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Hiring Practices 

 
The knowledge and ability to assess applicantsô qualifications, conduct effective interviews, and 
make objective hiring decisions is critical. 
 
Good hiring practices allow us to: 
 

¶ hire efficiently in regard to both time and cost; 
 

¶ hire the best applicants; and  
 

¶ avoid claims of unlawful discrimination. 
 
Rice University has hiring policies and procedures that address statutory requirements, such as 
the Civil Rights Act, the Americans with Disabilities Act, the Texas Commission on Human 
Rights Act and others.  In addition, Rice University is an affirmative action/equal opportunity 
employer.  Our hiring policies and procedures ensure equal employment opportunities for all 
applicants, uniform reporting procedures, and compliance with federal and state laws and 
regulations. 
 
The Recruitment Team of the Human Resources Department offers consultant type services to 
hiring managers and assists the hiring manager in navigating the hiring process, identifying, and 
hiring the best applicants.  Recruiters are available to discuss search strategy, schedule 
interviews, and participate in interviews. 
 
 
 

Staff Hiring Process 

 
The on-line RICEWorks system (https://jobs.rice.edu/hr) is the tool used to:  

¶ maintain all staff job descriptions,  

¶ initiate postings for staff job vacancies, including those approved for affirmative action 
waiver (see pages 27 & 39 for more details on requesting a waiver to the posting 
requirement),  

¶ collect applicant pools for hiring managersô review, and  

¶ complete the hiring proposal/affirmative action review. 
 
Applicants view job openings at https://jobs.rice.edu  
 
Following is an overview of the staff hiring process.  More information on using RICEWorks may 
be found starting on page 33. 
 
 
 
 
 
 

https://jobs.rice.edu/hr
https://jobs.rice.edu/


 

3 / 67                            Rev. 08/05/11 

 

Preparing the Job Description & Posting Details 

 
To ñBegin a New Actionò in RICEWorks, the hiring manager will choose the appropriate action 
for the situation.  Action choices include: 
 

1. Create a New Position AND Post for Recruitment  
(For new position numbers ï never existed before!) 

 
2. Create a New Position WITHOUT Posting  

(For new position numbers ï never existed before!) 
 

3. Update or Reclassify Existing Position AND Post for Recruitment 
(Changes, big or small, to existing position numbers) 

 
4. Update or Reclassify Existing Position WITHOUT Posting 

(changes, big or small, to existing position numbers) 
 

5. Straight Replacement 
(no changes to job description; assumes need to post) 

 
 

 

The Job Description 

 
In preparation for the hiring process, the hiring manager must ensure that a current job 
description exists in RICEWorks. 
 
The job description is used throughout the entire hiring process and serves as the basis for: 

¶ grading the position in regards to classification, title, and grade, 

¶ preparing the job posting that applicants will view, 

¶ establishing interview questions and conducting the interview, 

¶ defining the physical requirements of the job, 

¶ explaining the job to applicants, and 

¶ communicating job expectations to new employees. 

 

 

 

 

TRAINING OPPORTUNITY!  The HR Training course, ñWriting Effective Job Descriptions,ò 
covers in depth the steps involved in writing and gaining approval of a job description.  
Scheduled times/dates are available on the HR Training website at http://training.rice.edu 

 
 
 

http://training.rice.edu/
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Posting Details on Requisition Tab 

 
By choosing an action in RICEWorks that includes posting, the hiring manager begins the 
search and recruitment process by indicating that the job should be posted and by providing 
details on the ñRequisitionò tab within the action. 
 
Key pieces of information that the department provides on the requisition tab are: 
 

¶ Department contact name, phone, and fax numbers (this should be the person with 
whom the staff recruiter will most closely communicate during the search) 

 

¶ Type of position and anticipated work schedule 
 

¶ How long the job should be posted for applicant review 
 

¶ Locations for outside advertisement 
 

¶ Preference for how to note hiring salary details 
 

¶ Specific questions to be asked of each applicant during the application process 

 
Posting the Job Vacancy & Recruiting Qualified Applicants 

 
Once the hiring manager has created a new job description, updated an existing description, or 
ensured that the description has not changed since last reviewed, the description and 
requisition details will be circulated in RICEWorks for necessary review and approval and then 
sent to HR/Compensation.  If the action chosen included posting, HR/Recruitment will post the 
job following Compensationôs review on the following: 
 

¶ Riceôs on-line job site, RICEWorks  

¶ Work In Texas (http://workintexas.com)  

¶ HigherEdJobs.com  (http://www.higheredjobs.com/) 

¶ Other advertising sites as indicated by the hiring manager in the requisition details in 
RICEWorks 

 
The minimum posting period for a position is 5 business days. 
 
The on-line posting will allow job postings to be viewed 24/7 around the world by anyone with 
access to a computer and the Internet.  For specific positions however, you might find it 
necessary to supplement the search with additional advertising.  There are numerous sources 
of potential applicants that can be tapped to build the applicant pool.  Several sources are listed 
below: 
 
Networking:  Networking remains the primary source for increasing an applicant pool.  Often 
the object of person-to-person networking is to reach candidates who are productively employed 
elsewhere.  Ask internal and external professional contacts if they can recommend someone in 
the field.  You may be able to identify potential applicants through networking with 
individuals/groups with similar academic/research interests and professional organizations.  

http://workintexas.com/
http://www.higheredjobs.com/
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Look for candidates who hold similar positions at other colleges/universities; let them know 
about the vacancy and ask for candidate recommendations. 
 
