CJ WOODEN

Fictional demonstration

Reducing interview scheduling delays

I'd start by assigning one scheduling owner and reserving interview capacity. In this example, the longest
request spends three days waiting for panel slots after candidate availability is already available. Asking the
candidate for more dates would not resolve that wait.

The assumed scheduling queue

This fictional developer platform team coordinates interviews across Manila, London and San Francisco.
Twelve requests entered the queue during an illustrative ten-working-day window. Eight were confirmed
and four remain open at the snapshot. All timings, records and proposed targets are fictional demonstration
material.

m lllustrative value How to read it

Four requests are still open and are excluded from

Confirmed requests 8of 12 completed-request duration.

Completed elapsed Elapsed time runs from request creation to

24,48,48,72, 96, 96, 120, 168

hours confirmation, including weekends.

Median completed The middle values are 72 and 96 hours. This is a
. 84 hours or 3.5 days .

duration small, incomplete cohort.

Worked example of the longest request

Request created to availability received 48 48
Availability received to scheduling owner assigned 24 72
Owner assigned to panel slots agreed 72 144
Slots agreed to confirmation sent 24 168

The 72-hour wait for panel slots is the largest interval in this request. It suggests where to investigate. It
does not establish why every request is delayed or who caused the wait. Review the four open requests
separately, using their current ages.
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Proposed scheduling agreement

The team should agree on working hours and coverage before adopting the targets below. These are
example internal targets, not promises already made to candidates. Keep event timestamps in UTC and
show every proposed interview time in the candidate's confirmed timezone.

Accept a new scheduling Acknowledge within one agreed working day. Escalate

request Scheduling owner unassigned requests to the recruiting lead.

Provide usable panel
capacity

Reserve recurring slots each week. Name a backup interviewer

Hiring lead for each assessed skill.

Use the candidate's stated windows and timezone. If no overlap

Match availability to slots Scheduling owner exists, ask the hiring lead for another option.

Confirm that the replacement can assess the same evidence

APEEE @ EEngEe el ATy S before a new invitation is sent.

Send the agreed details once confirmed. If unresolved after two
Confirm or explain a delay = Scheduling owner working days, update the candidate and name the next update
time.

Checks before an invitation

Confirm the date, timezone, duration, meeting link and interviewer. Check that the candidate agreed to the
proposed time and that any earlier invitation has been reconciled. Record whether an invitation was sent,
accepted, changed or cancelled so a calendar entry is not mistaken for confirmation.

Exceptions that need a person

A candidate may have limited availability, accessibility needs or a change in circumstances. The scheduling
owner should agree on an alternative with them. Do not automatically close the application because the
usual interview windows do not work.

Founder decision when capacity is scarce

If the same interviewer is needed for two priority searches, the hiring leads should show the conflict to the
founder. The decision is which search receives capacity or which assessment can use another qualified
interviewer. Adding candidates to the queue does not create that capacity.
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Completed example action record

Request S008, the request confirmed after 168 elapsed hours.
Observed wait 72 hours between owner assignment and panel agreement.
Proposed change Hiring lead reserves two suitable panel windows each week and names a backup.

Owner and review point Recruiting lead checks the next ten requests after the agreement is adopted.

Event timestamps, open-request ages, reschedules, candidate updates and reasons for

Evidence to collect
unresolved requests.

Example candidate update

Thanks for sharing your availability. We're still confirming the interview panel. I'll update you by [agreed
time and timezone], even if we have not settled the slot. If your availability changes in the meantime, please
let me know.

Before using this wording, the scheduling owner would replace the time with a commitment they can keep.
This is a sample message; nothing has been sent.

Review the next queue without hiding open work

Report completed-request duration alongside the number and age of still-open requests. Compare the time
waiting for availability, ownership, panel slots and confirmation. Keep the same start and finish definitions.
A smaller completed median could simply reflect that difficult requests remain unfinished.

Scope of an operations review

| could review a limited scheduling log, identify handoffs and draft the operating agreement. Calendar
administration, candidate communication and scheduling coverage are separate execution work. No
reduction in delay is claimed in this demonstration.

Next step

Name the scheduling owner and hiring lead, confirm working-hour coverage and test the agreement on a
small queue before introducing automation.
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