o Make introductions to the panel members. 
o Make the candidates comfortable; provide water. 
o Thank the candidate for coming to the interview. 
o Briefly describe the position or verify that they received and reviewed position 

information when they arrived. 
o Inform the candidate of the amount of time the interview will last and tell them 

to be mindful of the length of each response so that they do not run out of time.  
o Answer any questions before you begin. 

 

• Turn off cell phones and electronic devices during interviews. 
 

• Practice good listening skills. Listen more, talk less. The interview should be about the 
applicant, so listen attentively. Leave time for the candidate to ask you questions. 
 

• Use the calculated pause; allow the candidate to take the time to “think”. Silence is okay 
if it does not last too long. 
 

• Do not give away the answers or steer the candidate by giving an example. 
 

• For first-round interviews, ask each candidate the same questions; repeat or restate the 
question if necessary. 
 

• During first-round interviews, follow-up questions are acceptable to clarify something 
the candidate said.  However, for first-round interviews, do not ask new questions or 
lead the candidate to an answer.  Make a note of follow-up areas you’d like to explore 
in detail in the second-round interview.  

• Take notes. It can be tough to keep candidate responses straight when conducting 
multiple interviews. Take good notes that can be easily reviewed later. 
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• Be aware of your body language and demonstrate attentiveness to the candidate. 
 

• When the interview is over, the candidate should be told what to expect next in the hiring 
process. 
 

• Your candidate assessment should happen immediately after the interview and should 

not be rushed. When we rush to score or discuss candidates, we are more likely to rely 

on our biases or “gut feeling” about a candidate. 

 
 

  



HIRING GUIDE 

29 
 

Skill Demonstration at the Interview 
 

Many hiring supervisors choose to include a skill demonstration exercise such as blueprint 
reading or a written exercise as part of the interview process.  If the exercise is valid and job-
related, it can provide hiring supervisors with valuable information about the candidate’s 
abilities.  However, suppose the exercise is poorly designed or improperly administered. In 
that case, it may not measure the required skill set and may put the City and the supervisor 
at risk of serious and costly legal liability. 
 
Additional examples of a skill demonstration exercise include, but are not limited to, typing 
speed and accuracy, demonstrating the use of a software application, tool/equipment 
identification, written quizzes, mock presentations, in-basket exercises, demonstrations of 
physical aspects of the job, timed performance/assembly drills, or proofreading exercises. 
 
To ensure that any skill demonstration exercise you use is appropriate, follow the best 
practices listed below. 
 

• Review all skill demonstration exercises with your TA Specialist before use in an 
interview process.  This review aims to verify that the exercise is both job-related and 
that it is measuring the skills it was intended to measure.  The review will also 
determine if the exercise follows applicable employment laws and policies such as 
Title VII of the Civil Rights Act, the Americans with Disabilities Act, and the Age 
Discrimination Act. 

 
• Only use a skill demonstration exercise for tangible skills needed as an essential part 

of the job.  It is not appropriate to use a skill demonstration exercise to evaluate 
intangible traits such as stress tolerance, personality, or optimism. 

 
• Use the results of the skill demonstration exercise as an advisory tool in addition to 

the interview.  DO NOT use a skill demonstration exercise as a “hurdle” that 
candidates must overcome to be considered further. 

 
• Administer a skill demonstration exercise consistently to all candidates. Give each 

candidate the same instructions (preferably in writing), the same amount of time, and 
the same location and tools (i.e., quiet room, adequate light, sharp pencils, and 
properly functioning equipment). 

 

• Notify candidates when you schedule interviews that they will be participating in a skill 
exercise at the interview.  Ask candidates if they will require an accommodation under 
the Americans with Disabilities Act.  For guidance on reasonable accommodations in 
skill demonstrations, consult with TA Specialist and the Citywide Return-to-Work 
Officer. 
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Evaluating the Candidate 
 
Each panel member evaluates the individual’s performance in the interview and makes 
necessary notes or comments. 
 
• Suppose the hiring supervisor is on the panel. In that case, they should provide their 

individual assessment of candidates last to ensure full participation and candid feedback 
from the other panel members. 
 

• Panel members should explain areas where the candidate’s performance was less than 
acceptable.  Reasons must relate to behavior that can be described.  Be explicit and to 
the point. 
 

• Evaluate in terms of responses to structured questions and the candidate’s ability to 
perform the classification's essential functions. 
 

• The panel chairperson or an independent facilitator (for example, someone from your 
Personnel/Administration Office) will have each panel member submit the candidates they 
recommend for further review or hire. 
 

• Each panel member will be asked to provide an assessment of each candidate’s strengths 
and weaknesses for follow-up.   
 

• Make efforts to document any key accomplishments or qualifications for which the 
candidate takes credit during the interview.  These should be an area of focus and 
verification after the interviews if you conduct reference checks on a candidate. 
 

• After discussion, panel members should attempt to come to an agreement on the most 
qualified candidates. The numerical ranking or ratings of candidates is not recommended.  
Do not advance all the candidates to the second interview unless all the candidates are 
recommended to proceed further based on their interview performance. The chair should 
complete the Interview Deliberation Summary Worksheet (Appendix H). 
 

• The chair should complete the Panel Members’ Recommendation (Appendix K) form. 
 

• If the panel cannot come to a consensus, documentation should be provided to the hiring 
authority detailing the panel members’ feedback on the candidates. 
 

• Do not discuss a candidate’s disability currently. Reasonable accommodation is 
considered at the time of hire and not during the interview. 
 

• The hiring authority should honor the panel recommendations and consult with the 
Personnel/Admin Office if additional candidates are recommended for interview prior to 
selection. 
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Notification to Candidates & Panel Members 
 
Once candidates have been selected for a second interview and/or a hiring recommendation 
has been made, there are several factors to consider when notifying candidates: 
 

• Be sure to call the successful candidate and secure their acceptance of the position 
before you begin contacting those who were not selected.  This will allow you flexibility 
if the candidate declines the position, requiring you to select another candidate. 

