


What to do when you have picked your top candidate from the competitive recruitment process and you know you aren’t able to make a “formal job offer to a candidate until after you have received notification from the Human Resource office.

1. SUPERVISOR
[bookmark: _GoBack]

Hello (Candidate name)—This is (Insert your name), with WA State Parks/(Insert Park Name).

I’m calling you about the Park Aide (or other job title they applied for) position you interviewed for at (insert park name).  I wanted to talk to you about the next steps of the process.  You are our top candidate for the position, but I cannot make a formal job offer to you UNTIL I receive approval through my chain of command.  But, I wanted to talk to you about the details of the position in order to submit my request for approval to hire you.

The position is scheduled to begin on X date and works X hours a week.  The work scheduled is X am to X pm Monday through Friday (Insert the appropriate work schedule & days off).  Would you be able to work this schedule?

The beginning pay for this position is X (step A of the Range)—  If the candidate requests a higher salary—just explain that you will need to receive approval to hire them above Step A.  Add it to the P-001 and state in the justification area—why you are requesting the pay above the minimum.

For example:  The candidate’s current/last salary is $    and they are requesting a higher salary.   You could also include if the person is relocating & if they have experience doing this type of work. NOTE: An appointment above the minimum is an exception to our salary determination policy.  The criteria used in determining if an appointment above the minimum is appropriate is:  recruiting and retention difficulties; exceptional education or other qualifications directly related to the duties of the position; prior salary or his or her salary requirements when other qualified candidates are limited or not available; and/or other documented business needs.  

You were provided a copy of the position description at the time of interview to review.  Based on the work activities identified, are you able to perform the duties of this position with or without accommodation?

Thank them and let them know you will submit your hiring request for approval and you contact as soon as you know.



	