Outside Advertising:  Jobs are posted automatically on HigherEdJobs.com and Work in 
Texas, but hiring departments may decide to place advertisements in newspapers, academic 
journals, professional organization/subject group LIST SERVS, or other on-line career sites. 
 
Advertisements must mirror the details of the job posting on RICEWorks in regards to minimum 
qualifications, job details, salary, etc, and all applicants should be directed to RICEWorks to 
apply.  The cost of additional outside advertising must be paid for by the hiring department.  
Contact your HR Recruiter for assistance, price quotes, etc. 
 
 
Application Processing & Minimum Qualification Screening 

 

¶ To be considered for a position, an individual must complete an official application via 
RICEWorks (https://jobs.rice.edu) and apply to the specific position.  He/she may apply 
from any computer with Internet access, 24 hours a day, 7 days a week.  Internet linked 
computers are available at: 

 
o The Human Resources Office (26th floor, Suite 2600 of the Memorial Herman 

Medical Plaza at 6400 Fannin) 
 

o All area Texas WorkSource offices (over 30 locations in the greater Houston 
area) 

 
o Public libraries including Fondren Library on the Rice campus 
 

¶ At the time the job is posted, the HR Recruiter will establish qualifying questions for each 
position based on the minimum qualifications for the job.  Applicants who meet the 
minimum requirements will be referred to the hiring manager/department for review. 

¶ If an individual sends resumes/other materials to the department directly, they will not be 
considered until they have applied on-line.   

 
 

Applicant Inquiries 

 
Applicants may review the status of a position search on-line at any time.  Hiring managers/ 
departments receiving phone calls from applicants about the progress of the search and hiring 
decision should provide only general information and make no statements that may be 
interpreted as a contract for employment. 
 
Possible responses are: 
 

ñI am in the process of reviewing applications, and I anticipate that we will be calling 
applicants and scheduling interviews next week.ò 
 
ñI am currently completing interviews and anticipate making a recommendation for hire 
next week.ò 
ñNo decision has been made yet as weôre still reviewing applications.ò 

 

https://jobs.rice.edu/
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Identifying the Best Qualified Candidate 

 
It is the hiring managerôs responsibility to select the candidate that best meets the identified job 
criteria and ensure a diverse workforce in their specific area/department. 
 
Before beginning the applicant review process, review the job description and note the minimum 
requirements for the job. 
 
As the hiring manager begins the review of the applicant pool, it will not typically be feasible or 
desirable to interview all applicants.  When this is the case, it is often helpful to put together a 
hiring matrix to compare and contrast applicantsô knowledge, skills, and abilities, and to judge 
each applicant in the context of the job requirements.  See the following page for an example of 
a hiring matrix.  The matrix will help you narrow down the pool to the best-qualified candidates 
who should then be invited for interviews. 
 
Suggestions for reviewing applications and other documents are: 
 

¶ Review all applicable documents for the individual, including cover letter, resume and 
any other required items.  For positions requiring good communication skills, do not 
forget to review all documents for spelling, grammar, and writing style. 

¶ Screen out applicants who require a higher salary than is authorized for the position.  
Call them if there are any doubts about their salary requirements. 

¶ Check work experience for applicability to the position, length of time in each position, 
promotions or awards received, and reason for leaving each position. 

¶ Note the order of the material given on the resume.  What is noted first is generally what 
the applicant wishes to emphasize.  What is noted later or not noted is often revealing. 

¶ Note gaps in dates, but do not assume they were caused by negative reasons. 

¶ Look for overlapping dates or conflicting details. 

¶ Check educational background if required. 

¶ Note on a separate piece of paper any pertinent questions that arise when reviewing the 
resume/application and ask those during a telephone or face-to-face interview.  

 
When the hiring manager decides that the applicant pool is sufficient in size and quality, he/she 
should begin to focus on the interviewing process.  Hiring mangers are strongly encouraged to 
ñcloseò the position by removing the posting from the website at this time.  This will temporarily 
stop the flow of new applicants into the pool.  A posting can always be re-posted to the website 
for applicant review if necessary. 
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Planning the Interview 

 
Interviewing and selecting the best-qualified applicant are important responsibilities that the 
hiring manager performs in assisting and supporting the University in meeting its goals including 
the goals set out by the President in the Vision for the 2nd Century (V2C). 
 
When interviewers rely on their intuition as a basis for selecting candidates, poor hiring 
decisions are likely to result.  A well-planned and executed interview process provides a much 
more reliable method of choosing an applicant based on his/her ability to do the job. 
 
To conduct an interview that will be predictive of good job performance, it is crucial that the 
hiring manager spend sufficient time to plan the interview.  To plan an effective interview, the 
hiring manager should: 
 

¶ Review the job description and focus on the duties of the job. 

