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00Introduction
Recruitment is the process of identifying a pool of qualified individuals to apply for 
job openings in an organization, which includes planning recruitment strategies, 
identifying recruiting sources, and developing job postings or ads. In contrast, 
selection is the process of collecting and evaluating information about the pool of 
applicants identified through recruitment. Selection decisions include hiring a new 
employee to their first position in an organization; selecting an existing employee 
for a different position in the organization; promoting an existing employee to 
management; and making an inline promotion to reward an employee’s increased 
proficiency, skills, and added value to the organization.

Below are best practices aimed at ensuring fair, equitable, and job-related 
employment decisions with a special focus on minimizing bias and promoting 
objectivity in recruitment and selection. 1 

01Recruitment
	� Use clear, inclusive, and bias-free language in job postings. Avoid words and 

phrases that give preference to, or exclude, qualified applicants of a specific 
gender, race, ethnicity, age, religion, disability, or other protected characteristic.

	� Post only the competencies and qualifications truly necessary for a position. Be 
sure to differentiate between required and preferred skills and capabilities.

	� Use data-driven recruiting practices to increase workforce diversity. Collect and 
analyze data on the demographics of qualified candidates and employees to 
detect and address gaps in representation.

	� Target recruitment sources for identifying qualified diverse applicants, including 
networks and communities where diverse candidates engage, e.g., job boards 
for people of color or professional societies such as the Society of Hispanic 
Professional Engineers.

	� Consider the use of non-traditional recruitment techniques, e.g., reach out to 
passive candidates, widen the geographic focus for a job, or rethink the schools 
targeted for campus recruiting.

	� Provide career development opportunities for current employees by posting job 
openings both internally and externally.

1 See Babcock, 2017; Campion & Palmer, 1997; Campion, et al., 1988; Derous & Ryan, 2019; DuBois, 2015; 
Guion, 1991; Harris, 1989; Heilman & Caleo, 2018; Huffcutt & Arthur, 1994; Johnson, et al., 2016; Koch, et 
al., 2015; Maurer, 2015; Mocanu, 2023; Pursell, et al., 1980; and Roberson, et al., 2020.
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A selection procedure refers to 
any process or technique used 
as the basis for any employment 
decision.

Examples include structured and 
unstructured interviews, paper-
and-pencil tests, assessment 
centers, physical ability tests, 
internet-based tests, artificial 
intelligence-based assessments, 
personality inventories, 
educational and work experience 
requirements, and criminal 
background checks.

02Screening Resumes

03Evaluating Candidates for Hire and 
Promotion

	� Look past traditional degrees and education. 

	– Unless a job has an established career path, focus on applicants’ proficiency 
and potential rather than education and experience.

	– Recognize multiple paths to acquiring the skills and capabilities needed to 
learn/perform a given job and develop minimum qualifications for screening 
applicants accordingly.

	� Adopt blind recruitment by removing potentially biasing details from resumes 
prior to screening (e.g., gender, race/ethnicity, age, university).

	� Ensure all candidates forwarded to the next stage of the selection process meet 
predefined, job-related minimum qualifications.

	� Review and expand the list of candidates on interview slates, as necessary, 
to ensure the inclusion of qualified candidates from underrepresented 
backgrounds or perspectives.

	� Conduct a job analysis to identify the skills, experiences, and 
competencies directly related to successful performance in the 
job in question.

	� Use valid selection procedures that target the skills, experiences, 
and/or competencies needed for successful job performance.

	� Use the same selection procedures and evaluation criteria to 
assess all candidates for a given job opening.

	� Lessen hiring manager discretion by building structure into 
selection procedures and using standard evaluation criteria.

	� Train recruiters, hiring managers and search committees 
in equal employment opportunity law, rating errors and 
individual biases.
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04Conducting Interviews
	� Develop interview questions and evaluation standards based on a systematic job analysis.

	� Use behavioral evaluation standards that define levels of performance associated with a 
given rating.

	� Train interviewers in proper interview administration and scoring procedures.

	� Provide interviewers with information about a job prior to conducting interviews to ensure a 
common framework.

	� Administer the interview process consistently across all candidates for a specific job opening 
by asking the same questions and using the same criteria to evaluate their responses.

	� Use multiple interviewers to record and rate candidate responses, including protected class 
interviewers to ensure diverse inputs.

	� Have interviewers assess candidates’ proficiency on each competency the interview is 
intended to measure versus having the interviewers simply make a holistic judgment about 
the candidates’ interview performance.

	� Combine individual competency ratings into an overall indicator of each candidate’s 
performance in the interview.

05Making Promotions
	� Avoid a “tap on the shoulder” approach to identifying employees for promotional 

opportunities; instead post all open positions.

	� Determine and communicate the minimum criteria for advancement to leadership positions.

	� Avoid over-reliance on records of past performance when identifying future leaders; instead 
focus on assessing the capabilities and potential required for future success as a leader.

06Other Best Practices
	� Conduct adverse impact analyses on a regular basis to identify selection processes and 

procedures that adversely affect one group of people of a protected characteristic more 
than another.

	� Monitor hiring and promotion decisions to ensure consistent use of selection procedures 
and adherence to evaluation criteria.
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