 
• Notify all candidates of the hiring recommendation promptly regardless of whether 

they were selected.  See samples Notification of Results to Candidate Not 
Selected (Appendix O). 

 

• Notify internal candidates who were not selected before announcing the hire to your 
department (In some cases, it is recommended that you notify internal candidates 
either in person or by telephone). 

 

Send a thank you letter or email to interview panel members, advising them of the 
selection process outcome.  See sample Thank You Letter (Appendix P). 
 

It is common for candidates who were not selected to request feedback.  The panel 
chairperson or Personnel/Administration staff should provide this information to 
candidates upon request.  If a candidate who was not selected asks for feedback, keep 
the following points in mind when responding: 
 

• Some candidates may be angry or disappointed about not being selected. It is critical 
to handle feedback diplomatically to avoid further hard feelings, morale issues, or 
discrimination claims. 

 
• Begin by offering the candidate feedback on what they did well. Examples include 

providing good answers to specific questions, establishing rapport with the interview 
panel, or appearing well-prepared for the interview. 

 
• Inform the candidate that the process was very competitive and that the panel 

thoroughly considered each candidate before making a final recommendation, 
considering interview performance, previous work experience, and references.  

 
• Avoid providing the candidate with a detailed breakdown of the specific skills or 

experiences they were missing or revealing which panel members gave which 
feedback. 

 
• Avoid giving feedback on subjective areas of interview “style” such as the candidate’s 

appearance or demeanor, as different panels will perceive these traits differently.  Only 
provide feedback if the behavior was detrimental to a candidate’s performance (e.g., 
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talking at a rate that was difficult for the panel to follow, giving answers that were 
incomplete or too brief, etc.) 

 

• Do not discuss work issues such as past discipline or interpersonal conflicts as part of 
the hiring decision.  If you are concerned that the employee may wish to discuss these 
issues, it is best to have the Department Administrative Officer present when giving 
feedback. 

 

• If an employee is interested in improving their interview skills, recommend that they 
visit resources found throughout the City website for guidance and tips.  

 
If you have concerns about giving feedback, be sure to contact your TA Specialist for 
guidance. 
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Conducting One Round of Interviews  
 
In certain situations, one round of interviews may be sufficient to select a top candidate, 
typically for mid-level professional positions and below.   
 
Examples of when one round may suffice include: 

• Promotional Only selection processes, in which the hiring team is familiar with or can 
easily verify the job-related skills, qualifications, and work history of candidates. 

• Selection processes with a small pool of qualified candidates (approximately five or 
fewer candidates being interviewed) and there is consensus with the panel on a top 
candidate. 

• Selection processes that, in addition to a structured panel interview, include an 
additional component that assesses skills and appropriate fit, such as: 

o A written test or skills demonstration exam (the Civil Service Department 
typically administers as part of establishing the eligible list). 

o A work sample exercise or practical component, such as a writing sample or 
mock presentation (the hiring department typically administers as part of the 
interview). 

o A realistic job preview, simulation, or interactive “tour” of a job site, such as 
dispatchers using an emergency call simulator.   

 
In these situations where one round of interviews appears appropriate, it is also expected that: 
 

• The panel is representative of the community in terms of ethnicity and gender. 
 

• The panel includes the hiring manager. 
 

• The panel includes at least one member from outside the hiring department. 
 

• The panel should focus on identifying one or more top candidates for the hiring 
supervisor to consider, concentrating on the relative strengths and areas of concern of 
those candidates.  Typically, a final decision on a top candidate is made after the hiring 
supervisor reviews the entire selection process with his manager and the 
Personnel/Admin Office. 

 
In some situations, even with approval for one round of interviews, the hiring supervisor, in 
consultation with the panel, may choose to conduct second interviews to assist in refining the 

pool of candidates.  In such cases, the hiring supervisor may participate in both panels. 
  



HIRING GUIDE 

34 
 

Conducting Second Interviews 
 
The second interview is a critical step in the hiring process that allows you to look more closely 
at your top candidates before making an offer of employment.  The more information you have 
about a candidate, the more likely you are to hire the most qualified candidate. Some benefits 
of the second interview include: 
 

• A forum to ask follow-up questions from the first interview, clarify any areas that may 
be unclear, and probe more deeply into a candidate’s background and experience.  

 
• The opportunity for more individuals to share their perspectives about the candidate. 

 

• More time to assess a candidate’s interpersonal skills and determine who will be the 
“best fit.”  There are many methods for conducting a second interview. The type of 
second interview you conduct will depend on what style you feel most comfortable 
with, and circumstances of the hiring process. 

 
You may conduct an informal interview that resembles an interactive conversation, or you 
may conduct a more structured interview, or a mix of both.  Regardless of the method you 
choose, there are points to keep in mind when conducting the second interview. 
 

• Ensure that questions or topics of discussion are job-related and comply with the 
guidance provided in this hiring guide. 

 
• In many cases, it is sufficient for the hiring supervisor and their supervisor conduct the 

interview.  Additional members may be appropriate depending on the position.  
However, avoid conducting one-on-one interviews.  Having only one person’s 
perspective limits additional input when evaluating candidates, and places you at 
higher risk for claims of discrimination or sexual harassment. 

 
• Avoid asking the same questions that were asked at the first interview. You can ask 

clarifying or follow-up questions that relate to questions from the first interview. 
 

• Make efforts at documenting any key accomplishments or qualifications for which the 
candidate takes credit during the interview.  These should be an area of focus and 
verification after the interviews if you choose to conduct reference checks on a 
candidate. 

 

• If using a larger panel for the second round, note that they do not need to reach 
consensus on the “best” candidate.  Instead, the panel should focus on discussing the 
relative strengths and weaknesses of each finalist.  The hiring manager may decide 
to think on the interviews and make a final decision on a later date. 