¶ Prepare interview questions based on job duties and requirements of the job that are 
documented in the job description. 

o Formulate questions that will evoke work-related, real life examples from the 
applicant.  

o Examples of behavioral based interview questions (questions that require the 
applicant to rely on past behavior to answer the question) are: 

Á Give me an example of é 

Á Tell me about a time when é. 

Á What did you do when é 

Á Describe a time/situation/experience é 

o Shape questions to avoid topics that could lead to discrimination claims. 

Á General topics to eliminate: race, color, national/ethnic origin, disability, 
sex, age, religion, sexual orientation, family/marital status, veteran status, 
arrest record, financial status, legal off-duty activities, and EEO-related 
information (prior claims, non-professional clubs and charities). 

Á Specifically, with disability-related questions, you cannot ask a 
candidate whether he/she has a disability or impairment that would 
prevent performance of the job.  You may ask all applicants if they can 
perform the job functions with or without reasonable accommodation, and 
you may ask them to demonstrate.  If an applicant indicates that he/she 
will need an accommodation to complete the job application/interview 
process, you may inquire as to the accommodation needed and obtain 
documentation of the disability. 

Á See page 9 for more information and samples of allowable and 
unallowable questions. 

¶ Decide who will interview the candidates.  It is suggested that the hiring manager involve 
other interviewers for a broader review of the applicant.  Additional interviewers are often 
work peers for this position, additional managers within the department, customers of 
this position, and/or individuals with whom this position works closely.  It is best to 
include both individuals from both inside and outside the department.  The HR Recruiter 
is also available for participating in interviews. 
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¶ Provide each interviewer with a copy of the job description, the interview questions 
(decide who is asking what), and a complete copy of each applicantôs documents 
(application, resume, and/or cover letter). 

¶ Arrange for an appropriate interviewing environment that is free from interruptions and is 
comfortable. 

¶ Invite the applicant to the interview; give specific details regarding time and location of 
interview.  Give details about where the applicant should park and confirm that the 
applicant has a name and phone number in case contact is needed prior to the 
interview.  

 

Sample Interview Questions 

 

¶ Tell me what you already know about this position. Why does this position interest you? 

¶ Describe a situation the candidate would encounter in the position, and ask the 
candidate how he/she would handle the situation. 

¶ What qualities/skills make you the best person for this position? What qualities/skills 
would you need to improve to excel in this position? 

¶ Describe your previous (current) position. What have you learned in that position that 
would contribute to your success in this position? 

¶ Describe a time when you were faced with problems or stresses at work that tested your 
coping skills.  What did you do? 

¶ Give an example of a time when you could not participate in a discussion or could not 
finish a task, because you did not have enough information.  What did you do? 

¶ Tell me about a time when you had to use your verbal communication skills in order to 
get a point across that was important to you. 

¶ Give an example of a time when you had to be relatively quick in coming to a decision.   

¶ Can you tell me about a job experience in which you had to speak up and tell other 
people what you thought or felt? 

¶ Give me an example of when you felt you were able to build motivation in your co-
workers or subordinates. 

¶ Tell me about a specific occasion when you conformed to policy even though you did not 
agree with it. 

¶ Describe a situation in which you felt it necessary to be very attentive and vigilant to your 
work environment. 

¶ Give an example of a time when you used your fact-finding skills to gain information 
needed to solve a problem, and then tell me how you analyzed the information and 
came to a decision.   

¶ Give me an example of an important work goal you had to set and tell me about your 
progress in reaching that goal. 
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¶ Describe the most significant document, report, or presentation that you have 
completed. 

¶ Give me an example of a time when you had to go above and beyond the call of duty in 
order to get a job done. 

¶ Give me an example of a time when you were able to communicate successfully with 
another person, even when that individual may not have personally liked you.   

¶ Describe a situation in which you were able to ñreadò another person effectively and 
guide your actions by your understanding of his/her individual needs or values. 

¶ What did you do in your last/current job to be effective with your organization and 
planning?  Be specific. 

¶ Describe the most creative work related project you have completed. 

¶ Describe a time when you felt it was necessary to modify or change your actions in order 
to respond to the needs of another person. 

¶ Give me an example of a time when you had to analyze another person or a situation 
carefully in order to be effective in guiding your action or decision.   

¶ What did you do in your last job to contribute toward a teamwork environment?  Be 
specific. 

¶ Give me an example of a problem you faced on the job and tell me how you solved it. 

¶ Describe a situation in which you were able to positively influence the actions of others 
in a desired direction. 

¶ Tell me about a situation in the past year in which you had to deal with a very upset 
customer or co-worker. 

¶ Describe a situation in which others within your organization depended on you. 

¶ Describe your most recent group or team effort. 

¶ Describe the worst customer or co-worker you have ever had and tell me how you dealt 
with him or her. 

 
 

Legal Considerations 

 
What interview questions can legally be asked of a job candidate?  What if the individual is 
pregnant, has a disability, or cannot work on specific days because of religious beliefs?  Below 
is a concise overview of federal laws on interviewing with particular focus on those with greatest 
complexity.  A chart at the end summarizes the issues and covers some additional areas.   
 
