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The Job Search and Onboarding Process Matters 
 
 
 
 
 

                                     
 

 
 
 
 
 
 
 

On behalf of Human Resources and Payroll, I would like to share a hiring toolkit produced by our 

Talent Acquisition Team.  

The Talent Acquisition Team developed this toolkit as a way to combine institutional, state and federal 

recruitment and hiring guidelines as a way to provide clarity, structure and resources for advertising, 

hiring and onboarding new faculty and staff in one place. This toolkit will guide HR liaisons, search 

committee participants and hiring officials through the hiring process to help find and select the ideal 

candidates for Mason. 

aŀǎƻƴΩǎ ƭƻŎŀǘƛƻƴ ŀƴŘ ǇǊƻȄƛƳƛǘȅ ǘƻ ǘƘŜ 5ƛǎǘǊƛŎǘ ƻŦ /ƻƭǳƳōƛŀ ǇƭŀŎŜ ǳǎ ŘƛǊŜŎǘƭȅ ƛƴ ƻƴŜ ǘƘŜ Ƴƻǎǘ 

competitive job markets in the world. How well we conduct the search process will directly impact 

our opportunities and determine who chooses to begin or continue their career at Mason.  

Please spend time reviewing this hiring toolkit and use it to strengthen your skills and commitment in 

hiring the best and brightest talent!  

 

 

Linda Harber 
Vice President  
Human Resources/Payroll & Faculty/Staff Life  
George Mason University 
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The Talent Acquisition Team is here to help! 
 

Phone: 703.993.2600 

Email: jobs@gmu.edu   
 

A great university is a great 

place to work.  
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General Tips (Click to return to top of the toolkit) 

  
 

 

 

 

 

 

 

 

 

It is important to hire the most qualified people you can find.  Seek out individuals who are talented, above and beyond their skill set. Training can enhance 

an individual's skills, but talent cannot be taught. Take a moment to familiarize yourself with the various stages of the search process as a means to obtain 

top-tier talent.                            

     

 
 
 
 
 
 
 
 

 

Position Review   

Review & Write 

Job Description 

Screening  

Identify Viable 

Candidates 

Advertising 

Recruitment 
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Screening 

Criteria 

Selection           

Interviews & 

Reference 
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Onboarding 
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Search Overview (Click to return to top of the toolkit) 
 

LǘΩǎ Ŝǉǳŀƭƭȅ ŀǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ŎƻƴǎƛŘŜǊ ǘƘŜ ǎŜŀǊŎƘ ŦǊƻƳ ŀ ōǊƻŀŘŜǊ ǇŜǊǎǇŜŎǘƛǾŜ ōŜŦƻǊŜ ƎŜǘǘƛƴƎ ǎǘŀǊǘŜŘΦ  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                

 

 

 

Before the Search 
 

¶ Establish charge and discuss 
confidentiality  

 

¶ Participate in Search Committee  
    Training 
 

¶ Consider Advertising Options   and 
review Posting Guidelines.   

 

¶ Review hiring processes:  Faculty, 
Staff, and Wage  

 

 
 

 

During the Search 
 

¶ Upload interview questions                     

(prior to the first interview)  

¶ Interview viable candidates 
(Phone, In-person, Skype, etc) 

 

¶ Recommend top candidate(s) to 
hiring authority 

 

¶ Final interview 

 

 

After the Search 

¶ Reference Checks and Select 
Finalist 

 

¶ Submit Offer / Job Offer and 
Welcome / Offer Letter 

 

¶ Update eWork 

 

¶ Submit recruitment notes 

 

¶ On-boarding  

 

http://hr.gmu.edu/learning/searchcommittee.php
http://hr.gmu.edu/eWork/AdOptions.pdf
http://hr.gmu.edu/eWork/postingguidelines.pdf
http://hr.gmu.edu/forms/employment/HiringProcessFaculty.pdf
ttp://hr.gmu.edu/forms/employment/HiringProcessClassified.pd.
http://hr.gmu.edu/forms/employment/DecentralizeHiringPolicyandChart.pdf
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POSITION REVIEW (click to return to top of the toolkit) 

BEFORE THE SEARCH, determine the opportunities that exist within your department/unit and review job descriptions to ensure they are accurate and 

up-to-date prior to posting the position. Consider including at least four to six characteristics the successful candidate for the position should possess. 
When reviewing a job description, consider the following: 
 

¶ What is the position's purpose and overall contribution to Mason? 