 

• If internal candidates are not invited to a second interview, notify them prior to second 
interview invitations. 
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• Have each candidate invited to a second interview complete: 
o City of Long Beach Waiver (Appendix L) 

 
• Ask the candidate to bring the two most recent past performance reviews, and names 

and contact information for three job-related references, preferably present and past 
supervisors. 

 
• Explain that the background screening will only be conducted for the candidate who 

is given a contingent offer of employment.  
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Reference Checking 
 
Once the candidate pool has been narrowed to the top two or three candidates, the hiring 
supervisor/manager, designated support staff (or the department Personnel/Administration 
Office) conducts a reference check of finalist/s, including previous/current employer(s), and 
verify educational qualifications (if applicable).  Reference checks should be conducted before 
the conditional job offer. The hiring manager must obtain written/signed approval from the 
candidate prior to conducting the reference check (see appendix L). Reference checking 
could reveal performance or attendance problems or falsified application information. 

 

Benefits of Doing Reference Checks 
 

• Department to department cooperation is critical to ensure you hire quality candidates. 
 

• Selecting the candidate who is the “right fit” for the position. 
 

• “Know what you’re getting” – a more informed decision regarding selection of a 
candidate. 
 

• Protects the City from lawsuits resulting from negligent hiring practices. 
 

• Lessens the potential for discipline or performance problems with a new hire. 
 

• Increases job retention by increasing the number of quality hires. 
 

• Eliminates additional staff time needed for re-interviewing resulting from termination 
of a candidate who was a poor hiring choice.  

 

• Employers are only protected if they provide true statements about the candidate’s 
performance on the job. 
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Best Practices for Conducting Employer Reference 

Checks 
 
The purpose of this section is to assist you in making the reference checking process more 
effective and productive.  Following the best practices and guidelines, as well as using some 
of the questions from the list, will help ensure that your reference check calls are consistent, 
thorough, and professional. 

 

Preparation 
 

• The reference checking should ideally be conducted by the hiring supervisor/manager. 
 

• During the final interview process, you should obtain signed authorization from each 
candidate for the release of information for reference checks.  
 

• Prepare a list of 6-8 questions that include at least 2-3 job specific questions.  The 
questions should help determine if the candidate is the “right fit” for the position.  For a 
list of potential questions, please refer to the Sampling of Reference Check 
Questions (Appendix N). Your original interview questions are also helpful in 
choosing questions to ask. 
 

• Areas covered by the list of questions should include basic facts, job content, traits and 
abilities affecting the job, major skill areas, and performance levels.  These areas can 
be covered using questions on the list in this Hiring Guide, as well as job specific 
questions.  The categories covered on the complete list of questions in the Guide are 
basic facts; general, communication and interpersonal skills; flexibility; initiative and 
judgment; integrity; quality of work/productivity; supervisory skills/leadership; team 
player.  
 

• Verify the information on the application and responses to the interview questions by 
checking with three professional references; current and previous supervisors are 
preferable.  
 

• Do not delay.  Begin checking references on your top candidates once the interview 
process concludes. (Inform candidates when you will be contacting references to allow 
them the opportunity to give notice, as they prefer). 

 

During the Call 
 

• Identify yourself and explain your intent and how long the questions will take.  Be sure 
to ask the reference if they have time to talk with you right now.  If not, ask when a 
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good time is to try back.  If applicable, inform the reference that you have signed 
authorization. 

 
• Briefly describe the position and the functions of the job to the reference. 

 
• Validate dates of employment, title from application. 

 
• Ask questions appropriate to the job and source and follow your prepared list of 

questions for each reference to ensure consistency and reliability. 
 
• Assure the reference that any information they provide will be kept confidential. 
 
• If the reference has a policy against providing information, ask the reference to verify 

job content information and not to evaluate quality of performance. 
 
• Ask prepared, open-ended questions, when possible, to collect more information on 

the candidate. 
 
• Take good notes. 
 
• Aim for facts and specific relevant incidents – not opinions. 
 
• Use follow-up questions when you feel the reference has not fully answered your 

question.  
 
• Let the person talk freely without interruption.  Often a question from you at the wrong 

time will shut off further information. 
 

 
• Keep the conversation going. 
 
• Interpret the data carefully.  Do not accept all the information on face value.  Personality 

conflicts and different work cultures may inappropriately influence responses. 
 
• Only consider the relevant, job-related information provided.  Disregard any irrelevant 

information that may be provided. 
 
• Do not consider information about a candidate’s involvement in an EEO complaint 

against their current or former company or agency. 
 
• Ask if the employer would rehire the candidate. 
 
• Thank the reference provider.  Ask them to call you back if they think of something else 

that would be helpful and repeat your name, title, city, and phone number. 
 

After the Calls are Completed 
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• If you are in doubt about a candidate’s qualifications after contacting two or three 

references, be sure to request and check additional references. 
 
• After the calls are completed, maintain the confidentiality of the information.  It should 

not be given to the candidate, or anyone not directly involved in the selection process. 
 
• Keep all reference check materials in a confidential file.  Materials should be kept with 

the Personnel/Administrative Office.   
 
• See sample Supervisor’s Reference Check Worksheet (Appendix M). 
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Responding to Reference Check Calls  
 

Reference Calls for City of Long Beach Supervisors 
 
The Human Resources Department encourages supervisors to answer reference check 
questions from other City of Long Beach staff.  When responding to questions, it is important 
to be accurate, truthful, and factual.  Listed below are some guidelines. 
 

•  If no personnel file is available due to retention policy, no information should be given.  
A waiver is required (see City of Long Beach PPP 1.6 – Personnel Files and Records). 
 

• Do not disclose personal, confidential, medical, or other non-performance related 
information. Human resources information should only be disclosed to staff for a 
legitimate business reason. 
 

• The information you provide must be job-related. 
 