 
 
Disabilities 
 
As a general rule, employers may not ask questions during job interviews that are likely to elicit 
information about a disability.  It is best to begin with a job description that includes the essential 
functions of the position.  Interview questions should focus on how a candidate would perform 
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the job rather than whether the person has a disability.  After an employer makes a job offer, the 
employer can then ask questions that are more specific about a disability. However, the scope 
of questioning during the interview process is strictly limited, as these examples illustrate.  

Donôt Ask 

¶ What is the nature of your disability and what limitations does it place on you? (if the 
disability is obvious) 

¶ Do you have a disability? (if no disability is obvious) 

¶ Do you need a reasonable accommodation to perform this job? 

¶ Have you ever been injured on the job? 

¶ Have you ever filed a workersô compensation claim? 

¶ What medications are you currently taking? 

¶ Have you ever been addicted to drugs or treated for drug addiction? 

Okay to Ask 

¶ How would you go about performing this job? 

¶ Will you be able to perform all of the job assignments for this position in a safe manner? 

¶ Can you meet the attendance requirements of this job? 

¶ Do you have all of the licenses and certifications required for this job? 
 
Sex and Family Matters 
 
Because of a long history of discrimination against women in the workplace, Congress passed 
numerous laws that prohibit questions about sex, family status, or pregnancy during the 
interviewing process.  Interviewers should not limit specific questions to male or female 
candidates only.  For example, it is permissible to ask candidates if they are willing to travel for 
work, but it is illegal to ask that question of female applicants only. 
  
Donôt Ask 
  
¶ Are you married? 

¶ How many children do you have? 

¶ What is your child-care arrangement? 

¶ Are you planning to start a family in the near future? 

¶ Do you have a spouse who would need relocation assistance if you were offered this job? 
  
 
Okay to Ask 
  
¶ Do you anticipate any absences from work on a regular basis? 

¶ Do you have any responsibilities or commitments that will prevent you from 
meeting specified work schedules? 
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Age 
 
While it is legitimate for an employer to consider job candidatesô experience, the employer may 
not consider age unless there is a legal minimum, such as a position serving alcohol.  Legal 
maximum ages, such as the one for commercial airline pilots, are very rare and seldom apply to 
educational institutions.  In addition, be careful not to make stray comments in an interview such 
as ñwe are looking for new blood,ò which may suggest age bias. 
 
Donôt Ask 
  
¶ What is your date of birth? 

¶ What year did you graduate from high school? 

¶ At what age do you plan to retire? 
  
Okay to Ask 
  
¶ If you were offered this position, could you establish that you meet the legal age minimum? 

¶ How long do you intend to stay in the position you are seeking? 
 
National Origin and Citizenship 
 
An institution may not discriminate in hiring on the basis of national origin.  However, it may ask 
whether a candidate is legally eligible to work in the United States.  If English is not an 
applicantôs first language, the institution may consider whether the individual speaks, 
understands, and reads English well enough to perform the positionôs essential functions. 
  
Donôt Ask 
 
¶ Where were you born? 

¶ What is the origin of your last name? 

¶ What is your native language? 

¶ Are you a U.S. citizen? 
 
  
Okay to Ask 
  
¶ If offered this position, could you provide verification of your right to work in the United 

States? 

¶ Do you speak languages other than English that might be helpful in performing this job?                                           
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Basic Interview Guidelines Under Federal Law 

 

 ITEM AVOID PERMISSIBLE  

AGE Age, birth certificate, date 
of high school or college 
graduation.  

Whether candidate meets minimum or 
maximum age requirement that is a 
bona fide occupational qualification. 

ALCOHOL OR 
DRUG USE 

Whether candidate is an 
alcoholic or has been 
addicted to drugs in the 
past. 

Whether candidate currently uses 
illegal drugs or has used illegal drugs 
in the past. 

ARREST 
RECORD 

Inquiries about arrests. None (may have a disparate impact on 
certain minority groups). 

CITIZENSHIP Whether candidate is a 
U.S. citizen. 

Whether candidate is legally eligible to 
work in the U.S. 

CONVICTION 
RECORD 

Inquiries relating to 
convictions that are not 
relevant to the job being 
applied for.  

Convictions that reasonably relate to 
performing the job in question. 
Consider the nature and number of 
convictions, facts surrounding each 
offense, and length of time since the 
last conviction. 

DISABILITIES Questions designed to 
elicit information about a 
disability. 

How candidate would perform the job 
and whether the candidate could 
perform the job with or without 
accommodation. 

HEIGHT OR 
WEIGHT 
REQUIREMENTS 

Height or weight 
requirements not related 
to job. 

Height or weight requirements 
necessary for the job. 

MARITAL AND 
FAMILY STATUS 

Questions about marital 
status, childcare, number 
of children, or pregnancy. 

Questions about whether candidate 
can meet work schedule. Ask all 
questions to candidates of both sexes. 

NAME Inquiries about national 
origin, ancestry, or prior 
marital status. 

Whether candidate has ever worked 
under a different name. 

