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Identify Hiring 
Need 

•Hiring Managers 
communicate 
hiring needs to  
HR Specialist.  

•Obtains AFO 
approval to hire, if 
budget is 
available and 
works on 
necessary paper 
work for 
requisition. 

Job is Posted 

•Once DOEE and 
the OCFO has 
approved the 
request, the 
Hiring Specialist 
posts the job on 
DCHR's website. 

•Hiring Managers 
can forward  the 
job posting to 
groups and/or 
other job portals. 

Rank and Rate 
Candidates 

•The HR Specialist 
reviews all "Highly 
Qualified" 
candidates to 
ensure that the 
qualifications 
noted in the  
application match 
the qualifications 
noted on the 
resume. 

Interview 
Candidates 

•HR Specialist, 
Hiring Manager, 
and member(s) of 
the interview 
panel interview 
"Highly 
Qualified"candida
tes for the 
position. 

Suitability 
Testing 

•Once a successful 
candidate has 
been selected, the 
HR Specialist will 
forward the 
candidate's 
evaluation to 
DCHR. DCHR 
reviews the 
information and 
screens for 
general suitability.  

11B 
Compensation/Res
idency review 

•Candidates 
offered a salary 
over 90K, a 
position at Step 5 
or above, or those 
selected over a 
District resident 
must undergo an 
additional review 
process.  DCHR 
undertakes this 
review. 

Offer Extended 

•Offer letter is 
extended to 
candidate. 
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Identifying the 
Need for a New 

Position 

Identify the Need for a New Position 

Before discussing your need to hire with DOEE’s Human Resources Specialist, it would be helpful to ask 
yourself the following questions:  

- Do I need this position? Can existing staff take on these responsibilities (if they aren’t already)? 

- What roles and responsibilities would this new recruit have?  

- What grade level should I hire? 

- Do I have the funding required to hire for this position this fiscal year? 

- Do I have a position number available to hire for this position? 

- Would this role require special certifications or training (e.g. background check, valid driver’s 
license, inspector certifications, etc…)? 

Discuss Need with Human Resources (HR) & Office of Chief 
Financial Officer (OCFO) 

Talk to HR about the position. HR will help you identify the documents needed to hire and advise you on 
next steps. HR will also work with you to identify the correct Job Specs for the new employee. 
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Be prepared to answer the following questions:  

- Do you have the budget to take on a new employee? 

- What roles/responsibilities will this new employee be taking on? 

- What is the proposed salary/grade for this new employee? 

- Do you have a position number available to hire for this new position? 

Talk to the Agency Fiscal Officer or the Agency Budget Officer to ensure that you have funding for this 
new position. Know the “max” salary/grade that you can offer to the new recruit.  Finally, identify a 
position number for this new recruit. 

Prepare Documentation Required for Hiring Package 

Be prepared to complete the following for the hiring package: 

- Justification to Hire Memo (See Attachment 1 for form and example) 

- Form 52  (See Attachment 2 for form and example) 

- Interview Questions: In order to post a new position online, you must develop a specific question 
set for all candidates to complete online as part of their application (multiple choice or text 
entries).  

- For each position, managers must submit three to five multiple choice questions with five 
answers each; a total of 40 points.  

- Each question should have a title of no more than 80 characters including spaces, 
question text of unlimited length, and answers of no more than 200 characters including 
spaces.  

- Please be sure to limit your questions according to the character/space limit to ensure an 
efficient recruitment process. Additionally, managers may submit up to three open-ended 
text questions. Examples of questions can be found in Attachment 3.  

Help Spread the Word about the Job Posting 

A variety of recruiting sources (both internally and externally) should be utilized to attract DOEE 
candidates. Every effort should be made to conduct a thorough search by advertising widely before filling 
a position.  
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Your HR Specialist will post the job on the DCHR website (and on LinkedIn if requested/needed), but you 
can do a lot to help advertise for this position on other recruiting sites.  For instance, you can post the link 
to this job posting in alumni job boards, send the job posting to environmental organizations of which you 
are a member, and send to colleagues to spread the word about the position.  It is recommended that 
you also make a request to the Office of Community Relations (OCR) to advertise the position on DOEE’s 
social media accounts (e.g. Twitter, Facebook, etc.). Please provide OCR with suggested tweets/Facebook 
posts. See Attachment 4 for examples of social media posts.   
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Reviewing Candidate   
Resumes & Qualifications 

