
Managing Internal Candidate Applications 
 

The selection process can involve a variety of different interview formats. These interview processes should be well managed and aligned with best 

practices. The Managing Internal Candidate Application document is intended to ensure a fair, equitable, and effective hiring process and positive 

experience for internal candidates seeking mobility opportunities within Campus Services.  

 

                           ACTION                                 TIMEFRAME 
 

Candidate Apply for desired position(s) using the internal gateway When position becomes available and is announced  

Ensure to indicate in ASPIRE internal candidate status Beginning of  process 

Human 

Resources/Recruitment  

Identify internal candidate(s) As candidate(s) apply 

Make hiring manager aware of internal candidate(s) As candidate(s) apply 

Discuss a plan to manage internal candidates with hiring 

manager At or before the intake meeting 

Connect with internal candidate(s) to provide honest 

feedback regarding qualifications, process, expectations, 

etc. 

During the process but not too long into process; at 

most 2 weeks from receipt of application 

Respond to internal candidate(s) within an appropriate 

timeframe and communicate throughout the process During process 

Assist candidate(s) with transitioning back to their role if 

required After new hire announcement 

   ACTION     TIMEFRAME 

Hiring Manager 

 

Work with recruitment, during the Recruitment Strategy 

Session(RSS) or before any interview(s) are held to have a 

plan for communicating with internal candidate(s)  

 

During Recruitment Strategy Session (RSS) 

Be aware of internal candidate(s) As they apply  

Provide a consistent interviewing/communication process 

for all internal candidates (this can be created with help 

from the recruiter or HR) Ongoing 

Provide timely and constructive feedback regarding all 

internal candidate interview(s) outcome to both 

candidate(s) and recruiter  

As soon as possible or before the date of new hire 

announcement 

Ask recruiter for help if unsure about how to have a 

conversation with an internal candidate about not getting 

the position Ongoing 



Managing Internal Candidate Applications 
 

Helpful tips to giving good interview feedback: 

 

1. Feedback should be given as soon as possible. 

2. Be honest in an appropriate way.  

3. Say something useful by providing constructive feedback if they lack experience in a certain area or if they could improve a specific skill set. 

They’re never going to know if you don’t tell them. 

4. Back up your comment(s) with relevant examples from their interview if possible.  If they didn't give a particularly good answer to an important 

question, constructively tell them how they could have improved upon it.   

5. Don’t make false promises. If it’s a “no for now” then it’s fine to say you’ll keep their resume on file and get in touch if anything suitable comes 

up. If it’s an outright “no” then make sure you don’t promise to keep in touch with them, otherwise it's wasting their time and yours.   

6. Make sure you say thank you. The internal candidate might have to take time off (and maybe even make excuses to their current employer) to get 

to your department. The least you can do is thank them for their time. 

7. Acknowledge their interest in your department. A simple acknowledgement from you that they’ve taken time to visit your website and read up 

about your department and its goals can go a long way. 

8. In some cases, the internal candidate may have met all the essential and desired criteria and for the position, but another applicant had more 

relevant strengths or experience. In these circumstances, it would be appropriate to say something like:  

“Although you did meet the essential criteria for the position, on this occasion, another applicant demonstrated a higher level of knowledge, 

skills and experience than was required.” 
 

Still, make sure to provide relevant feedback that can assist the internal candidate to learn new skills, develop particular knowledge or learn to 

adopt different behaviours and attitudes (where appropriate). 

9. If an internal applicant does not meet all the essential criteria, this should be advised as part of the feedback process. 

10. Make sure to partner with your HR consultant or recruiter if you need assistance.  

 

 There are unique dynamics at play when an internal candidate is involved in the hiring process. These include the tendency to make 

assumptions about the candidate's capabilities and interests, intricacies around interviewing and communication, and the risk of alienating 

those candidates and their allies within the organization. Therefore, it is important for hiring managers to carefully manage internal 

candidate applications. 


