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THE SEQUENTIAL SELECTION
SYSTEM® : THE KEY TO
HIRING BETTER PEOPLE
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Probably the most commonly ac-
cepted definition of management is

. . the process of meeting the
organization's goals and objectives
through the effective use of its
people.* And it becomes almost
immediately obvious that the first
step toward the proper use o an
organization's human resources is
to hirethe right people. That isthe
purpose of our firm's Sequential
Section System. ®

Far too many personnel specia-
ists, as well as staff and line
managers, waste a good deal of un-
necessary time in the recruiting
and selection process. As aresult
— to paraphrase a popular expres-
sion —they may work "hard,” but
certainly not "smart." The objec-
tive of the Sequential Selection
System® is to offer a tried,
proven and practical method to re-
cruit, interview and select per-
sonnel objectively, tactfully and
expeditiously while simultaneously
complying with all government
equal employment opportunity re-
quirements. Specifically, the Se-
quential Selection System® is a
step-by-step system designed to
optimize the time of the interview-
er so that he or she can more
quickly and effectively select quali-
fied applicants without spending a
lot of unnecessary time in fruitless
and nonproductive activity.

The system is intended for the
professional, full-time personnel
specialist who is responsible for

providing staff support to other
departments throughout his or her
organization and who is concerned
with developing better ways of re-
cruiting, interviewing and select-
ing applications for a variety of
positions. In addition, the system
can aso be used by line and staff
managers to select people, whe-
ther they have available to them
the full-timeresources of a profes-
sional personnel department to
help them in recruiting and screen-
ing of job applicants, or whether
because of operating conditions
they must handle the entire staff-
ing process themselves.

The system consists of a semi-
structured process that provides
the interviewer with certain con-
crete tools, techniques and strate-
gies that will give the necessary
degree of support, yet at the same
time permit the required flexibility
to adapt the system to the specific
needs and circumstances of his or
her own organization. An integral
part of the system are such vital
assists as: equal employment op-
portunity-compatible application,
employee reference and interview
rating forms; objective, essential
and legally defensible interview
guestions; and a concrete concep-
tual model to enable the interview-
er to evaluate and assess the quali-
fications of the job applicant in
keeping with current government
requirements.

Interviewers can be trained in
the system by means of atwo-day,
in-housetraining program that can
be adapted to an organization's
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particular requirements and which
features a series of simulations to
enable each person to directly
apply the system by interviewing
and subsequently evaluating an
actual job applicant for a typical
position with his or her own com-
pany. Our firm can provide the
necessary training for an organiza-
tion's personnel specialists as well
asline and staff managers; or as an
alternative, we can assist a com-
pany's own staff to implement the
system themselves and to license
the organization in its use.

The Seven Steps

Effective staffing and total suc-
cess in recruiting and selecting
truly contributing people who will
be an asset to an organization
requires a certain amount of time,
effort and careful attention through
the entire employment process. As
previously indicated, however, dl
too often both personnel specialists
as well as line and staff managers
spend an inordinate amount of
time without accomplishing very
much. The purpose of the Sequen-
tial Selection System® isto offera
more streamlined staffing system
to recruit and select competent ap-
plicants promptly without wasting
undue time on unqualified candi-
dates. Let us take a quick look at
each specific step in the system:

» Understanding Equal Employ-
ment Opportunity Requirements
— Over the course of recent years,
we have seen vast and dramatic
social and political changes
throughout our country which



have had a major impact on the
management and operation of all
organizations, both profit and non-
profit. Of particular significance
has been the emergence of a broad
array of laws, government regula-
tions, federal guidelines, court
decisions and interpretive rulings
affecting the employment and uti-
lization of minority personnel and
women. As a result, both person-
nel practitioners as well as manag-
ers at every level must be thor-
oughly informed with respect to all
present equal employment oppor-
tunity requirements. This step is
intended to acquaint participants
with current EEO requirements
and to indicate what under exist-
ing regulations they may and may
not do.

» Establishing Accurate, Real-
istic and EEO-Defensible Job Spe-
cifications —Before therecruiting,
interviewing and selecting process
can even begin, we must first
obtain a precise description of the
particular job to be filled and get a
very clear idea of all relevant,
essential and job-related aspects of
the assignment. Only after this
very important step has been
taken will we then be ready to de-
termine the precise specifications
needed by the successful job appli-
cant.