• Do not provide any information about a current or former employee’s EEO complaints, 
charges, or lawsuit, whether the reference caller is internal or external to the City. 
 

• Answer questions based on your knowledge of the candidate’s performance and 
specific incidents.  Avoid offering opinions. 
 

• Provide accurate and truthful information. 

 

Reference Calls from Non-City of Long Beach 
Organizations 
 

• Answer questions based on your knowledge of the candidate’s performance and 
incidents.  Avoid offering opinions. 
 

• Be honest but diplomatic about the candidate’s strengths and weaknesses. 
o Focus on the positive points. 

 

• Base your comments on documented performance evaluations and any other 
performance-related documents in the candidate’s personnel file. 
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Conditional Offer of Employment  
 
Once you have: 
 

• Obtained departmental approval to hire. 
 

• Completed the interviews. 
 

• Reviewed performance evaluations (internal candidates). 
 

• Conducted reference checks. 
 

• Verified education (when deemed necessary for job requirements and not previously 
verified by Civil Service application process or through executive background check for 
management positions). 

 

• Make determination about grade designation, if applicable, based on approved 
requisition, candidate qualifications, previous appointment practices, internal equity, 
etc. 

 
You may contact the candidate and make a verbal conditional offer of employment. 

 
It is highly recommended that the new hire’s start date be at the beginning of the payroll cycle. 

 
When making a conditional offer of employment, please use an approved script or list of 
talking points. 

 
Internal candidates: 
 

• Draft offer letter (not available through onboarding platform) that includes 
classification/grade and step placement being offered, in accordance with step 
placement policy.  
 

• Advise of requirement for pre-employment physical, if applicable.  
 

• Confirm any existing permanent restrictions with the current department. Initiate 
interactive process to discuss reasonable accommodations for any indicated 
permanent restrictions. 

 

• Upon successful completion and review of all required background checks, coordinate 
a start date with the hiring manager and send the candidate a formal offer that includes 
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start date, confirmed hourly rate, parking, and reporting instructions.  Notify the 
unsuccessful candidates that they were not selected for the position. 

 
External candidates: 
*For management hires, please also refer to page 46-47 

 
• Once the candidate has accepted the conditional offer of employment, initiate the 

onboarding process with a written conditional job offer letter through the onboarding 
platform (Sterling Talent, etc.), which includes step placement in accordance with 
policy.  The candidate must undergo a Department of Justice and FBI Live Scan 
background check. 
 

• An appointment will need to be scheduled for the One-Stop-Shop at the Occupational 
Health Office to complete a pre-employment physical (as applicable), live scan 
background check, virtual oath & patient signature, and a badge picture will be taken. 

 

• The department may offer a candidate steps 1-3 of the salary range established for the 
classification. If a candidate counters the step 1-3 salary placement, review their 
qualifications compared to minimum qualifications of position, the difficulty in hiring for 
the position, and internal equity for existing employees and their salary appointments.  
If the department wants to offer step 4 or higher, they must go through the Exception 
to the Step Placement process. Exceptions for step placement should be tracked by 
classification/position to ensure consistency and salary equity 

 

• Candidates may NOT begin work until the background screening and pre-employment 
physical (if applicable) have been completed with satisfactory results. Indicated 
restrictions from the pre-employment physical may initiate the interactive process to 
discuss reasonable accommodations. 

 

• Request driving record history from DMV for positions that require driving in course of 
employment. The City of Long Beach requires all employees to be vaccinated against 
COVID-19 prior to their first day of employment unless a medical or religious 
accommodation is approved by the City of Long Beach’s Human Resources 
Department for the duration of the vaccine mandate. 

 
• *Note* If for any reason, Human Resources notifies you that the candidate is not 

approved for hire, contact the candidate to rescind the job offer. Human Resources will 
advise you regarding verbiage to use when contacting the candidate. 

 

Background Screening 
 
The City of Long Beach is committed to protecting the community by proactively preventing 

the hiring of individuals who may post a risk to the City or community. All candidates must 

undergo the Live Scan fingerprinting process for Department of Justice and FBI background 
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checks. Additionally, departments carry out a further background investigation for external 

management appointments through a third-party vendor, which includes a range of services 

(refer to Management Hire, page 46-47). This background screening aims to thoroughly 

examine a candidate’s criminal history, employment records, professional and educational 

qualifications, and motor vehicle records (where applicable). For executives, middle 

managers, and certain financial positions, credit history and news article checks are also 

performed.  

• Not all criminal convictions or other unfavorable background information obtained in 
the background screening process should be considered a bar to City employment.   
 

• Human Resources will consider qualified applicants with a criminal history pursuant 
to the California Fair Chance Act and will give the candidate an opportunity to explain 
the circumstances surrounding the conviction, provide evidence to mitigate concerns, 
or challenge the accuracy of the background report. 
 

• Based on all information received, Human Resources will make an informed decision 
whether to hire or not to hire the individual. Employment decision may not be made 
solely based on a criminal conviction unless the conviction is job-related.   
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Documentation 
All interview materials should be kept by the Department Personnel/Administration Office.  
Materials must be kept in a confidential location.  Documentation should be retained for 
three (3) years from when the position is filled.  If the selection process is the subject of 
an Equal Opportunity complaint or lawsuit, records must be retained until final disposition.   
 
In your documentation, include the following: 
 

• Hiring Criteria Worksheet 

• Candidate Criteria Matrix – grid used to select candidates based on criteria. 

• Candidate Profiles provided by TA. 

• Selection Interview Worksheets 

• Job Posting 

• Panel Member Names 

• Completed Panel Recommendation Form from 1st interviews. 

• Signed Interview Panel Member’s Agreement from 1st and 2nd interviews. 
o Interview Schedules from 1st and 2nd interviews. 

