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We take seriously our responsibility to guide candidates through a complex recruiting process with 
understanding and fairness. Therefore, we want to inform you of what you will experience when working 
with WittKieffer on a search. We will:

Treat you with respect. We treat all candidates with courtesy and dignity. We know that you are 
putting your trust in us as a candidate. We will be responsive, forthcoming and courteous throughout the 
process.

Protect your confidentiality. Working closely with the search committee or hiring manager, we will 
maintain your confidentiality to the best of our ability. Our communication and record-keeping are highly 
secure. 

Communicate. We keep you informed in a timely fashion about the recruitment process, key decisions 
made and milestones reached. If you do not move forward, we will provide you with feedback, if 
available, as to why.

Whatever the outcome, we want your experience with us to be one that is positive and insightful for 
your career.

About Our Process
We greatly appreciate the time and effort that you will dedicate to a leadership search. To help you prepare, we 
would like to provide you with descriptions of the key steps in our process.

	■ Sourcing Email: For many searches, we send emails to alert individuals and invite nominations or expressions 
of personal interest. Whether one receives a sourcing email or not, we invite all who are interested to learn 
more.

	■ Leadership Profile: This document details both the role itself and the hiring organization. We encourage 
everyone who is interested in a position to read the leadership profile carefully, prior to engaging with us. It 
will answer many questions and optimize our time with one another. 

	■ Curriculum Vitae and/or Resume: As the recruitment process begins, we will ask you for a current resume 
or curriculum vitae. Should your career circumstances change during the process, it is your responsibility to 
provide an updated version.



	■ Letter of Interest (if applicable): In some cases you will be asked to submit a letter of interest that 
articulates why you are attracted to the role and how your responsibilities and accomplishments align with 
it. It is also a way to bring to life your CV and to highlight relevant components of your experience. Letters of 
interest (or cover letters) also help an organization get a sense of your writing ability.

	■ Phone Screen: If there is mutual interest, this is an exploratory opportunity for you to learn about the 
organization and role, and for us to learn about you, your experiences and your interest in the position. 
Consider this a fact-finding call for both you and our team member.

	■ Interviews: As the search progresses, candidates go through a series of interviews with the consultant and 
the hiring organization. Phone, video and in-person interviews help us assess your interest in the position 
and potential for success – and determine your alignment with the organization’s culture, values and strategic 
trajectory.

	■ Credentialing and Due Diligence: Due diligence is critical for those advancing in the search. We work with 
the consumer reporting agency, Mintz Global Screening, to verify your employment, academic degrees, 
professional licenses and certifications, and check public media sources including local press and Google for 
relevant information. 

To initiate the screening process, Mintz Global Screening will contact you directly by email with a request that 
you provide information related to your candidacy through an online portal. Within five business days, we ask 
that you review, complete and provide written consent to the process and upload a current version of your 
resume or CV. You will receive automated reminders if Mintz does not receive the necessary consent.

You can be assured that we and Mintz Global Screening go to great lengths to ensure that your privacy will 
be protected. We do not check current employment, nor degrees where those degrees were earned at one’s 
current employer. As we conduct our due diligence, we will encourage you to share with the search consultant 
any information which may be revealed in the course of standard screening practices that might impact your 
candidacy.

If applicable, our screening process for physician candidates includes a questionnaire form regarding any past 
or outstanding malpractice claims. Finally, the hiring organization may wish to conduct credit and criminal 
background checks as the process nears completion.

	■ Harassment and Discrimination Questionnaire: An important part of our screening process is to ask 
you about any past complaints of harassment and discrimination. As a finalist, you will be asked to sign a 
questionnaire which is confidential and shared solely with the hiring organization. 

	■ Referencing: WittKieffer conducts reference checks on candidates only for the position for which the 
candidate has applied and provided consent. No reference checks will be initiated before we have your 
authorization. 

	■ On-site visits: On-site visits, if possible, come at the request of the hiring organization, after the review of 
your credentials. At this point, the mutual interest between you and the organization is serious. You meet key 
members of the organization and community, and get a lay of the land. This is a key step in determining if 
there is a good fit between both parties.

You may be asked to make more than one visit. In addition, you will make your own travel arrangements 
in most cases. Please adhere to the travel guidelines provided by the search team in order to facilitate 
reimbursement of your expenses.
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	■ Compensation Form (if applicable): In some cases, based on regulations and the organization’s practices, 
you will be asked to complete a form documenting the compensation and benefits of your current position as 
well as your compensation expectations. Your search consultant will advise you.

	■ Leadership Assessments and Onboarding: We encourage the hiring organization to obtain leadership 
assessments on finalist candidates. These assessments typically focus on skills, personality and leadership 
potential. Some organizations have their own assessment tools. If partnering with WittKieffer and CMA 
Global, Inc., the assessment begins with a one-hour interview with a licensed PhD psychologist. This 
is followed by online assessments, part of our LeaderVerse services. This information helps the hiring 
organization (and, in some cases, the search committee) come to know you and other finalists thoroughly and 
make an informed decision. 

Importantly for you, leadership assessments set the stage for early on-the-job success. If you are the selected 
candidate, assessment data and findings serve as a template for meaningful insight into your strengths and 
areas of need, and facilitate onboarding and additional career development.

The WittKieffer team stays integrally involved at each step, ensuring you have a smooth transition into your 
new role. 

If you have comments or questions about our procedures for leadership candidates, please share them with a 
WittKieffer consultant. Thank you, and good luck in your career endeavors! 


