Hiring
Strategies

GLOBAL COURSEWARE




L
P
O
L
—
)
()
O
=

Getting
Started

By learning how to utilize the
information we have to find the best
candidates and reviewing not only the
job requirements, but the candidate’s
attributes, you can hire the best people
for your company.



= Know how to present the current
open position

= Develop a workable hiring strategy

WOrkShOp \O/_ = Know how to determine which

Objectives 4~ candidates to interview

= Welcome newly hired employees

" Find potential candidates for the
position
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If a job is worth dc




MODULE TWO

Defining and Knowing the

Position

During interviews, you will need to be able to define and
describe the position to the potential employee so that
they are not surprised or left in the dark.




Know the Position

e What does this position require?
e What kind of skills will be needed?

e How did the previous employee handle the
position?




Needs
Analysis

Hiring a new employee
can be a great asset to
the company — if they

are needed.




Job Analysis

Determining the

required duties

and tasks of the
position

Reviewing
necessary job
responsibility

m

Deciding how to
market the
position effectively




Task
Analysis

After the job analysis is
complete, many tasks and
duties are defined and
can further be analyzed
for the perfect employee
candidate.
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= Know the Position

Practical \Of_ = Needs Analysis

lllustration 4" = Job Analysis
= Task Analysis




Module Two: Review Questions

1. A new person cannot be hired for a position unless what?




Module Two: Review Questions

2. Which of the following is a statement used to learn more

about a position?




Module Two: Review Questions

3. What is the purpose of performing a needs analysis?




Module Two: Review Questions

4. A needs analysis can help detect what?
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Module Two: Review Questions

5. What is the purpose of a job analysis?




Module Two: Review Questions

6. Which of the following is one process of a job analysis?




Module Two: Review Questions

7. What is one step of a task analysis?




Module Two: Review Questions

8. Task analysis can help create what for the company?




Module Two: Review Questions

9. When hiring for a new position, who can offer input into

the hiring strategies?




Module Two: Review Questions

10. The best way to complete a task analysis is to







MODULE THREE

Hiring Strategy

Developing a hiring ‘strategy’ may seem a little extreme,
but it is actually a helpful tool when preparing to hire a new
employee.




Company Information

e Will the company grow more in the future?

e Will | need to downsize this
position/department in the future?

e Do | need one person to handle this position?
More than one?




Salary Range

Money is a large driving

force behind job
descriptions and finding

new employees.
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Top Performers

When hiring for an open position, try to pull in
candidates that can mimic and adopt these
characteristics once they join the organization.




Be
Prepared

e Know the aspects of
the job before looking
for candidates

e Team with managers
to examine potential
new hires




= Company Information

Practical \Of_ = Salary Range

lllustration 4 = Top Performers

= Be Prepared




Module Three: Review Questions

1. It is important to consider what, when hiring new people?




Module Three: Review Questions

2. Company surges and shortages can predict what?




Module Three: Review Questions

3. Why is it important to have a competitive salary range?




Module Three: Review Questions

4. When researching the open position, it is important to

know what about salary?




Module Three: Review Questions

5. What is a characteristic of a top performer?




Module Three: Review Questions

6. Hiring managers hope to hire employee that will do

what?




Module Three: Review Questions

7. One thing that should be included in an emergency hiring

strategy is what?




Module Three: Review Questions

8. Why is it important to have an emergency hiring strategy?




Module Three: Review Questions

9. What is a helpful tool in the hiring practices of a

company?




Module Three: Review Questions

10. A company’s , can help predict any changes

or growth surges ahead of time.




Look for people who will aim fe
not settle for the rot

David Ogilvy




MODULE FOUR

Lure in Great Candidates

One of the first steps to finding great employees is
determining what type of person will fit into the new
position and the company.




R Advertise Where

l Candidates Visit

When planning to advertise, it’s important to
put your company name where you want to get
candidate’s attention.




Develop
Corporate
Citizenship

Corporate citizenship is
the process of a
corporation working
together to share
responsibility and
initiatives.




Treat Your Candidates
Well

It is always good practice to be nice and treat
candidates with respect. They will return the
favor.