¶ What are the essential and marginal functions of the position?  
 

Also, consider identifying or describing the physical elements required for the position, equipment use and working conditions. 

¶ Does the position require supervisory skills? If so, how many will report to this position? 

¶ What education and/or experience are needed to successfully accomplish the essential functions of the job?  

¶ How might military experience equate? 

¶ What licenses or certifications, if any, are required? 
 
 

 
 
 
 

 
Setting the Charge & Maintaining Confidentiality 

ADVERTISING (Click to return to top of the toolkit) 

The recruitment process is very competitive nationally. Developing a strong list of candidates is an important step to ŦƛƴŘƛƴƎ ǘƘŜ ΨōŜǎǘ ŦƛǘΩ your 
department/unit and Mason. In addition to the resources below, you should also consider networks and organizations specific to the industry of the 
position. Clarify the most appropriate advertising outlets to use in order to attract the most qualified applicants and successfully hire the best candidate. 
Need help selling Mason? Visit, Reasons to Work at Mason.  
 
Advertising Options 
 
Resources for Enhancing Diversity 
Ensuring that the applicant pool includes women and members of underrepresented groups is a major responsibility of the search committee. This section 
includes tips for working with organizations to identify and recruit stellar candidates from all backgrounds.  

Advertising Options ς Diversity Focus (List A) 
Advertising Options ς Diversity Focus (List B)  

External Resources 
Veteran Recruitment Resources 
Individuals with Disabilities Recruitment Resources                      
 

Tip:  ²Ŝ ŜƴŎƻǳǊŀƎŜ Ƨƻō ŘŜǎŎǊƛǇǘƛƻƴǎ ōŜ ǊŜǾƛŜǿŜŘ ŀƴƴǳŀƭƭȅ ǘƻ ŜƴǎǳǊŜ ǘƘŜȅ ŀǊŜ ŀŎŎǳǊŀǘŜ ŀƴŘ ǘǊǳŜ ǘƻ aŀǎƻƴΩǎ ƳƛǎǎƛƻƴΦ CƻǊ ŜȄŀƳǇƭŜΣ veteran 

candidates, who understand how their skills and experience can translate to the civilian workforce, are more likely to apply to our opportunities. In 
this spirit, please work with the Workforce Development Team regarding position creation, modification, and review prior to posting.  
 

http://hr.gmu.edu/employment/toolkit/docs/SettingTheChargeMaintainingConfidentiality.pdf
http://hr.gmu.edu/employment/reasons.php
http://hr.gmu.edu/eWork/AdOptions.pdf
http://hr.gmu.edu/employment/toolkit/docs/DiversityFocusedListA.pdf
http://hr.gmu.edu/employment/toolkit/docs/DiversityListB.pdf
http://hr.gmu.edu/employment/toolkit/docs/VeteransResources.pdf
http://hr.gmu.edu/employment/toolkit/docs/IndividualWithDisabilityResources.pdf
http://hr.gmu.edu/workforceplanning/
http://hr.gmu.edu/employment/docs/AQuickGuidetoCreatingaPosting.pdf
http://hr.gmu.edu/employment/toolkit/docs/PositionConversion.pdf
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Language for Ads and Announcements (Click to return to top of the toolkit) 

Advertisements and job announcements make a difference in who applies for our positions. The language and appearance of our ads should be considered 
as carefully as the job description itself.  For training on crafting the perfect advertisement, please contact the Talent Acquisition team jobs@gmu.edu. Also 
visit Posting Guidelines.  
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
Note: When appropriate, faculty positions should be advertised nationally.  
Electronic postings outside of The Chronicle of Higher Education are  
excellent supplements, but are not considered as a substitute for ads 
 in national print journals. 
 