 

Once candidates have applied to the position and the posting period has closed, your HR Specialist will 
forward you the resumes of candidates that JobScience (the District’s hiring system) identifies as “Highly 
Qualified” for the position. It is your responsibility to review these resumes to ensure that they have the 
proper qualifications for the role. Should you see that a candidate is not suited for this position, please let 
your HR Specialist know and prepare a justification as to why particular candidates should not be 
considered for an interview. 

Below are questions you can ask when reviewing candidate resumes: 

- Experience – Does the candidate have the minimum number of years of relevant experience to 
qualify for the position? Has he/she included dates of employment?  

- Skills, Languages & Technologies – Is the candidate versed in the capacities listed in the 
requirement section of your job post?  

- Projects – Did the candidate include projects he/she has worked on that are relevant to the 
advertised position? How long did he/she work on this project? To what extent will the candidate 
be able to use/draw on their project experience for this position?  Please note, hiring manager will 
not be able to pull  “project” data from the resume if  DOEE didn’t request the information 

- Education - Did the candidate complete his/her degree? Is this necessary for the position? Does 
he/she have the certification required (if needed) for this position? Any relevant honors, awards, 
scholarships or additional achievements?  
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Preparing for the Interview 
Once you have identified the final list of candidates to interview, your HR Specialist will schedule the 
interviews based on the candidates’ and the panel’s availability. Please make sure you reserve blocks of 
time in your calendar to complete these interviews within 2 weeks.  

The Interview Panel should determine the following prior to the interview: 

- Format of the interview and order of questions; 

- Questions to be asked of all candidates and the weight assigned; 

- Who is going to ask which questions; 

- Whether a work sample should be submitted; 

- The optimum start date for the position; and 

- Additional information candidates may need to know about the role that was not noted in the 
position description. 

 

When developing interview questions, questions should address the candidates’: 

- Experience and technical competencies 

- Short and Long Term Career Goals 

- Leadership/Teamwork Skills 

- Personality Characteristics 

- Dedication/Passion for the Environment 

Sample interview questions can be found in Attachment 4. 

Conduct the Interview 

At the start of the interview, the Interview Panel should introduce themselves, noting their names and job 
titles/roles. Next, the HR Specialist will outline the format of the interview so that the candidate is aware 
of what is going to happen.  
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A typical interview format might be: 

- Introductions of each panel member. 

- A brief overview of the agency. 

- A brief description of the role that the candidate is being interviewed for. 

- Description of how the interview panel will conduct the interview (e.g. each alternates 
questions and all will take notes). 

- Question and answer period from each panel member and a corresponding response from the 
interviewee.  

- An informal question and answer period wherein the interviewee asks the panel members 
questions about the position, agency, etc.  

- A brief overview of the District’s employee benefits (provided by the HR Specialist). 

- A discussion about next steps. 

 

Assess the Candidate 

Immediately following interviews, it is recommended that you take a few minutes to write down a 
summary of your thoughts. Use the scoring sheet provided to you by your HR Specialist and write 
additional notes, as needed, to help distinguish one candidate from another.  
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Selecting the Right Candidate 
At this point, there are usually one or two candidates that stand out as the best qualified for the job. 
However, it is surprising how much interviewers’ impressions can change once they have an opportunity 
to carefully discuss and consider all of the candidates. Be sure your approach to selecting the best 
candidate is comprehensive and consistent.  

After interviews are completed, interviewers should complete their assessment of each candidate and 
add up their interview scores.  

If there does not seem to be a suitable candidate, then consider the following:  

- With the help of the HR Specialist, re-word or re-write job specs to create a job posting that is 
more attractive and clear for potential candidates. 

- Re-advertise the position.  

Hire the New Employee 

Once the Hiring Specialist receives all panel members’ assessments, he/she will add up the interview 
scores and combine this score with the initial score provided by JobScience. The candidate selected by the 
panel (typically the individual with the highest combined score from JobScience ranking + interview score) 
is selected by the HR Specialist.  