Look at the
Competition

Sometimes the
employee just needs to
know what’s out there,
and with a little nudge,
they can make the
decision to join your
company.
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= Advertise Where Candidates Visit

Practical \Of_ = Develop Corporate Citizenship

I"UStratiOn ‘'S = Treat Your Candidates Well

= Look at the Competition




Module Four: Review Questions

1. Where is one effective place to advertise online?




Module Four: Review Questions

2. Where is one effective place to advertise in print form?




Module Four: Review Questions

3. What is corporate citizenship?




Module Four: Review Questions

4. Corporate citizenship can lure in new candidates because




Module Four: Review Questions

5. Treating your candidates well can lead to what?




Module Four: Review Questions

6. If candidates are treated badly, it could do what to the

company?




Module Four: Review Questions

7. What does it mean to poach the competition?




Module Four: Review Questions

8. Why is poaching the competition a cautious practice?




Module Four: Review Questions

9. When planning to advertise, it’s important to put your

where you want to get candidate’s attention.




Module Four: Review Questions

10. Treat candidates with respect, and in turn they will
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Take time to appreciate employees and they will reciprocate in

a thousand ways.

Bob Nelson



MODULE FIVE

Filtering Applicants to Interview

This filtering process allows you to see which candidates
deserve a personal interview based on their skills or
attributes while removing the ones that do not.




Put Lots of Weight on
Cover Letters

Although the cover letter is often forgotten, it is
an important introduction for any person
applying for a job.




Grading
Resumes

Remember what the
position calls for (tasks,
duties, responsibilities)
and review the resume
for these key needs.




Internet Search

Since you never know what a search will
~ | produce, don’t let it be the deciding factor
when it comes to hiring.




Initial Phone
Interview

If the initial phone
interview goes well, bring
them in for a face-to-face
interview to look into
their qualifications
further.




= Put Lots of Weight on Cover Letters

Practical \Of_ = Grading Resumes

I"UStratiOn ‘'S * |nternet Search

= |nitial Phone Interview




Module Five: Review Questions

1. What is one thing that is considered a ‘Do’ on a resume?




Module Five: Review Questions

2. What is one thing that is considered a ‘Don’t’ on a

resume?




Module Five: Review Questions

3. Why is the cover letter of a resume important?




Module Five: Review Questions

4. If an applicant turns in a resume without a cover letter,

the hiring manager will




Module Five: Review Questions

5. ‘Googling” a person helps detect their what?




Module Five: Review Questions

6. Always remember that what you find on the Internet

should




Module Five: Review Questions

7. A phone interview can help gauge what?




Module Five: Review Questions

8. Phone interviews are a great tool for conducting what?




Module Five: Review Questions

are/is an important introduction

for any person applying for a job.




Module Five: Review Questions

10. Many job seekers disregard their







MODULE SIX

The Interview ()

Interviews are the classic way for hiring managers to meet
with candidates and get to know their skills and
qgualifications.




i - Introduce Everyone

If the interview is done one-on-one, the
interviewer and candidate exchange names and
usually shake hands.

A A1
[ a2




Use a Panel

Interview panels generally
consist of a lead
interviewer with two to
three secondary
interviewers.




Match the Interview to
the Job

A better tactic for an interview is to match it to
the job that the applicant is coming in for.




Types of
Questions

e Situation

e Task

e Action

e Result




" |ntroduce Everyone

Practical \Of_ = Use a Panel

"IUStratiOn = » Match the Interview to the Job

= Types of Questions




Module Six: Review Questions

1. Why is it important to introduce all parties in an

interview?




Module Six: Review Questions

2. One way to start introductions is to do what?




Module Six: Review Questions

3. What is a benefit of using a panel during interviews?




Module Six: Review Questions

4. When using a panel, the manager must establish what?




Module Six: Review Questions

5. What is one way of matching the interview to the job?




Module Six: Review Questions

6. What is an advantage of matching the interview to the

job?




Module Six: Review Questions

7. The STAR method bases questions on the candidate’s

what?




Module Six: Review Questions

8. Which of the following cannot be asked in an interview?




Module Six: Review Questions

9. In total, how many interviewers are included in a panel

interview process?




Module Six: Review Questions

10. If possible, bring the to the interview




/\@EI Parkinson



MODULE SEVEN

The Interview (ll)

An effective interview can help find a qualified candidate
quickly while weeding out the applicants that are not.