NATIONAL 
ORIGIN 

Lineage, ancestry, 
descent, native language, 
birthplace, and national 
origin of spouse or 
parents.  

Whether candidate is legally eligible to 
work in the U.S. and can communicate 
well enough to perform the jobôs 
essential functions. 

RACE OR COLOR Complexion or color of 
skin. 

None. 

RELIGION Religious preference or 
affiliation, except at 

Whether candidate can meet the work 
schedule with reasonable 
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religiously affiliated 
institutions when hiring 
faculty or ministerial 
positions that further the 
institutionôs religious 
mission. 

accommodation, if necessary. 

SEX Candidateôs sex, where 
sex is not a bona fide 
occupational qualification. 

Candidateôs sex, where it is a bona 
fide occupational qualification, such as 
actor, actress, or locker room 
attendant. 

 

 
Conducting the Interview 

 

Telephone Interviews 

 
Telephone interviews are a good tool to use to find out more about applicants on a high level 
and provide more information to narrow the pool further.  If the group of top candidates is small 
enough to allow face-to-face interviews for all, then a phone interview may not be helpful. 
 
In a telephone interview, the hiring manager will call the applicant directly.  When calling,  
 

¶ Confirm that this is a good time to talk.  If not schedule a mutually acceptable time to 
talk. 

¶ Briefly describe the position, hours, salary range, and ask if candidate is still interested in 
being considered. 

¶ If so, proceed to asking pertinent questions.  

 

On Campus Interviews 

 
The key to an effective interview is careful listening combined with good questions.  Interviewers 
should encourage and guide the applicant to share job related facts, details and examples in 
response to questions. 
 
A common error of ineffective interviewers is to concentrate on the questions they intend to ask 
next and not listen to what the applicant is saying.  Interviewers ideally should not talk more 
than 20% of the time.  The interviewerôs job is to listen and evaluate. 
 
Interview Format 
 

¶ Confirm room is comfortable and free from distractions. 
 

¶ Confirm that all interviewers have all documents (job description, questions, applicantôs 
application, and resume/cover letter). 

 

¶ Explain the purpose of the interview to the applicant and set the agenda.  This will help 
applicants relax and know what to expect. 
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¶ Ask questions, listen, and gather information based on the job duties of the position 
 

¶ Take notes regarding the applicantôs responses.  Taking notes helps to ensure accuracy 
and often reassures applicants that the interviewers are interested and listening.  Prior to 
beginning the interview, explain that notes will be taken and why.  Notes should be job 
related and should not contain any information that is not job related.   

 

¶ After the questions have been asked, describe the job and the organization to the 
applicant.  Describing the job and the ideal candidate earlier in the interview may 
inadvertently coach applicants on how they should respond to questions. 

 

¶ When describing the job, the interviewers should provide accurate and sufficient positive 
and negative facts about the position, department, promotional opportunities, etc. to 
enable the applicant to make an informed decision about the job.  The interviewers 
should avoid any comments that might mislead the applicant into misinterpreting the 
information as a promise of employment.   

 

¶ Give applicants a chance to ask questions about the job and performance expectations. 
 

¶ Close the interview by letting applicants know what to expect as the next step.  For 
example: ñWe still have several more interviews to conduct, which we anticipate 
completing next week.  We probably will be making a final recommendation by the end 
of the following week.ò 

 
Interview Tips 
 
V Let the Applicant Do the Talking 
 

An interviewer can use the following techniques to encourage applicants to more fully 
and freely express themselves during the interview: 
 

Encourage: ñHmmm,ò  ñI see,ò  ñTell me Moreò 

Silence: A deliberate pause while waiting for the other person to 
speak or respond to a question. 

Mirroring: Acknowledge the applicantôs feelings, match their 
pacing, tone of voice, and body language. 

Process Check: Occasional interruptions in the conversation to confirm 
that the interviewer and interviewee understand each 
other. 

Restating: Repeating what the applicant has said in different words. 

Applicantôs Name: Using the applicantôs name encourages trust and 
disclosure. 

Non-verbal: Eye contact, nodding, smiling, etc. 
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V Help the Candidate Feel at Ease 
Avoid putting the applicant under any additional stress by asking questions that put them 
on the defensive.  Show sincere interest in learning about their qualifications for the job 
and a willingness to spend the time exchanging information.  First  impressions are 
important for both the applicant and the interviewer.  The impression formed by the 
applicant at the interview will probably influence whether they accept job offers later. 

 
V Avoid Leading Questions 

When planning the questions for the interview, avoid questions that ñgive awayò the 
desired answer.  For example:  ñIôm sure youôre proficient in Excel, right?,ò or ñThis 
position requires a lot of team work; do you like working in teams?ò  Questions asked in 
this way tell the applicant exactly what the interviewer wants to hear. 
 

V Donôt Prime the Pump! 
Similar to leading questions, ñpriming the pumpò involves describing the position and the 
skills needed for the job before the interview questions begin.  The position should be 
described at the end of the interview. 