• Clean Copy of 1st and 2nd interview questions 

• Clean Copy of exercise(s) and responses (if applicable) 

• All interview questions with panel member comments from 1st and 2nd interviews 

• Copy of two performance appraisals, three professional references and application 
licenses and degrees for all candidates who had a 2nd interview. 

• One copy of a resume for each candidate that was invited to the interview. 
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Management Hire 

 
Along with the guidelines specified in this document, there are additional steps that should 
be taken for management hires.   
 

External: 
• Once a salary has been identified within the salary ranges identified in the MOU, 

verbally offer the job to the candidate.  The candidate should be advised that the job 
offer is tentative and that a written job offer will follow pending approval of the City 
Manager (CM) who is the appointing authority.  Information should be provided on the 
full range of benefits offered by the City, including CalPERS pension (retirement) 
benefits, with the explanation that we also pay into Social Security and Medicare 
(7.65%). This means that in most cases, eligible Social Security pension benefit 
payments will not be reduced even if the person retires with CalPERS pension benefits 
(dual retirement).   

 

• If the candidate accepts the verbal offer, contact an external firm (or recruitment firm) 
to conduct a pre-employment background screening. Perform this as the first step after 
a verbal offer is accepted, in accordance with management hiring process procedures, 
prior to discussing salary with HR. 
 

o Human Resources’ recommended firm is SmartHIRE, a division of Krout & 
Schneider, Inc. Contact Human Resources for further details on recommended 
external firm, if needed. 

 

• Review the background documents to ensure that the candidate has passed and 
contact them for clarification, if necessary.  [With bullet above] 
 

o Does the candidate list a college degree or fail to discuss an employer on their 
application, and the background check does not match their resume?  These 
items should be addressed before moving the candidate forward in the selection 
process.  This information should not be given to the hiring manager. 

 

• Once the selected candidate has passed the initial background, prepare the hiring 
paperwork for HR/CM approval.  [with bullet above] 
 

• Negotiable items are Executive Leave (EL) and relocation expenses. The candidate 
may be granted an additional 80 hours of EL in a year. However, those accruals are 
generally lost after the first year or two (since vacation becomes available). 

o This should be detailed on the Conditional Job Offer (CJO) letter and should not 
be offered without prior approval of the CM. 
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Hiring Paperwork 
 

• Hiring package should include the following: 
o Cover letter from Department Head to CM, with an approval block for HR 

Director and the CM.  Cover should include a summary of the duties of the 
position being hired; recruitment process (how many applied, how many 
interviewed, who was on the panel, was there a second interview or other 
evaluation method used); a summary of the candidate’s background, and the 
salary being requested.  The hiring letter should also state that reference checks 
were completed. 

o Copy of the recruitment brochure. 
o Copy of the candidate’s resume, cover letter, and any other supplemental 

documentation. 

 
• External Candidates:  Conditional Job Offer (CJO) from CM to the candidate.  CJO 

letter should include: 
o Annual and hourly salary (annual salary is rounded up to whole dollar and is 

calculated based on City’s annual hours’ base of 2087.1429). 
o List of the benefits package 
o Transportation allowance  
o Any subject to (e.g., pre-employment physical, fingerprint, oath, etc.). 
o A brief statement about the candidate’s background and how the City is looking 

forward to working with them. 
o No effective date, as the candidate must pass the final background process 

(e.g., pre-employment physical, fingerprint, oath, etc.). 
o Signature line for the candidate to accept the position and who to send the 

acceptance to (generally the AO). 

 
• Internal Candidates: Appointment letter from CM to the candidate. Letter should 

include: 
o Annual and hourly salary (annual salary is rounded up to whole dollar and is 

calculated based on the City’s annual hours’ base of 2087.1429). 
o List of the benefits package 
o Transportation allowance  
o A brief statement about the candidate’s background and how the City is looking 

forward to working with them in their new position (e.g., Thank you for your 10 
years of service, including your background in working on the XYZ project). 

o Effective date (not retroactive) 
o Signature line for the candidate to accept the position. 
o If additional EL was approved/granted, this should be included on the CJO letter. 
o An appointment letter should also be emailed to the Talent Acquisition Specialist 

in Microsoft Word format in case changes need to be made. 
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Candidate Screening Matrix 
 

BEST TO CREATE IN EXCEL 
 

Double-click on the Excel icon for a sample matrix: 

Matrix.xlsx

  
 

Or copy/paste from below:  
 

Candidate Screening Matrix - [Position 
Title] 

    

Hiring Supervisor's Name and 
Department: 

[Name, Dept.] 
  

       

 
Required Skills ------------------- Desirable Skills ---------------- 

Applicant Name Criteria 1 Criteria 2 Criteria 3 Criteria A Criteria B Criteria C     
  

  

    
  

  

    
  

  

    
  

  

    
  

  

    
  

  

    
  

  

    
  

  

    
  

  

    
  

  

    
  

  

    
  

  

    
  

  

    
  

  

    
  

  

 
 
 
 
 

APPENDIX A 
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Selection Interview Worksheet  
 

Candidate Name: _________________________  

Date: ______________  

Rater Name: _____________________________  

Evaluation Scale:  

• A – Very Well Qualified  

• B – Well Qualified  

• C – Qualified  

• D – Not Qualified at this time 

 

Competency (knowledge, skill and 
ability needed to perform the job) 

Evaluati
on 

Comments 

   

   

   

 

Overall Rating: _______  

Consensus rating: ______ 

Comments:  

Rater’s Signature: __________________________  

Date: ____________________ 

 

 

 

 

 

 

APPENDIX B 
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Sample Confirmation Letter to Interview Panel Members 
 

(Date) 
 
 
 
 
Panel Member Name 
Address 
City, State Zip Code 
 
 
Dear ___________: 
 
 
Thank you for agreeing to participate as a panel member for the ________________ 
position in the __________________ Department.  Your assistance with this selection 
process is truly appreciated. 
 
