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Mission

Vision

To provide high level services in the areas of  employee relations, performance management, 
talent acquisition and management, compensation/benefits, diversity initiatives, legal compliance 
and risk management etc. To foster strategic relationships with functional/operational leaders 
through coaching, consultation, influence and problem solving to successfully execute 
organizational goals while respecting the College’s budget and the resources provided our office.

Reduce the duration of  the hiring process by 25% to alleviate the strain on our existing 
workforce and more quickly provide services to our students.  We target removal of  wastes 
from our hiring process by the start of  the Spring 2018 term.



Mission – To provide for a diverse workforce that satisfies needs of V.P.s, Managers, 
Students

Burning platform – Unfilled positions are stressing remaining workforce.

Process Description – From hiring approval, to posting, recruitment, interview, offer, 
and position acceptance

Problem Statement – The longer the hiring process takes, the more the departmental 
production slows down and available staff workload goes up

Sponsor – Derrick Singleton

Process Owner – Steve Lawson

Team Lead – Sheri Gordon

Facilitator – Sheri Gordon

Team – Steve Lawson, Sheri Gordon, Aaron Beale, Cindy Howard, Amanda Jumper, 
Brandon Noble

Charter
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Hi-Level Process Map

Requisition 
Approval

Advertise/ 
Post

HR
Support/ 
Interviews

Contingent 
Offer

Offer 
Accepted

Volume = 262 per year

Takt Time = 7.9 hours

WIP = 50

Cycle Time = 67 days

Rework = 83%

Constraint = HR Support of  

Interview Process



Strengths Weaknesses

ThreatsOpportunities

SWOT Analysis
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• HRBPs assigned to each 

area

• Backups available to keep 

processes moving forward 

• Central applicant tracking 

system 

• Unable to recruit suitable 

candidate

• Salary unacceptable to candidates 

• Quality candidates accept other 

offers before the College’s

• Post salary grades with job 

opening 

• Provide standard work for hiring 

managers

• Timelines

• Templates

• CSOD Learning Platform 

(vids)

• Workload varies with season

• Variance in level of HR 

involvement with new hiring 

managers

• No systematic interview process 

used College-wide



Gap Analysis Opportunities and Priorities

Problem Statement

• Lead time to complete hiring process takes too 

long. Too much variation with interview processes. 

Variances in level of  hiring manager training needs.

• Customized processes across divisions requires 

expensive re-work and contributes to low (17%) 

RTY.





Seeing the Process



Current State



Cause and Effect Diagram

Lack Of  Org. 

Focus Inventory Transportation Motion

Waiting Defects Overproduction

Undesirable 

Effect 

Over-processing

Lack of standard work 

across divisions

Pressure from hiring 

managers to make 

multiple posts that may 

not yield results

Too much WIP 

develops waiting to 

meet diversity 

threshold

Multiple 

communications 

needed to explain 

process to applicants

Waiting to form 

(and convene) hiring

committees

Lack of salary standards

leads to wait for approval

Sometimes look for too

many job requirements

Posting too much

of the job description

Information about 

postings arrives inc.

(grant pos. or not)

Hiring committee

members can’t make

meetings. 

Extra communication

needed to get responses

Training and re-training

hiring managers

First post contains

full job description

Too much WIP develops

Due to lengthy hiring process



Future State



Examples of  Lean Countermeasures Used 

• Creation of  Standard Work/Training for Interview Committee  

function/selection. 

• Creation of  Standard Work/Training for education of  Hiring 

Managers. Implement use of  visual management tools to 

support training.

• Posting position with Salary Grade attached to reduce defects.

• Creation of  standardized database for diversity enhancing 

recruitment/advertising opportunities that target all jobs on 

Campus. 

• Standardized Job Posting eliminating waste of  over processing 

with initial posting.

• Standardized diversity threshold set at 15%.



Standard Work/Visual Management: Overview for Hiring Process



Standard Work: Power Point Training



Standard Work: Checklist to Support Hiring Process 



Standard Work: Video Training for Applicant Review/Reference Request 



Standard Work: Video Training of  Hiring Managers



Standard Work: Job Posting for External Sources



Standard Work: Database to Support Diversity Hiring 
Operations Division example



Results
Current State Summary:
Touch Time Per Hiring Event:  13.7 hours.  13.7 * $30 = $411 per event. 

Cycle Time Per Hiring Event:  67 Days. 

Total Current State Expense: $411 * 262 (total annual hires) = $107,682

Future State Summary:
Touch Time Per Hiring Event:  5.65 hours.  5.65 * $30 = $169.50

Cycle Time Per Hiring Event:  43 Days. 36% Reduction in hiring time!!

Total Future State Expense:  ($169.50 * 262 (total annual hires) = $44,409

Total Savings: $63,273!!!
Current State Touch time expense – Future State Touch time expense



Results

Position vacancy in Current State:
67 calendar days * 0.71 (to reduce to 5 working days) = 48 working days

Deduct 10 average working days to account for notice

=38 working days of  position vacancy.

Position vacancy in Future State:
43 calendar days * 0.71 (to reduce to 5 working days) = 31 working days

Deduct 10 average working days to account for notice

Reduced to 21 working days of  position vacancy! 

A 17 day average reduction of  position vacancy!!!

ERE Recruiting Intelligence advises a valuation of  between 1 and 3 times the salary of  the vacant position.  ERE reports, “A recent 

Harvard study found that it was three times a person’s salary, which many analysts have found to be an accurate estimate.”

ERE advises that 1x salary calculation can be used “…without any argument.”



Anecdotal Results
“This reduction allows us to have capacity to work with our leaders on other

HR matters such as training, succession planning and employee relations

issues. These can help reduce turnover and improve employee engagement.”

~Steve Lawson, AVP Human Resources

“The first time I applied to Berea I applied for 2 positions at once. At the time I felt as 

though there was a lot of  back and forth during the application and hiring process. Many 

phone calls and emails, a lot of  waiting on someone to answer a question so I could go 

forward. After going through the application and hiring process a second time, I feel that it 

was MUCH smoother and far more efficient for me. The first time felt disjointed. This time 

around everything was incredibly easy for me.” 

~Brittany Ash, Administrative Assistant, Labor Program



Progress Check

Call or email anytime, but send 
what you have so far


