Supervision

Selection Guide
Selection guides or scoring guides allow you to assess candidates according to the criteria you select. The criteria are developed from the job description as you prepare for the interview. The process is explained below.  
1. Identify desired skills, knowledge, attitudes and other characteristics for position. Do this by assessing job description, talking with supervisor and former employees in the position.

2. If necessary, weight these based on how important they are in a potential candidate. (I.e. Can someone be easily trained to do a task? Is there another employee who can assist until a new person is competent at a task? Are some criteria more important than others?) If this isn’t necessary, there does not need to be a weighting. 
3. Develop a scoring mechanism with which to rate applicants 

Examples:


1
2
3
4
5



Poor
Fair
Good
Very Good 
Excellent

Lacks a
Lacks

Meets

Somewhat 
Greatly 

Great deal
a bit



exceeds
exceeds
4. Allow a space for comments so the interviewer can write a justification for the score. 
EXAMPLE

	Criteria
	Weight
	Rating
	Score
	Comments

	Business degree
	20%
	5

	1.0
	

	Experience with supervision
	30%
	3
	0.9
	

	Ability to prioritize 
	20%
	4
	0.8
	

	Communication skills 


	10%
	5
	0.5
	

	Experience in industry


	20%
	2
	0.4
	







TOTAL: ____3.6______
Rating:


1 = Lacking much of what we’re looking for


2 = Somewhat meets what we’re looking for


3 = Just meets what we’re looking for


4 = Somewhat better than what we wanted


5 = Much better than what we wanted

For the Administrative Assistant job description, construct a scoring guide.
	Criteria
	Weight
	Rating
	Score
	Comments

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	 
	
	
	

	
	
	 
	
	


