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POSTING INTERNALLY A JOB

by Giovanna Combatti

When you have a new job opening,  you have two options you need to evaluate: to post internally the position or to recruit externally. 

In this article we would like to explore the first option that is usually the first step you should run. 

Deciding to post a job internally really means you take a commitment towards organizational and people development. This will send a strong message to company employees that this is a place where one can grow and develop, even at times when the enterprise may face big challenges on the market place. In other words it provides a “sense” of future and of opportunities that fosters motivation throughout the enterprise. 

How can you best make this happen? How should a company proceed? 

Leading this process is typically the HR manager or general manager commitment. 

When a position opens, the managers, who have the responsibility to fill it, will write down a job profile describing job specifications and the characteristics required to fill the position both under the professional and personal point of view. 

At this point line managers will get together with the HR and start looking internally to see if there may be any potential candidates to fill the vacancy. This will be a first superficial scan and a “guts-level judgment”. Should the answer be positive, then you may proceed with the internal posting. Should the answer be negative, than you will need to organize a recruiting from the outside. 

The internal posting should be a cross organizational process, where the company promotes the opportunity at all levels, by any group, business units and functions, where communication efforts will include all of the company employees. 

One company we are supporting decided to send job description and candidate’s characteristics to managers in all the business units and company locations. They then physically posted it in all places where people could read it. This was also published on the internal newsletter and on the company intra-net. They decided to leave the position open for two weeks and to accept internal candidates’ CV within that same time. Candidates could send their application to the HR manager e-mail address, who would of course guarantee and handle the applications as “strictly confidential”. 

One important communicated rule was that, in order to get considered, a candidate should have an “endorsement” from the his/her own actual manager. Candidates who could not manage and discuss their intention to send their applications and get support from their manager, were not considered at all. 

This is the most critical aspect in this process: managers may not want to lose any member of their teams. So it was extremely important that everyone in the organization did know that the company top manager was extremely supporting this process, by communicating that he strongly believed that it is “our duty to make sure 

that we (managers) offer opportunities for internal growth and development and that we all commit to first think about our company’s best interest and look at our own as second”. 

After the posting period expires, the HR manager will start and look at internal candidates exactly as he/she would do for external candidates. HR will organize interviews with candidates who will be informed that HR will talk separately also with his/her actual manager. The candidates who will prove to fit with the new position, will have a second interview with the new manager (who posted the job) who will consult later both with HR and with the actual candidate’s manager in order to reach a decision. 

The company will need to prepare a transition plan, figuring out what is necessary to do to fill the void left by the internall move and closing the loop as quickly as possible. 

Should the posting yield no results, then HR will organize the external recruiting. 

Particular attention should be given to internal candidates who turn out not to fit with the new position. In the event that an employee is interviewed but is not selected for the position, the employee may want to discuss further with his/her manager his/her desire for a further growth or career development or may request a career counseling session with the HR manager or with external resources. In the event that an employee is selected for the position, the hiring supervisor, the HR and the employee are responsible for allowing a minimum of a transition period out of the releasing department. During that time, the hiring supervisor and employee will proceed with completing any position requirements associated with the new position. 

When the employee transfers to the new position, the employee will begin an orientation period. So that the employee will be fully aware of the level of success in the new position, the transferee will receive progress reports and feedback after beginning the new job and at the end of the orientation period, who will last typically one to three months, depending on the new function complexity. 

How will company benefit from all of this? How will the new supervisor and all of the managers benefit from this process? How will all of this look like at the company people eyes? What important message will they then get? And what will this mean for company’s customers? How will they notice and appreciate that process?

The answers to these questions will help deciding and designing an own specific internal job posting process. Will you go for it? 