As the Hiring Manager, you should work closely with your HR Specialist to bring the new candidate on 
board. Remind your HR Specialist of your budget (e.g. max compensation for this new employee) and let 
him/her know of the proposed new employee start date and identify workstation location and request IT 
needs (e.g. personal computer, desk or cell telephone) prior to the start date. Your HR Specialist will 
contact the candidate and discuss compensation details, as well as conduct the pre-employment process. 
Once this is complete, your HR Specialist will send DCHR the final details to approve for processing. 
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Attachments  
 

Attachment 1 – Hiring Justification Memo  

Attachment 2 – Form 52  

Attachment 3 – Sample Application Questions  

Attachment 4 – Sample Interview Questions  

Attachment 5 - Suggested areas for posting/advertising your position  

Attachment 6 - Example of a Twitter Post about a Job Opening  

Attachment 7 - Example of a Facebook Post about a Job Opening  
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Attachment 1 – Hiring Justification Memo  
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Attachment 2 – Form 52 
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Attachment 3 – Sample Application Questions  
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Attachment 4- Sample Interview Questions 
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Job Fairs  
Advertise in Advance 

 Announce that you will be at the job fair well in advance. Post notices with online recruiting sites and 
at schools from which potential employees are likely to graduate. If the organization hosting the job 
fair is advertising on television and radio, inquire about having your company name mentioned in the 
ad. 

Incorporate Social Networking 

 Work with the Office of Community Relations to use DOEE’s social media networks (e.g. Twitter, 
Facebook, LinkedIn) to note your presence prior to and during the job fair. For instance, you may 
announce the event on Facebook a couple of weeks prior to the date and periodically up until the job 
fair and tweet about being there. This is a good way of engaging potential employees before meeting 
them. 

Make a Good Impression 

 Your booth very well may make the first impression of your company on a potential employee, so 
make sure it is a good one. Keep it clean, organized and professional. Work with the Office of 
Community Relations to get a DOEE table cloth, a tent (if needed) and DOEE giveaways for potential 
recruits. 

Bring Employees Along 

 Asking some of your best staff members to accompany you to the job fair serves a couple of 
purposes. They can speak to candidates as peers and let them know what they love about the agency. 
In addition, working on the front lines gives them insight into what it takes to succeed, so they can get 
a feel for applicants and help you decide which might be the best contenders. 

Set Up an Interactive Kiosk 

 While you should certainly be prepared to accept paper resumes, you can also set up a computer or 
two with applications in the form of fillable electronic forms that applicants can complete on the spot. 
This allows you to gather more specific information than resumes alone might, helping you select the 
best candidates to follow up with. DOEE has a Green Pathways website (doee.dc.gov/greenpathways) 
where candidate can register or submit their information online.  

 Professional Conference and Campus Recruiting  
 

DOEE Green Pathways 

 DOEE has a one-stop-shop for employment opportunities: The Green Pathways website 
(doee.dc.gov/greenpathways). Green Pathways offers interested applicants the ability to learn about 
open positions, internship opportunities, and summer/short-term openings.  

 

 If no positions are currently available, applicants can submit their application and resume online. The 
website has a ‘resume bank’ which Program Managers can use to look for potential recruits should a 
position or internship opportunity become available.  

 

 

Attachment 5 - Suggested areas for posting/advertising your 
position 
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Social Media 
 LinkedIn, Twitter and Facebook are good alternative recruiting sources. Work with your Hiring 

Specialist and the Office of Community Relations to have “ready-to-post” tweets or Facebook posts 
about your new position. These posts can be placed online the same day the job is posted on the 
DCHR website, once the job is posted for a couple of days, and a few days before the job closes. This 
allows potential recruits to learn more about the position and get their application ready before the 
closing period.  

 

Membership Newsletters & Event Announcements 

 Many organizations/membership subscriptions offer members the opportunity to post job listings on 
their weekly/monthly newsletter and/or events page. If this opportunity is available to you, consider 
posting the position and link to the DCHR job description via these networks.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Attachment 6 – Example of a Twitter Post about a Job 
Opening 
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Attachment 7 – Example of a Facebook Post about a Job 
Opening 

 
 
 

 


