
GUIDE TO STAFF JUSTIFICATION OF HIRE MEMO

Under Posting Information, 
include the requested 
information

For Pay Type & Annual Salary:

• Select  the Pay Type that corresponds to the 
amount listed for salary offer. 

• Only fill in Annual Salary Based on FTE if 
FTE is less than 1.0.

In the Required Documents Attached section, 
select N/A if the documents do not pertain to the 
hire type.

If No is selected for any of these items, an 
explanation is required in the comment box on 
page 2

Attach interview notes for candidates interviewed 
and not selected to their respective profiles 
in UNMJobs (Documents tab, Attachments 
section). 
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Include the following information in your Summary of Hire Comments. Use these questions as a guide to 
write your summary paragraph(s), rather than answering each question in short answer form.

 
1. When was the requisition posted and what was the For Best Consideration Date?
2. What is the reason for this hire? (Did someone retire, was it a backfill, was new funding 

available, etc.?)
3. Who served on the interview committee?

• List each person’s name, title, and why they were chosen (e.g., supervisor, peer, subject 
matter expert, etc.).

• If the interview committee was not consistent throughout the entire process,  
explain why.

4. How many applicants were there?
5. Describe the process the committee used to screen and select applicants for interview.
6. Which applicants were determined to be qualified and selected for interview?
7. What date(s) were interviews held and how were the interviews conducted (video or in-person)?
8. Whom did you select, and why? Include details on the individual’s experience, qualifications, 

and education; this may also include comments about specific aspects of their interview 
performance.

9. Why were other candidates interviewed not selected? Focus on relevant experience, skills, and 
qualifications, as well as specific aspects of interview performance.

10. Provide any other noteworthy information that may have occurred during the interview process 
(challenges, unique considerations, and/or anything else not captured above that may have 
informed the committee’s decision).

 
For Non-Competitive Hires: You do not need to address interview process and applicants. The 
comments should indicate that this is a non-competitive hire. Specific details on the individual’s 
experience, qualifications, and education are encouraged but not required.



Diverse Search Committee applies to Tier I 
Contract and Tier II positions. 

UAP 3210: Recruitment and Hiring

For Non-Competitive hires: Leave all items 
under Applicants Dispensed as Select.

Refer to Managing your Applicant Pool for 
instructions on how to dispense applicants.

Select N/A (instead of No) if the position 
does not require a medical exam or NM 
Driver’s License. Refer to the Conditions 
of Employment section of the Position 
Description.
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Common examples of No answers in this section (list is not exhaustive):

• If department was unable to collect 3 professional references for an external 
candidate, explain attempts to obtain and contact references.

• If department did not feel it was necessary to review the personnel file for current, prior 
to UNM or UNMH staff, provide a brief explanation.

• If waiting to dispense applicants until offer is accepted/new hire starts, select No for the 
appropriate items in the Applicants Dispensed section and add a note to the comment 
box.
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https://policy.unm.edu/university-policies/3000/3210.html
https://confluenceunm.atlassian.net/wiki/spaces/EKB/pages/49851001/3.+Managing+your+Applicant+Pool


The Veterans Hiring Preference Program 
applies to competitively posted Regular and 
Term positions; if not a competitively posted 
Regular or Term, enter N/A for these two 
items.

Refer to the Veteran Hiring Preference 
Program page for more information, including 
requirements applicants must meet to qualify 
and requirements hiring departments must 
follow when reviewing applications and 
selecting candidates to interview.

Remote Work Program Information:
https://hr.unm.edu/remote-work

Remote Work Agreement Form:
https://hr.unm.edu/docs/employment/
remote-work-agreement-form.pdf

Review the completed Memo, 
obtain the Hiring Official’s 
signature (if you are not the 
Hiring Manager) and upload 
to UNMJobs (Documents tab, 
Attachments section)
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https://hr.unm.edu/veteran-preference
https://hr.unm.edu/veteran-preference
https://hr.unm.edu/remote-work
https://hr.unm.edu/docs/employment/remote-work-agreement-form.pdf
https://hr.unm.edu/docs/employment/remote-work-agreement-form.pdf