The interviews are scheduled for (insert day of the week and date) from ______ a.m. until 
______ p.m.  Please arrive at ______ a.m. so that we can review the interview questions 
and procedures.  The interviews will be held in conference room number _____ on the 
_____ floor of the ______________ building at (insert address). 
 
If you have any questions or need additional information, please contact me at 
______________ (insert phone number).  Thanks again for helping with this selection 
process. 
 
 
Sincerely, 
 
 
 
 
(Name) 
(Title) 
 

 

APPENDIX C 
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Sample Confirmation Email to Interview Panel 

Members 
 

Subject Line: [Interview Panel Confirmation] Department – Position Title  
 
 
 
Dear ___________: 
 
 
Thank you for agreeing to participate as a panel member for the ________________ 
position in the __________________ Department.  Your assistance with this selection 
process is truly appreciated. 
 
In Person Interviews 
 
The interviews are scheduled for (insert day of the week and date) from ______ a.m. until 
______ p.m.  Please arrive at ______ a.m. so that we can review the interview questions 
and procedures.  The interviews will be held in conference room number _____ on the 
_____ floor of the ______________ building at (insert address). An outlook calendar invite 
has been sent with the details. 
 
Virtual Interviews 
 
The virtual interviews are scheduled for (insert day of the week and date) from ______ a.m. 
until ______ p.m.  Please login at ______ a.m. so that we can review the interview 
questions and procedures.  The interviews will be held via Microsoft Teams. An outlook 
calendar invite has been sent with the details. 
 
If you have any questions or need additional information, please contact me at 
______________ (insert phone number).  Thanks again for helping with this selection 
process. 
 
 
Sincerely, 
 
 
 
 
(Name) 
(Title) 
 

Appendix D 
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Sample Candidate Invitation Letter  
 

(Date) 
 
 
Subject Line: [City of Long Beach] Interview Invitation with Department – Position Title  
 
 
Dear (Candidate): 
 
Thank you for your application to the [Job Title] role with the City of Long Beach 
[Department]. We would like to invite you to an interview for the role of [Position Title] in the 
[Department]. 
 
Please reply to this email directly with your availability during the following date and time 
options: 
 
[DAY, DATE – TIME, TIME ZONE] 
[DAY, DATE – TIME, TIME ZONE] 
[DAY, DATE – TIME, TIME ZONE]  
 
If you have any questions, please call John Brown at 562-XXX-XXXX or TTY at 562-XXX-
XXX 
 
 
Sincerely, 
 
 
 
 
(Your name) 
(Title) 
 

 

 

 

APPENDIX E 
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Sample Candidate Confirmation Letter  
 

(Date) 
 
 
 
 
Panel Member Name 
Address 
City, State, Zip Code 
 
 
Dear (Candidate): 
 
We are looking forward to interviewing you for the vacant Clerk Typist III position in the 
Personnel Operations Division of the Human Resources Department. 
 
Your panel interview is scheduled for 10:00 a.m. on Monday, June xx, 20xx, in the 
Conference Room on the 13th floor of Long Beach City Hall, 333 West Ocean Blvd, 90808.  
The interview should last about 30 minutes.   
 
If you have any questions or if you require an accommodation in the interview process, 
please call John Brown at 562-XXX-XXXX or TTY at 562-XXX-XXX 
 
 
Sincerely, 
 
 
 
 
(Your name) 
(Title) 
 

 

 

 

APPENDIX F 
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Interview Panel Member Agreement 
 
By my signature below, I agree to the conditions set forth: 
 

• Conflict of interest – I have reviewed the list of candidates, and I am not related to 
any of the candidates.  Additionally, I have informed the hiring supervisor of any close 
personal relationships to any of the candidates. 

 

• I agree to be present and attentive the entire time for all interviews.  I will treat all 
applications equally. 

 

• I understand that I can ask follow-up questions to clarify answers, but not to explore 
new areas or lead the candidate to an answer.  I agree to ask all applicants the same 
questions (first round interviews). 

 

• I understand that interviews are confidential, and I will not discuss a specific 
candidate’s performance or the process with people other than the panel members 
and hiring authorities. 

 

• I agree to avoid discussing interview performances and reaching a decision or 
conclusion on a candidate until all interviews are completed. 

 

• I understand that my role as a panel member is to focus on the strengths and 
weaknesses of candidates’ answers for discussion after the interviews. 

 

• I will independently evaluate candidates before discussing performances or 
comparing notes with other panel members. 

 

• I understand that when evaluating candidates, panel members should come to a 
consensus of the best-qualified pool of candidates.  Rankings must be avoided. 

 

• I understand that the interview panel process is one part of the selection process.  
Other factors that will be considered include candidates’ education and experience, 
work history and performance, reference checks, etc. 

 
Your name (printed): __________________________  
Signature: _______________________ 
Date: _______________  
Position panel is interviewing for: ____________________________ 
 

--This form will be kept as part of the interviewing records.   
Please return this completed form to the panel chair. – 
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Interview Panel Instructions  
 
PANEL CHAIR/FACILITATOR – Coordinates the process, introduces the other members of the 
panel to the candidates, and participates in asking questions.  Delivers the interview questions 
and be available, throughout the day to assist as needed.  Keeps the panel focused on 
discussions of the strengths and weaknesses of each candidate; to ensure that each panel 
member has an opportunity to share his/her views and perspectives; and, to help the panel build 
consensus for recommending which candidates should be considered further in the selection 
process and to identify possible alternates.  After the panel interviews, collects all materials 
distributed by the City. 
 
PROTOCOL - Interview panel members are asked to keep all aspects of their involvement 
confidential.  Please avoid any discussion with or about the candidates and their interviews, 
especially before a selection is made. 
 
