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Matching People and Jobs

• Selection
– The process of choosing individuals who have 

relevant qualifications to fill existing or projected 
job openings.

• Selection Considerations
– Person-job fit: job analysis identifies required 

individual competencies (KSAOs) for job success.

– Person-organization fit: the degree to which 
individuals are matched to the culture and values 
of the organization.
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Steps in the 
Selection 
Process

Note: Steps may vary. An 

applicant may be rejected 

after any step in the process.Completion of application

Initial interview in 

HR department

Employment testing

(aptitude, achievement)

Background investigation

Preliminary selection in 

HR department

Supervisor/team interview

Medical exam/drug test

Hiring decision



The Selection Process

• Obtaining Reliable and Valid Information

– Reliability

• The degree to which interviews, tests, and other 
selection procedures yield comparable data over time 
and alternative measures.

– Validity

• Degree to which a test or selection procedure measures 
a person’s attributes.



Reliability as Stability over Time

HIGH RELIABILITY TEST RETEST 

APPLICANT SCORE SCORE

Smith 90 93

Perez 65 62

Riley 110 105

Chan 80 78

VERY LOW RELIABILITY TEST RETEST

APPLICANT SCORE SCORE

Smith 90 72

Perez 65 88

Riley 110 67

Chan 80 111



Validation Approaches
• Criterion-related Validity

– The extent to which a selection tool predicts, or 
significantly correlates with, important elements of 
work behavior.

• A high score indicates high job performance potential; low 
score is predictive of low job performance.

• Concurrent Validity
– The extent to which test scores (or other predictor 

information) match criterion data obtained at about 
the same time from current employees.

• High or low test scores for employees match their respective 
job performance.



Correlation : A Method of Assessment



Validation Approaches 
• Content validity

– The extent to which a selection instrument, such 
as a test, adequately samples the knowledge and 
skills needed to perform a particular job.

• Example: typing tests, driver’s license examinations

• Construct validity

– The extent to which a selection tool measures a 
theoretical construct or trait.

– Are difficult to validate

• Example: creative arts tests, honesty tests



Validation Approaches
• Cross-validation

– Verifying the results obtained from a validation 
study by administering a test or test battery to a 
different sample (drawn from the same 
population).



Steps in Validating a Test (Criterion-Related Validity)

Examination of the job

Job analysis/specifications

Selection of criteria

Relate test scores to criterion  data, 

then cross validate

Plan research for test 

(continuing cross validation)

Collect criterion data 

(concurrent method)

Selection of tests 

for tryout

Administer tests

Analyze follow-up data

Interpret results for operational 

use of tests

Include test(s) in selection 

process (operational)

Revise operational program

Collect criterion data 

(predictive method)OR

Alternative/

optional



The Base of Selection: Sources of Information 
about Job Candidates

• Application Forms
• Online Applications
• Biographical Information Blanks 

(BIB)
• Background Investigations
• Polygraph Tests

• Integrity and Honesty Tests
• Graphology
• Medical Examinations
• Employment Tests
• Interviews



The Effectiveness of Selection Methods

Source: David E. Terpstra, “The Search for Effective Methods.” Reprinted from HRFocus, May 1996. © 1996 

American Management Association International. Reprinted by permission of American Management 

Association International, New York, NY. All rights reserved. http://www.amanet.org/.

In a survey of 201 HR executives, participants were asked which 

selection methods produce the best employees. The mean rating for 

nine methods on a 5-point scale (1 = not good, 3 = average, 

5 = extremely good):

Work samples 3.68

References/recommendations 3.49

Unstructured interviews 3.49

Structured interviews 3.42

Assessment centers 3.42

Specific aptitude tests 3.08

Personality tests 2.93

General cognitive ability tests 2.89

Biographical information blanks 2.84



How HR Uses Background 
Investigations

Source: Society for Human Resource Management (SHRM).

Percentage of respondents conducting the following checks:

Contact references provided by candidate 75%

Verify schools attended and degrees earned 62%

Contact people suggested by references 42%

Check driving records 41%

Verify reference letters provided by candidate 30%

Run credit checks 25%



Application Forms

• Application date

• Educational background

• Experience

• Arrests and convictions

• Country of citizenship

• References

• Disabilities



Biographical Information Blanks

• Sample Questions:

– At what age did you leave home?

– How large was the town/city in which you lived 
as a child?

– Did you ever build a model airplane that flew?

– Were sports a big part of your childhood?

– Do you play any musical instruments?



Background Investigations
• Checking References

– Letters of reference

– Mail and telephone checks

• Specific job-related information

– Family Educational Rights Privacy Act of 1974 (FERPA)

• Requires signed requests for reference letters and signed 
consent to background checks.

• Applies to both educational and private employers.

– Failure to Check References

• Negligent hiring liabilities



Background Investigations & Others

• Graphology
– The use of a sample of an applicant’s handwriting to 

make an employment decision.

• Medical Examinations
– Given last as they can be costly.
– Ensure that the health of an applicant is adequate to 

meet the job requirements.
– Provides a baseline for subsequent examinations
– ADA requires all exams be job-related and conducted 

after an employment offer is made.



Drug Testing

• Drug-Free Workplace Act of 1988

– Testing for illegal drugs is required applicants and 
employees of federal contractors.

• Effects of Testing

– Questions about the accuracy of results.

– Applicants testing positive are generally not hired.

– Current employees testing positive are referred to 
employee assistance programs for rehabilitation.


