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Internal candidate rejection template

Make sure your rejection process gives you the time you need to connect in person, or at least over the phone, to notify the internal candidate that they are not progressing in the selection process. Telling a co-worker about a promotion or a new position is a job most professionals want to avoid. It will become even more
difficult if they are a valued member of your team. The way you convey the rejection of an internal candidate is one of the most important aspects of your hiring strategy. It can have a profound impact on how current and prospective future employees view your organization. No matter how you look at it, a candidate's
refusal is a difficult situation. But with a bit of time, you can share the news, reassure the employee and hopefully avoid damaging the team's morale. Conveying a message in person It is important that you do not deliver this message at random. The applicant's internal rejection shall not come through an automated
message from the applicant's monitoring system (ATS), a discussion in a water cooler or a salary notice from an external applicant. If you are in the same place, meet the employee who has been skipped. Make sure your rejection process gives you the time you need to connect in person, or at least over the phone, to
notify the internal candidate that they are not progressing in the selection process. The most important thing when you tell an internal candidate that they didn't get a job is to show that you have their interest in mind and you want them to succeed. Explain the reasoning When you are in contact with an internal applicant
who does not get a job, give the reasons why this is the case. If necessary, explain the reasoning and give a few relevant pieces. It is important not to justify the decision misleadingly or wrongly, even if you do so in order to be friendly. When employers conceal the real reasons for their decisions, there may be an idea of
discrimination that can lead to a formal complaint. This always requires careful consideration. Don't keep your inner candidate guessing: Start by saying you have disappointments. Next, focus on communicating that you value the employee's input and appreciate their interest. Share all the specific work requirements that
their experience doesn't meet. Don't pull out the conversation. Instead, tell them that you will book the next week for further discussion. Promotional guidance (later) Do not let depression last. Make plans so that the internal applicant meets with their supervisor, training and development specialist or HR professional for
two seconds to talk about development opportunities. You can discuss projects, temporal assignments, job shading, or mentoring relationships that could support the development of an internal candidate. During this conversation, you can focus on improving an employee's existing skills and identifying any opportunities
they want to address. Potential for improvement suggests that they are relevant to their current role and should not be conveyed as a promise that they will receive the next promotion. Make sure you tell internal employees that they have not received promotion in a way that does not sacrifice employee experience or
satisfaction. Similarly, if you don't hire an outside candidate who may have settled well, do everything you can to refuse their candidacy in a positive way. Encourage them to stay in touch via email and connect with you on professional social networks. There is no doubt that it will be difficult for all concerned when an
internal candidate moves to work or promotion. But when you worry about sharing the disappointing news personally, giving some of the reasons for the decision and later offering development opportunities, disappointment can become an opportunity for growth. Managing these conversations with dignity and respect
can help develop trust and create space for the employee to connect with the organization at a deeper level. Tags: People Management and Growth Change Management Employee Engagement and Productivity Learning and Development Large Enterprise Medium Enterprise Small Business Research &amp; Insights
Articles HR 15% Off Career Coaching | Use cyber15 -13.12. BOOK NYT10'000 Hours/Getty Images I'm sorry, you didn't get the job. As a leader, this is probably something you've had to communicate at least once before, if not many times. Although turning away jobseekers is common enough (hey, not everyone gets a
job), it's more likely that you've said no to people who have applied outside the company, not from inside. What happens when an internal candidate applies and you have to tell them that they didn't get the job? How exactly do you share the news with someone you're already working so closely with – and properly
manage their expectations going forward? Answering these questions is more nuanced than rejecting an outside candidate. After all, this is someone who believes in your business and wants to grow their skills and responsibilities there and not somewhere else - that's why they left after the internal transfer at first. As the
CEO of PhotoShelter and someone who has dealt with this situation a lot, I have learned five key lessons from the blurred waters of turning away internal applicants. 1. Don't do it via email Email can be a blessing and curse (my inbox is crying out for a curse at the moment), but we can all agree that it makes
communication easier and faster. However, it's not the right channel to break bad news for your employee. As busy as you are, it's important to sit face to face to explain your final decision. In these scenarios, your tone, facial expressions and body language can all have a huge positive impact on what your employee
thinks The fact that you're willing to take time out of your day so you can discuss this conversation also says a lot. 2. Be clear for the underlying reasons A decision For a personal meeting, you need a little planning. You need to think critically about what you're going to say and how you're going to say it (writing your
thoughts down or spinning them with a colleague or HR department can help). It is important that you are aware not only of your decision, but also of its reasons. The thing about internal transfer compared to an external applicant is that a person is already considered to be in cultural condition – which means that the
reasons why they did not get a job are most likely to be their experience or lack thereof. So you are better placed to give them honest, direct feedback that makes sense to them and ultimately helps them improve. For example, if the applicant did not have the necessary skill for the job, determine what the skill was. If the
other candidate was a better fit, explain why. Whatever you do, don't leave a person without explanation. 3. Ask about their professional goals Often an employee can apply for an internal transfer for the wrong reasons. Maybe they feel stuck on their current team and are just looking for something – anything – new. The
position they seek may not be the same for their own career aspirations. Here it can help to openly discuss their professional goals. What name would they like to get one day? Who do they admire professionally? What part of the company or their work gets them excited the most? Understanding these efforts will help
you recommend ways they can build on these skills and passions in their current role (and thus make them stay longer) and pursue future roles that better match those goals. 4. Find them other opportunities to grow higher as a person, you know better than anyone where the company is going and what growth
opportunities are realistically available. What additional revenue streams or product development are you considering? What kind of team is needed for a chase when they're set up? Share these future opportunities with your employee by explaining where you wish the company would go and how they could potentially
contribute to growth. In addition, come up with a plan that will allow them to best adapt to such a role when it finally comes. They may get even more excited about these opportunities than the original job they went to get. 5. Don't forget to log in When all is said and done, you should still log in to the person after a few
days or weeks. Serve lunch, step in for coffee or book a quick meeting. Simply put, this shows that you care. You care how the employee feels, how his or her current job is going, and whether they have any more thoughts after the conversation. Check-in makes employees feel valued and heard – creating lasting
affection for your business and loyalty to your business. Abandoning my experience The candidates have taught me that while you have to deliver bad news, it's actually a very good sign when someone has expressed genuine interest in new opportunities in your company. It means your employees want to work for you
and can see themselves there in the long run. Most importantly, your job is to nurture this spirit and help them get where they want to be – no matter what they don't get this special role. This will only strengthen your relationship and the overall success of your business. Business.
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