INTERVIEW QUESTIONS (first round) - The panel will be provided with a list of interview 
questions.  To encourage the interaction between each candidate and the members of the 
interview panel, each panel member will ask one or two of the interview questions.  Once the 
questions have been assigned, the same group of questions must be posed to each candidate, 
by the same panel members.  Follow-up questions may be asked if they are needed to clarify an 
answer.  No new or unrelated questions may be introduced once the interviews are underway.  
Each panel member will choose which questions they wish to ask.  The panel may choose to 
modify a question.  This is acceptable if the question remains job related and can be asked of all 
candidates. 
 
EVALUATION - Panel members will independently assess and evaluate the responses of each 
candidate.  Panel members won’t be asked to provide a numerical rating or ranking.  After the 
interviews, the panel members will be asked to identify the top candidates.  Panel members may 
take notes while the candidate is responding.  These notes will be collected at the end of the day 
by a Human Resources Staff member. 
 
RECOMMENDATION –  

1st Interviews: Following the last selection interview, the panel will be asked for a short list 
of the top candidates for further consideration.  These candidates may be invited back for 
a second interview.  
 
2nd Interviews / One Round of Interviews: Following the last selection interview, the 
panel will be asked to discuss the strengths and weaknesses of candidates and may 
provide a recommendation for a top candidate (and possibly alternates) for further 
consideration.  The process then includes conducting a comprehensive background check 
prior to a final decision and job offer. 

 
MISCELLANEOUS - In accordance with the provisions of the Americans with Disabilities Act of 
1990, we do not know who among the candidates may have a disability.  If a candidate has a 
visible disability, please do not initiate any discussion relative to the disability.  If the candidate 
asks about "reasonable accommodation," advise the candidate that this matter be discussed after 
a job offer has been made. 

APPENDIX H  



HIRING GUIDE 

55 
 

Interview Deliberation Summary Worksheet 
 

[Position Title] 
[Date of Interview] 

The interview facilitator or chairperson should complete this after all interviews as a 
summary of each candidate’s performance, including strengths and areas to follow up. 
These notes may later be used by the hiring supervisor, chairperson, or facilitator in 
determining areas of focus during the remainder of the selection process (e.g., second 
interviews, reference checks), or to provide general feedback to candidates should they 
make such a request. 
 
Candidate: ___________________________________________________ 
 
Summary of Candidate Performance: 

 

 

 

 

 

 
Strengths: 

 

 

 

 

 

 
Follow-up Areas: 
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Candidates Ranking Summary  
 
Department: _____________________ Classification: ________________________ 
Interview Date(s) ______________  
Section A 

List candidates in order of ranking. Under columns 1. through 4. (Indicating rater number), 

list each interviewer’s rating and under the Final Consensus Ranking column, indicate the 

consensus rating of the candidate. Also indicate whether the candidate is recommended to 

advance to a background and reference check. 

1.______________________ 3. ________________________ 

Interview/Rater Name Interview/Rater Name 

2.______________________ 4. ______________________ 

Interview/Rater Name Interview/Rater Name 

Name Interviewer’s Ranking Consensus 
Ranking 

Advance 
(Y/N) 

 1. 2. 3. 4.   
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Panel Member Recommendation A  
 
Position Title: _____________________________________ Date: _________________ 
 
 
After the first round of interviews is completed, please record the names of the top 
candidates (in no particular order) the panel recommends should be considered further by 
the hiring supervisor. 
 
The Panel Members recommend the following candidates to the hiring supervisor for further 
consideration: 
 
_____________________________________ 
 
_____________________________________ 
 
_____________________________________ 
 
_____________________________________ 
 

Panel Member Recommendation B  
 

 (To be completed by Appointing Authority or Designee Only): 

 

Selected Candidate: __________________________________________ 

Job-related reasons for selecting this candidate must be stated below. Examples of job-

related reasons are work performance, work experience, absence of disciplinary problems, 

educational attainment or any unique competencies of this candidate that will facilitate 

success in this position. 

Comments: 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

Approved By: ___________________________________ Date: __________________ 
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City of Long Beach Waiver  
 
 

 
City of Long Beach 

Your signature on this document acknowledges that you have applied for employment with the City of 

Long Beach and authorizes the “City” to contact prior employers, other references that you have 

provided, and references developed as part of the selection process.  

 

Consent and Authorization to Release Information 

 

I have applied for employment with the City of Long Beach. My signature below authorizes you to 

release the contents of my employment records with your organization, whether positive or negative. I 

further consent to allow the City of Long Beach to obtain any and all information concerning my 

former/current employment/involvement with your organization. This includes my job performance 

appraisals/evaluations, disciplinary action(s) if any, and all other matter pertaining to my employment 

with your organization required in connection with my application for employment with the City of Long 

Beach. This form may be photocopied, reproduced as a facsimile, PDF file, and electronic mail, and these 

copies will be as effective a release or consent as the original which I signed.  

 

Name: _____________________________ Signature__________________________ Date: ____ 
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Reference Check Worksheet 
 
Candidate’s Name: ____________________________________________________________ 
 
Name and Title of Reference: ____________________________________________________ 
 
Relationship to Candidate: _______________________________________________________ 
 
Company/Agency/Department: ___________________________________________________ 
 
Telephone Number: _______________________ Employment Dates: ____________________ 
 
Reference Check conducted by: _________________________ Date: ____________________ 
 
Introduction to References 

“Hello, my name is ______________. I am the _______________ (job title) in the 
________________ Department with the City of Long Beach. _______________ (candidate) has 
applied for the job of _________________ with our department and has given your name as a 
reference. I would like to ask you a series of questions regarding his/her performance and 
qualifications for this position. It will take about _________ minutes. Is this a good time for you?” (If 
not, arrange another time.) 