 
V Avoid the Halo Effect 

Good first impressions that linger after the interview are called the ñhalo effect.ò  
Research shows that interviewers tend to mistake ñcharmò for ñcompetence.ò  
Interviewers should focus on the candidateôs answers rather than on ñgut feelings.ò  
Doing this will help avoid the ñhalo effect.ò 

 
V Promises, Promises 

Interviewers should not make promises they cannot keep.  Employment offers are made 
by the HR Recruiter after a hiring proposal has been approved by the 
department/division, Affirmative Action and Human Resources. 

 
 
 
 

TRAINING OPPORTUNITY!   If you would like to learn more about interviewing and refine 
your interviewing skills, then check out the ñInterviewing: More Than a Gut Feelingò training 
session offered by HR Training.  Scheduled times/dates are available on the training 
website at:  http://training.rice.edu/trainingcourses.cfm 

 
 
 
 
 
 
 
 
 
 
 
 
 

http://training.rice.edu/trainingcourses.cfm
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The Hiring Decision 

 
Reference Checking 

 

¶ If your final applicant is a current or former Rice employee, hiring managers are highly 
encouraged to contact the Director of Employee Relations and schedule a time to review 
the applicantôs personnel file. 

¶ At least two (2) telephone references are recommended for the selected applicant.  
Phone references should be made prior to the beginning of the hiring proposal. 

¶ The applicantôs certification of their Rice employment application gives consent for hiring 
managers to check references with former employers.  However, do not put anyoneôs 
current job in jeopardy by calling for references without letting the candidate know that 
they are a top candidate and you will need to contact their current employer. 

¶ Questions should not be asked that are not job-related and that might fall under the EEO 
discriminatory practice areas, such as questions regarding sex, race, color, national 
origin, disability, or religion. 

¶ References should be checked for the applicantôs most recent employers.  Hiring 
managers may also want to contact employers for whom the applicant worked the 
longest in a related position. 

¶ If an unsatisfactory reference is received, the hiring manager should contact another 
reference. 

¶ If the reference indicates that the individual would not be eligible for rehire, the hiring 
manager will want to consider removing the candidate from further consideration. 

¶ If phone numbers are not indicated on the application, the hiring manger should ask the 
applicant to provide the contact information. 

¶ The applicant should not be told that references are being checked because they have 
been chosen for the job.  The applicant should be told that the applicant is being 
considered or is one of the final candidates. 

¶ Do not accept references from friends, relatives, or individuals who have not had the 
opportunity to observe job related performance. 

¶ Written letters of reference may be supplied by the applicant, but should not substitute 
for telephone contacts. 

¶ Problem areas or responses should be noted and reviewed carefully to determine if 
these findings indicate issues that will affect job performance in the position. 

 

Determining Whom to Hire 

When making the final hiring decision, the hiring manager should consider only the job related 
criteria.  Gathering, integrating, and evaluating interview information includes identifying the 
applicantôs specific knowledge, skills, and abilities and judging them in the context of the job 
requirements.  Interview findings, in conjunction with other information gathered during the 
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review process (application/resume details, reference checks, cover letters, writing samples, 
etc.) should form the basis for the final decision.  
 
The responsibility of the hiring manager is to select the individual who best meets the 
identified job criteria. 
 

Finalizing the Hire 

 
Following a selection decision, the hiring manager should: 
 

¶ Move the selected candidate (in RICEWorks) to a status of ñRecommend for Hire.ò 

¶ Confirm that all other applicants are at a final status that indicates they are no longer 
in consideration and that the appropriate non-selection reason is indicated for each 
candidate. 

¶ Confirm that the posting is at a status of ñRemoved from Web.ò 

¶ Begin the Hiring Proposal for the selected candidate. 
 
 
Hiring Proposal/Affirmative Action Packet 

 
Rice University is an Affirmative Action employer and seeks to attract qualified individuals of 
diverse backgrounds to its faculty, staff and student body.  Accordingly, Rice University does not 
discriminate against any individual based on race, color, religion, sex, sexual orientation, gender 
identity, national or ethnic origin, ancestry, age, disability, or veteran status in its admissions, its 
educational programs, or employment of faculty or staff.  The University takes affirmative action 
in employment by recruiting, hiring, and advancing women, members of minority groups, 
individuals with disabilities, Vietnam era veterans, and special disabled veterans. 
 
The Director of Affirmative Action and Equal Employment Opportunity Programs is responsible 
for administering these programs, and reports directly to the President of the University.  The 
AA/EEO office develops and maintains a systematic procedure of reporting and monitoring to 
ensure full compliance with this policy. 
 
In order to facilitate the AA/EEO officeôs task of gathering and reporting employment-related 
information, hiring managers complete the hiring proposal/Affirmative Action packet at the 
conclusion of an employment search. 
 
This packet also provides the HR Recruiter with complete information (suggested hiring salary 
and start date) so that an employment offer can be extended. 
 
To begin and complete the hiring proposal, the hiring manager will: 

¶ ñBegin Hiring Proposalò in RICEWorks, 

¶ Complete the information regarding start date and salary, 

¶ Update the final candidateôs address and phone number (if they are aware that it has 
changed since the beginning of the search), 

¶ Fill in complete funding details (fund/org/account) for the salary, 
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¶ Submit the proposal for review. 