Tell Me About My
Company

Did they not do their research before coming
in? Did they not go the extra mile?




Distractions

When you are conducting
an interview, you want
your full attention on the
candidate and the
guestions at hand.




Interview More Than
Once




Wrap Up

Before the applicant
leaves, ask them if they
have any questions for
you and if there was
anything that was not
covered in the interview.




= Tell Me About My Company
Practical \Of_ = Distractions

I"UStratiOn ‘S * |nterview More Than Once
= Wrap Up




Module Seven: Review Questions

1. A candidate that does not know anything about the

company in an interview shows what?




Module Seven: Review Questions

2. What is one thing a candidate should know about the

company?




Module Seven: Review Questions

3. If a cell phone is not turned off before an interview, it is a

sign of what?




Module Seven: Review Questions

4. One example of a distraction in an office area is what?




Module Seven: Review Questions

5. What is a benefit of conducting more than one interview?




Module Seven: Review Questions

6. A second interview is best to discuss what?




Module Seven: Review Questions

7. When wrapping up an interview, don’t forget to




Module Seven: Review Questions

8. Before letting the applicant leave, offer them what?




Module Seven: Review Questions

9. A candidate should always come prepared to an

interview.




Module Seven: Review Questions

10. If the applicant’s phone rings/dings, consider that







MODULE EIGHT

Selection Process ()

Know the candidate you want to select before taking them
to the next lengthy step of the hiring process.




Testing

Certain tests analyze a person’s behaviors and
traits that you may not be able to gather from
an interview alone.




Look for
Passion and
Enthusiasm

Punctuality and honesty
are great traits to have in
any employee, but traits
like these do not make
employees unique.

Is
|‘|




Background Checks

A background check generally covers driving
records, credit reports and past employment,
although they can go more in-depth, depending
on the position.




Trust Your
Instincts

Instincts help guide us
when we feel as though
we’re in danger or when
we have a ‘hunch’ about

something.




= Testing

PraCticaI \Of_ = ook for Passion and Enthusiasm

I"UStratiOn ‘S = Background Checks

" Trust Your Instincts




Module Eight: Review Questions

1. What is an example of a test used for new employees?




Module Eight: Review Questions

2. Over 90% of jobs require what kind of test?




Module Eight: Review Questions

3. Employees that do not have job enthusiasm can lead to

what?




Module Eight: Review Questions

4. One sign of job enthusiasm includes what?




Module Eight: Review Questions

5. Background checks are a form of what?

| | |




Module Eight: Review Questions

6. Applicants must give what, in order to conduct a

background check?




Module Eight: Review Questions

7. Second guessing your instincts can cause what?




Module Eight: Review Questions

8. What is one thing that can impact our instincts?




Module Eight: Review Questions

9. What trait is important in a new hire?




Module Eight: Review Questions

10. Despite having a glowing resume, a candidate that

demonstrates may not be a good choice.




AN

-

A company is only as good as the people

X




MODULE NINE

Selection Process (ll)

Keep the candidates you don’t hire on file for back up and
focus your energy on the candidates that did make it
through your screening process.




Education Level vs.
Experience

Resumes are not usually balanced in that the
candidate has a longer list of past job experiences
vs. a longer list of education and degrees.




Have a
Consensus

e Consult with all
interviewers

e Compare notes and
ratings

e Ask for opinions and
perspectives




Keep Non-Hires on File

Although they were not chosen this time, it is a
good idea to keep these files on hand for future
use.




Checking
References

e Determine what you
want to know from the
reference

e Prepare questions
before checking with
the reference




= Education Level vs. Experience

Practical \Of_ = Have a Consensus

I"UStratiOn ‘'S = Keep Non-Hires on File

= Checking References




Module Nine: Review Questions

1. What is one benefit of having more education?




Module Nine: Review Questions

2. What is one benefit of having more experience?




Module Nine: Review Questions

3. What is a consensus?




Module Nine: Review Questions

4. What is one way to build a consensus?




Module Nine: Review Questions

5. What is one reason to keep files for non-hired

candidates?




Module Nine: Review Questions

6. When storing files of non-hired candidates, it is a good

idea to store them by what?