* Innovative Applicant Recruit-
ing — To a great extent the suc-
cess we shall have in selecting
really competent employees is a
direct function of the quality and
guantity of the applicants we have
been able to recruit and to attract
to our company. If we are to have
any type o truly selective employ-
ment system, we must have a
sufficient number of well-qualified
applicants to choose from. This
step focuses on the importance of
an innovative and continuous re-
cruiting program and takes a close
look at some of the more useful and
creative recruiting sources that
can be utilized.

o Initial Applicant Screening —
Having succeeded in recruiting a
satisfactory number of possible job
applicants, our next step is to
screen out those who, for one
critical reason or another, are
clearly not suited for the position.
Here a very definite distinction is
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made between initial applicant
screening and the more detailed
and in-depth selection interview
that will take place at alater stage
in our system. In this fourth se-
quential step, attention is focused
on specific ways in which unguali-
fied applicants can be expeditious-
ly, sensitively and tactfully screen-
ed out.

» Checking the Applicant's Em-
ployment References — Applicants
who have successfully passed the
initial screening stage should now
have their prior employment ref-
erences checked. In this step, we
focus on the importance of con-
ducting athorough reference check
of all the applicant's former em-
ployers using a specific structured
telephone format developed by our
firm.

» Conducting the Sructured Se-
lection Interview — Following the
strategy outlined in the system,
the less-qualified job applicants by
now have been expeditiously re-
jected. Those candidates who have
successfully survived these pre-
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liminary hurdles are now given a
thorough selection interview which
is the focus of this step.

» Evaluating the Applicant and
Arriving at a Decision — Having
obtained al the essential, neces-
sary and job-related facts regard-
ing the qualifications of the appli-
cant, we are now ready to arrive at
a final decision — whether or not
to hire the candidate. In this step,
a conceptual model is offered to
assist the interviewer to objective-
ly and legally evaluate and assess
the total qualifications of the job

applicant.
Advantages of the System

The Sequential Selection Sys-
tem® has achieved excellent re-
sults in many different types of
profit and nonprofit organizations
al over the country. The reasons
for its practical usefulness are:

1. It saves agreat deal of time.
The system basically streamlines
the entire staffing process by mini-
mizing the amount of wasted time.
Applicants who are not qualified
are speedily rejected, thus freeing
the personnel specialist and man-
ager to engage in more useful and
productive activity.

2. It improves the prediction of
probable future job success. As a
result of this system, the ability of
the interviewer to predict the ap-
plicant's future on-the-job per-
formance will improve substan-
tialy.

3. Personnel turnover is signifi-
cantly reduced. Through better
selection, fewer marginal or unsat-
isfactory applicants will be hired,
and alarger number of potentially
successful candidates will be
brought into the organization.

4. Personnel staffing becomes a
smoothly operating function. The
system is designed to facilitatethe
entire staffing process so as to
minimize the incidence of acrimony
or discord that so often accompan-
ies other employment systems or
strategies. Perhaps most impor-
tant is the fact that the system is
well-accepted by job applicants
who feel that they have been given
fair and complete consideration of
their application for employment.
As such, it is very likely to im-

62 — Training and Development Journal, March 1979

prove the organization's image in
the community and to enhance its
public relations.

5. The system is completely
compatible with all equal employ-
ment opportunity and, affirmative
action requirements. By following
the system, an organization's en-
tire staffing program will be com-
pletely in keeping with all current
government requirements in this
vital regulatory area.

Traditionally the Training and
Development Journal has focused
on the numerous dynamic methods
and techniquesthat can be used to
train and develop personnel effec-
tively. It certainly would be super-
fluousin this publication to under-
score the importance of training to
organizational effectiveness. How-
ever, we should not lose sight o
one critical training caveat and
that is, if the wrong employee has
been selected initially, no training
program or motivational system —
no matter how well-conceived and
designed —islikely to compensate
adequately or offset the original
error made in hiring such a person.
Succinetly stated, then, effective
personnel selection is the prelude
to successful training and develop-
ment.

We believe that the Sequential
Selection Systam® is cepeble of
making a significant contribution
to the optimum use of an organiza-
tion's human resources.
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