 

Required review/approvals include and follow the order of: 

¶ Final department/division review by a Level 2 RICEWorks user, 

¶ Affirmative Action, and then 

¶ Human Resources/Recruitment. 

 

The Job Offer 

 

¶ The offer of staff employment may only be made by your HR Recruiter or another 
member of the recruitment team in their absence. 

¶ This ensures that consistent language is used and a consistent message is delivered to 
all successful candidates.  The only exception to this is for job offers for postdoctoral 
research fellows/associates.  Job offers for these positions are handled through the 
appropriate Deanôs office. 

¶ Once the approved Hiring Proposal/Affirmative Action Packet has been received in the 
Human Resources Office, your HR Recruiter will work with the final candidate to make 
the job offer, and if accepted, finalize details for employment, including start date and 
final salary.  

 

Wrapping It All Up 

 
After the offer is accepted,  

 

¶ The recruiter will send a written offer letter (see sample letters starting on page 21) to 
the final candidate and initiate a criminal history check. 

¶ The recruiter will also establish a preliminary record in Banner that will feed the selected 
individualôs data to IT.  This in turn will create an IT Net ID account, including e-mail 
address, for the new employee.  Assuming the start date is more than 72 hours from 
time of job offer acceptance, the applicant will be able to activate the account on his/her 
first day of work by going to http://apply.rice.edu and activating the pre-generated 
account. 

¶ An e-mail will be sent to all Level 1 & 2 Users associated with the particular posting.  The 
e-mail will include: 

o Notification of the offer acceptance,  

o Information regarding the agreed upon start date, salary, and new hire orientation 
date, 

o Reminder to print out and complete the Personnel Action Form (PAF) that has 
been started in RICEWorks (see page 25 for a copy of a PAF). 

¶ Notes on completing the top section of the PAF.  If the employee is: 

o new to Rice (has never worked here before), check the ñNew Hireò box on the 
ñEmploymentò line in the top box of the form. 

http://apply.rice.edu/
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o has worked at Rice before, check the ñRehireò box on the ñEmploymentò line in 
the top box of the form. 

o moving to your department from another department at Rice, check the 
ñTransferò box on the ñEmploymentò line in the top box of the form. 

¶ Once completed fully, the PAF should be circulated for approval signatures and sent 
directly to HR Services at MS 92 (26th floor, Suite 2600 of the Memorial Herman Medical 
Plaza at 6400 Fannin). The PAF is required to get an employee on the payroll and 
needs to be sent as quickly as possible.  If a payroll deadline is not met, pay will 
occur on the next payroll cycle. 

¶ Non-selected applicants will be able to view the status of the job on-line and see that it 
has been filled.  Individuals who interviewed for the job and who were moved to a final 
status of ñInterviewed, not hired ï Send e-mailò by the hiring manager will receive an e-
mail thanking them for their participation in the search and informing them that the 
position has now been filled. 
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Sample Offer Letter: Exempt Position  

 

DATE 
 
NAME 
ADDRESS 
CITY, STATE ZIP 
 
 
Dear NAME,  
 
On behalf of Rice University, I am pleased to offer you the position of TITLE in the 
department of DEPARTMENT NAME beginning START DATE. This is a FULL-TIME 
OR PART-TIME, BENEFITS ELIGIBLE OR INELIGIBLE staff position. This position is 
exempt and is not eligible for overtime pay. Your monthly salary will be $X, XXX/month 
which if annualized would be $XX, XXX. On behalf of Human Resources, I am pleased 
to welcome you to Rice University and hope you will find employment with Rice to be 
both a rewarding and exciting experience. 
 
On or before your first day of employment, please visit the Human Resources office 
to complete your new hire documents and to receive information about signing up for 
benefits, if eligible. The office is located on the 26th floor, Suite 2600 of the Memorial 
Herman Medical Plaza (6400 Fannin) directly across the street from the Rice University 
campus at entrance 3 at the intersection of Main Street and Cambridge (formerly named 
MacGregor Drive). Completion of new hire documents is a necessary step towards 
receiving pay and benefits, as well as obtaining a Rice identification card, parking permit 
and e-mail account. These documents include the federally required Department of 
Homeland Security employment eligibility verification form (I-9), so please be sure to bring 
with you two (2) forms of current, unexpired identification including any documents 
relating to United States work authorization. You are also required to provide an 
original copy of your Social Security card as the Social Security Administration requires 
it for verification of name and number to ensure that your earnings are reported correctly, 
and (if not already provided) a copy of this letter showing your signature. 
 
Please refer to the Rice website, http://benefits.rice.edu for information pertaining to Rice's 
benefits. Your benefits and other aspects of your employment are governed by Rice 
University policies. If you are benefits eligible, enrollment in benefits programs for which you 
are eligible must be completed within the first thirty-one (31) days of your employment, or 
you must wait until the next open enrollment period. It is important to note that selected 
benefits are effective the first day of the month following benefit enrollment, not on the first 
day of work 
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If you agree to accept this position and the conditions of employment, please sign and 
date this letter where indicated below and return it, or a copy of it, to the Human 
Resources office located on or before your first day of employment. If you have 
any questions, please do not hesitate to contact me at (713) 348-XXXX. In addition, you 
are scheduled to attend new employee orientation on DATE. The orientation program 
and campus walking tour entails walking up steps, prolonged walking on campus, and 
sitting for extended periods of time. We strive to make new employee orientation a positive 
and welcoming experience. If you require assistance with any part of the orientation 
program, please contact Wiley Bennett at 713-348-4091 or wbennett@rice.edu so that 
special arrangements or necessary accommodations can be provided. Further information 
regarding the orientation program will be forth coming. 