Module Nine: Review Questions

7. When checking references, ask to speak to whom?




Module Nine: Review Questions

8. Before calling a candidate’s references, be sure to have

what?




Module Nine: Review Questions

9. How can a hiring panel come to a conclusion?




Module Nine: Review Questions

10. When checking references, what is a good guideline?




You can employ men and hire hands to work for you, but you

must win their hearts to have them work with you.
.

Merle Shain



MODULE TEN

Making an Offer

The job offer can be negotiable, but in the end, itis up to
you who will fill the position.




Do It Quickly

Time is an important factor when making a job
offer and bringing a new hire into the on-
boarding process.




Employment
Details

e Assignments/daily
duties

e Hours/shifts and
lunches and breaks

e Job expectations




Notify Rejected Candidates

Always remember to be polite and honest —
after all, rejection is never easy to hear.




Be Creative

One of the great things
about a job offer is that it
can be negotiable and
flexible, depending on the
company and employee
needs.




= Do It Quickly
Practical \Of_ = Employment Details

I"UStratiOn ‘S = Notify Rejected Candidates

= Be Creative




Module Ten: Review Questions

1. Why is it important to make a job offer quickly after an

interview?




Module Ten: Review Questions

2. What should the hiring manager do if the candidate does

not answer right away?




Module Ten: Review Questions

3. Including employment details in the job offer does what

for the candidate?




Module Ten: Review Questions

4. Which of the following should be included in the

employment details?




Module Ten: Review Questions

5. Why is it important to notify rejected candidates?




Module Ten: Review Questions

6. What is one way to properly notify a rejected candidate?




Module Ten: Review Questions

7. What is a benefit of being more creative with a job offer?




Module Ten: Review Questions

8. Job offers should always remain




Module Ten: Review Questions

9. When notifying a large number of unsuccessful

candidates, a hiring manager will likely




Module Ten: Review Questions

10. Many employees want to have a work-life balance.




at high-performing companies should be striving to create:
~_agreatplace for great people to do great work.

f

— Marilyn Carlson



MODULE ELEVEN

Onboarding

Onboarding is a term used to define the process of
welcoming a new hire and helping them become a
productive employee.




Training and Orientation

The company orientation is a process that is
used to welcome and introduce the new
employee to the company.




Mentoring

They will need guidance
from management and
coworkers to help them
understand their role in
the company and how the
team works together.




30-60-90 Day Reviews

Review introductory
information

Gauge how they are adjusting

30 days

Review current progress
Set goals for the next meeting

60 days

e Review the past 90 days
Make goals for the future

90 days




Make Them
Feel
Welcome

e Make introductions
between employees

e Be available for
guestions and
assistance




® Training and Orientation

Practical \Of_ = Mentoring

IIIustration ‘'S = 30-60-90 Day Reviews

= Make Them Feel Welcome




Module Eleven: Review Questions

1. Orientation typically covers what?




Module Eleven: Review Questions

2. What is one topic to cover when training new employees?




Module Eleven: Review Questions

3. How does mentoring benefit the new employee?




Module Eleven: Review Questions

4. Who can be a mentor to a new employee?
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Module Eleven: Review Questions

5. 30-60-90-day reviews are important in order to offer what

to the employee?




Module Eleven: Review Questions

6. What is one thing to establish during each review?




Module Eleven: Review Questions

7. What is one way of making an employee feel welcome in

the company?




Module Eleven: Review Questions

8. After welcoming a new employee, assure that you will

what?




Module Eleven: Review Questions

9. When an employee is hired, a is often assigned to see

how they perform in the first few months on the job.




Module Eleven: Review Questions

10. Being the new hire at work can be just as terrifying as




MODULE TWELVE

Wrapping Up

Although this workshop is coming to a close, we hope that
your journey to developing your Hiring Strategies is just
beginning.




Words From the Wise

When hiring key employees,
there are only two qualities to
look for: judgment and taste.
Almost everything else can be
bought by the yard.

- John W. Gardner

Good management consists
of showing average people
how to do the work of
superior people.

- John D. Rockefeller

If we weren’t still hiring
great people and pushing
ahead at full speed, it would
be easy to fall behind and
become a mediocre
company.

- Bill Gates

When you hire people that
are smarter than you are,
you’ve proven that you are
smarter than they are.

- R.H. Grant
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