 
 

 
 
 

ADVERTISEMENT FORMULA: 5 CRUCIAL ELEMENTS TO INCLUDE 
 

1. Position Title 
 

 

2. Introductory Paragraph w/ brief description of department 
The George Mason University, (Department) is looking for 
ŀƴ ŜƴǘƘǳǎƛŀǎǘƛŎ ŀƴŘ ŜƴŜǊƎŜǘƛŎ ǇŜǊǎƻƴ ŦƻǊ ŀΧΦ 
 

 

3. Position Summary 
¢Ƙƛǎ Ǉƻǎƛǘƛƻƴ ƛǎ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊΧΦ ŀƴŘ ǿƛƭƭ ǊŜǇƻǊǘ ǘƻΧ 
 

 

4. Required Qualifications (Knowledge, Skills and Abilities) 
!ǇǇƭƛŎŀƴǘǎ Ƴǳǎǘ ƘŀǾŜ ǘƘŜ ŀōƛƭƛǘȅΧΦ 
ΧΦΦ ƻǊ ŜǉǳƛǾŀƭŜƴǘ ŎƻƳōƛƴŀǘƛƻƴ ƻŦ ŜŘǳŎŀǘƛƻƴ ŀƴŘ ŜȄǇŜǊƛŜƴŎŜ 
 

 

5. Preferred Qualifications 
¢ƘŜ ŦƻƭƭƻǿƛƴƎ ŜŘǳŎŀǘƛƻƴ ŀƴŘκƻǊ ǎƪƛƭƭ ǎŜǘǎ ŀǊŜ ǇǊŜŦŜǊǊŜŘΧΦ 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:jobs@gmu.edu
http://hr.gmu.edu/eWork/postingguidelines.pdf
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Embrace diversity  
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SCREENING (Click to return to top of the toolkit) 

DURING THE SEARCH, it is crucial that the committee review each online application as well as the supplemental materials for that particular search. If 

candidates have not met the posting criteria or fail to attach the required materials, the committee reserves the right to not consider the applicant. This 
method must be applied to all applicants consistently. 
 
Determining Viable Candidates 
The search committee will screen candidates objectively using a matrix based on the required and preferred qualifications listed in the job announcement.  
 
Sample Matrix 1 
Sample Matrix 2 
 
 
 
Tip:  
 
 
Once the search committee has selected candidates who meet the minimum requirements, determine if preference to those who are  
state layoff employees or veterans is applicable.   
 
A member from the search must review the Applicant List report to determine if a Layoff or Veteran Candidate is in the applicant pool.  
Contact Human Resources and Payroll if you have any questions regarding the review and consideration of such.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Top CANDIDATE Characteristics 

¶ Organized and concise 

¶ Punctual and responsive 

¶ Prepared for interview 

¶ Speaks well 

¶ Enthusiastic 

¶ Interested in Mason  

¶ Poised and confident 

 

Top EMPLOYEE Characteristics 

¶ Learns Quickly  

¶ Committed  

¶ Strong Team Player 

¶ Highly Motivated to Work 

¶ Anticipates Problems 

¶ Solves Problems 

¶ Takes Initiative  

¶ Competent 

¶ Does Not Make Excuses  

 

Tip:  Creating a system for reviewing applications and resumes will help you improve your chances of including the most relevant candidates 

in your interview pool, including uncovering some hidden gems.  See Search Schedule Sample.  
 
 
 

http://hr.gmu.edu/forms/employment/SampleHiringMatrix.pdf
http://hr.gmu.edu/employment/toolkit/docs/Matrix.pdf
http://hr.gmu.edu/employment/docs/AQuickGuideForGuestUsers.pdf
http://hr.gmu.edu/employment/docs/AQuickGuideToViewingUpdatingApplicantStates.pdf
http://hr.gmu.edu/employment/docs/AQuickGuideToViewingUpdatingApplicantStates.pdf















