1. Question: _______________________________________________________________ 

Response: ______________________________________________________________ 

2. Question: _______________________________________________________________ 

Response: ______________________________________________________________ 

3. Question: _______________________________________________________________ 

Response: ______________________________________________________________ 

4. Question: _______________________________________________________________ 

Response: ______________________________________________________________ 

5. Question: _______________________________________________________________ 

Response: ______________________________________________________________ 

6. Question: _______________________________________________________________ 

Response: ______________________________________________________________ 

7. Question: _______________________________________________________________ 

Response: ______________________________________________________________ 

8. Question: _______________________________________________________________ 

Response: ______________________________________________________________ 
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Sampling of Reference Check Questions 
 
1. What position(s) did the candidate hold when he worked for you?  What were his/her 

primary job duties? 
 
2. Please verify the dates of employment: from __________ to ___________ 
 
3. What was the candidate’s salary when they left your employment? 
 
4. How long did you work with (or supervise) the candidate? 
 
5. Why did the candidate leave your place of employment? 
 
6. What was (is) your relationship with the candidate?  (if not indicated on the 

application/resume) 
 
7. On a scale of 1-5, how would you rate the candidate’s attendance record including 

unscheduled absences and tardiness?  Why? 
 
8. Do you feel the candidate would be a good "fit" for this position? (briefly outline the basic 

duties of the position) 
 
9. What are/were the main skills and/or trades that the candidate uses/used in your company?  

(e.g., computer, secretarial, carpentry, plumbing, painting, etc.) 
 
10. Please describe the candidate’s job strengths.  Please describe areas in which the 

candidate may need training support to perform successfully (areas to improve). 
 
11. Has any formal/documented disciplinary action ever been taken against the candidate 

(such as written warnings, reprimands, suspensions, demotions, terminations). If yes, 
please explain.  

 
12. Did the candidate ever have a problem with violence in the workplace? 
 
13. Could you suggest others in the organization or elsewhere, who would be familiar with the 

candidate’s work? 
 
14. Can you foresee any problems we may have if we hire the candidate for this position? 
 
15. If you could rehire this individual, would you? 
 
16. On a scale of 1-5, how would you rate the candidate’s overall quality of work?  Why? 
 
17. On a scale of 1-5, how would you rate the candidate’s job knowledge?  Why? 
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18. Please describe the candidate’s interpersonal skills with co-workers, peers, and 

supervisors. 
 
19. How does the candidate react under stress or when many responsibilities are demanding 

his/her time? 
 
20. Does the candidate behave in an ethical manner? 
 
21. How would you evaluate the candidate’s ability to use his or her own initiative? 
 
22. When providing initial training, what should we focus on and what kind of support will the 

candidate need to perform successfully in the job? 
 
23. On a scale of 1-5, how would you rate the candidate’s written communication skills?  

Why? 
 
24. On a scale of 1-5, how would you rate the candidate’s ability to deal with difficult 

customers?  Why? 
 
25. On a scale of 1-5, how would you rate the candidate’s ability to accept responsibility?  

Why? 
 
26. On a scale of 1-5, how would you rate the candidate’s productivity compared to others in 

his/her same job?  Why? 
 
27. Does/did the candidate follow safety rules and regulations by using equipment in a safe 

manner? 

 
Additional Questions for Candidates of Supervisory 
Positions 
 
28. How many employees does the candidate directly supervise?  Indirectly supervise? 
 
29. How would the candidate’s subordinates describe them? 
 
30. On a scale of 1-5, how would you rate the candidate’s supervisory skills?  Why? 
 
31. Is the candidate able to handle making unpopular decisions?  Please explain. 
 
32. Describe a situation when the candidate had to inspire staff to perform better. 
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Sample Written Notification to Candidate Not 

Selected 
 
(Date) 
 
 
Candidate’s Name 
Address 
City, State, Zip Code 
 
Dear __________: 
 
 
Thank you for participating in the selection process for _____________ (position).  The 
selection process for this position was very difficult due to the number of highly qualified 
individuals. 
 
Although you were not selected for this vacancy, you may be contacted for other openings 
in the City of Long Beach. 
 
Thank you again for your time and interest in working for the _______________ 
(department name). 
 
 
Sincerely, 
 
 
 
 
(Your name) 
(Title) 
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Sample Thank You Letter to Panel Members 
 
(Date) 
 
 
Panel Member’s Name 
Address 
City, State, Zip Code 
 
 
Dear __________:  
 
 
I want to thank you on behalf of the City of Long Beach and the (department) for your 
participation on the interview panel for the (classification) position. 
 
You were an important part of the panel and did an excellent job interviewing the candidates.  
From the panel’s top recommendations, (person selected) was offered the position.  They 
accepted the job offer and will be coming on board (date).  We are very excited, and we think 
(name) will do an excellent job. 
 
Your time and participation are appreciated. Thank you again for your input in a successful 
selection.  We appreciate the time you gave us, and we hope that we may be able to call on 
your assistance in the future. 
 
 
 
Sincerely, 
 
 
 
 
(Your name) 
(Title) 
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APPENDIX P 

Sample Candidate Notification Timeline 

 

APPENDIX Q 

 

Applicant submits their application and 
required documents for consideration.

Applicant should receive immediate 
notification confirming receipt of their 

application.

Filing period closes.

TA Specialist reviews applicants and 
notifies those who are not qualified and 

will not be moving forward in the 
recruitment process. 

TA Specialist sends qualifying list of 
applicants to the department. TA 

notifies those who qualified that they 
have met minimum qualifications and 
will be referred to the department for 

next steps. 

Candidates moving forward to the 
interview stage should be contacted by 

the department at least five (5) days 
prior to the interview to provide details 

of the process. Department will also 
notify those they have not selected to 

move to the interview process.  

Candidates moving forward to 2nd 
round of interviews (should there be 
one) should be contacted as soon as 
selections are made. Simultaneously, 

those that will not be moving forward in 
the process should be notified of the 
decision to not move them foward.

Once candidates have been selected for 
a  hiring recommendation the 

department should call the successful 
candidate and secure their acceptance 
of the position before contacting those 
who were not selected. Notify internal 

candidates who were not selected 
before announcing the hire to your 

department.  
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Sample Recruitment Schedule 
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