 
 
Welcome to Rice University. You are joining a winning team with a long and rich 
tradition of excellence in teaching, research and service to the community. 
 
Sincerely,  
 
 
 
 
 
NAME 
Staff Recruiter 
 
 
 
 
 
 
I hereby accept and agree to Rice Universityôs employment offer as described in this 
letter. I understand and agree that this offer does not constitute an employment 
contract, nor does it carry tenure or an expectation of tenure. I am aware that Texas is 
an ñat willò employment state and that my employment with Rice University may be 
terminated, either by my employer or me at anytime, for any reason, with or without 
notice. A condition of my employment is proof of my legal status to work in the United 
States as required by the US Department Homeland Security and successful 
completion of a background check, since this position is security sensitive as defined 
under the Texas Education Code. 
 
 
 
 
 
______________________________________________________________________ 
Signature                                                                                  Date 
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Sample Offer Letter: Non-Exempt Position 

 
 
DATE 
 
 
NAME 
ADDRESSS 
CITY, STATE ZIP 
 
 
Dear NAME, 
 
On behalf of Rice University, I am pleased to offer you the position of TITLE in the 
department of DEPARTMENT beginning DATE. This is a FULL OR PART TIME, XX 
hours per week, BENEFITS ELIGIBLE OR INELIGIBLE staff position. This position is 
non-exempt and is eligible for overtime pay. Your hourly rate is $X. XX/hour which if 
annualized would be $XX, XXX. On behalf of Human Resources, I am pleased to 
welcome you to Rice University and hope you will find employment with Rice to be both 
a rewarding and exciting experience. 
 
On or before your first day of employment, please visit the Human Resources office 
to complete your new hire documents and to receive information about signing up for 
benefits, if eligible. The office is located on the 26th floor, Suite 2600 of the Memorial 
Herman Medical Plaza (6400 Fannin) directly across the street from the Rice University 
campus at entrance 3 at the intersection of Main Street and Cambridge (formerly named 
MacGregor Drive). Completion of new hire documents is a necessary step towards 
receiving pay and benefits, as well as obtaining a Rice identification card, parking permit 
and e-mail account. These documents include the federally required Department of 
Homeland Security employment eligibility verification form (I-9), so please be sure to bring 
with you two (2) forms of current, unexpired identification including any documents 
relating to United States work authorization. You are also required to provide an 
original copy of your Social Security card as the Social Security Administration requires 
it for verification of name and number to ensure that your earnings are reported correctly, 
and (if not already provided) a copy of this letter showing your signature. 
 
Please refer to the Rice website, http://benefits.rice.edu for information pertaining to Rice's 
benefits. Your benefits and other aspects of your employment are governed by Rice 
University policies. If you are benefits eligible, enrollment in benefits programs for which you 
are eligible must be completed within the first thirty-one (31) days of your employment, or 
you must wait until the next open enrollment period. It is important to note that selected 
benefits are effective the first day of the month following benefit enrollment, not on the first 
day of work. 
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If you agree to accept this position and the conditions of employment, please sign and 
date this letter where indicated below and return it, or a copy of it, to the Human 
Resources office located on or before your first day of employment. If you have 
any questions, please do not hesitate to contact me at (713) 348-XXXX. In addition, you 
are scheduled to attend new employee orientation on DATE. The orientation program 
and campus walking tour entails walking up steps, prolonged walking on campus, and 
sitting for extended periods of time. We strive to make new employee orientation a positive 
and welcoming experience. If you require assistance with any part of the orientation 
program, please contact Wiley Bennett at 713-348-4091 or wbennett@rice.edu so that 
special arrangements or necessary accommodations can be provided. Further information 
regarding the orientation program will be forth coming. 
 

Welcome to Rice University. You are joining a winning team with a long and rich 
tradition of excellence in teaching, research and service to the community. 
 
Sincerely,  
 
 
 
 
 
NAME 
Staff Recruiter 
 
 
 
 
 
 
I hereby accept and agree to Rice Universityôs employment offer as described in this 
letter. I understand and agree that this offer does not constitute an employment 
contract, nor does it carry tenure or an expectation of tenure. I am aware that Texas is 
an ñat willò employment state and that my employment with Rice University may be 
terminated, either by my employer or me at anytime, for any reason, with or without 
notice. A condition of my employment is proof of my legal status to work in the United 
States as required by the US Department Homeland Security and successful 
completion of a background check, since this position is security sensitive as defined 
under the Texas Education Code. 
 
 
 
 
 
______________________________________________________________________ 
Signature                                                                                  Date 
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Sample Personnel Action Form 

 

 


