Bemidji State University/Northwest Technical College

Creating Supplemental Questions in NEOGOV
1. Supplemental questions are one convenient and efficient tool for obtaining applicant information.  Other questions are best asked in an interview setting if you want lengthy answers, extemporaneous answers, or want to be certain who authored the response.

2. Balance the University’s/College’s need to obtain information on which to screen applicants as early as possible with creating an applicant-friendly process.  Don’t ask the applicant to spend so much time applying that they are discouraged from applying.
3. Write the question so that applicants from several different backgrounds who might bring a different understanding to the question will give you information needed.  Beware of “insider” jargon and acronyms.
4. Screening can be automated on Yes/No and multiple choice questions.  Text answer questions do require someone to read and evaluate.  However, using a Yes/No or multiple choice question to narrow the number of applicants whose text answers the Search Advisory Committee (SAC) will read to a follow up question may work well.
Example: Checkbox/Drop Down Box Multiple Question (i.e., multiple answers are allowed)
Which of the following project management tasks have you performed?
· Developed a project proposal.

· Developed a project budget.

· Obtained project funding.

· Created a project plan.

· Led a project team.

· Assigned project tasks to others.

· Reviewed and accepted project products prepared by others.

· Used project management software.

· Presented final project products to a committee, board or upper management.

· None of the above.

Here is an example of a text answer (follow up question):

Describe the largest project you managed, the project budget, number of people involved, and outcome.
5. Focus supplemental questions on the key criteria on which the applicant pool will be screened to narrow to an interview pool.

6. Questions that all applicants are required to answer must include a response choice for every possible applicant.  
· Including “None of the above” as the last choice for a multiple choice question often works well.  
· If a text answer question is required, indicate how you want the applicant to respond if they have nothing to write in response.  Example: “List the online courses for which you have developed curriculum.  If you have not developed online curriculum, please state ‘None’.”
7. Providing a response choice at a lesser qualification level than you require or desire, will result in more honest responses.   
*Select the highest level of education you have completed related to Nursing.  

· I have completed a PhD in Nursing

· I have completed a Master’s in Nursing.

· I have completed some graduate courses in Nursing.

· I have completed a Bachelor’s in Nursing. 
· None of the above.

8. Organize multiple choice responses in a logical order.  For example, in a hierarchical descending order or chronological order 
9. Reponses to multiple choice questions should not overlap.

Example: 

How many full-time years of experience do you have teaching in higher education?
· None

· Less than one year.

· At least one year but less than 3 years.

· At least 3 years, but less than 5 years.

· 5 years or more.

10. If a Radio button/Drop Down Single Box format question is used, only one of the multiple choice answers can be true for the applicant.    
Example of what not to do (because all could be true of an applicant):  
In which of the following do you have paid work experience:

· College-level teaching

· Academic leadership

· Project leadership

11. Text answer questions that elicit short responses are best.  

12. A savvy applicant will try to answer the questions so that he/she is interviewed and may exaggerate her/his qualifications.  Asking a follow up question may elicit more truthfulness.  The following supplemental question is eliciting more candor:
If you do not have either a Master's degree or PhD but are working on one, please indicate when the degree will be conferred.
· Fall Semester/Fall Quarter XXXX

· Winter Quarter XXXX

· Spring Semester/Spring Quarter XXXX

· Summer XXXX

· Other/None of the above

13. You can use a required Yes/No question to ensure that an applicant reads instructions.  

Example: 

You must attach a resume in order to be considered for this position.  To attach a resume:

1.    Click on Job Application.

2.    Scroll down to Attachments; click on "Add Attachment(s)".

3.    In "File Description" type "Resume".

4.    Next to "File" click on Browse and double left click on the document you wish to attach. 

5.   Click on Upload.

If you do not attach a resume to your electronic application, you will not be considered.  Please indicate whether you have attached a resume to your application.

14. Please remember:  The reliability of automated screening depends ultimately on the integrity of applicant responses.  If an applicant provides the “right” responses, they will make it through the automated screening.

15. Because a repeat applicant can auto-populate their responses to Agency-Wide Questions from a previous application, you may want to create your standard recruitment sourcing question as a supplemental question, so that the applicant answers it each time s/he applies.

