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Recruiting and Hiring Workbook with Templates
Topic Number 05-0101
This workbook supports Topic 05-0100, Getting Great People.  You should read and understand that Topic before using the worksheets on the following pages.
You probably won’t need or use all of the worksheets in this workbook every time you need to acquire new employees, however it’s almost certain you’ll eventually want to use all of them at one time or another.
The Full Spectrum philosophy of business management is based on mutual respect between managers and employees and the recognition that they’re all on the same team, that they’re all dependent on each other for personal and professional success, and that cooperation outperforms internal competition and antagonism by a large margin.
The worksheets in this workbook are all intended to take advantage of that philosophy.  


The Recruiting Team

Tasks, Responsibilities and Schedule

You can use the following worksheet as-is or erase the tasks listed and insert your own list of tasks.
	TASKS
	PERSON(S) RESPONSIBLE
	TARGET DATE
	COMMENTS

	Write/review job agreement
	
	
	

	Define Model Candidate and write Model Candidate Checklist
	
	
	

	Develop, write, and place job postings and advertisements (includes researching channels and developing messages)
	
	
	

	Candidate screening
	
	
	

	Recruiting event management 
	
	
	

	Develop interview guide
	
	
	

	Interviewing
	
	
	

	Candidate evaluation and the A list
	
	
	

	Hiring (reporting manager)
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Model Candidate Checklist
Use this worksheet to develop your Model Candidate Checklist.  List the required characteristics and the desired characteristics that an ideal job candidate should have.  You’ll be using this checklist to develop your interviewing guide and to do your screening and evaluation of the candidates who respond to your job posting.
To add rows to a category, press the tab key until a new row appears.

	SKILLS

	REQUIRED SKILLS
	COMMENTS

	
	

	DESIRED SKILLS
	COMMENTS

	
	


	EDUCATION

	REQUIRED EDUCATION
	COMMENTS

	
	

	DESIRED EDUCATION
	COMMENTS

	
	


	EXPERIENCE

	REQUIRED EXPERIENCE
	COMMENTS

	
	

	DESIRED EXPERIENCE
	COMMENTS

	
	


	CHARACTER

	REQUIRED CHARACTERISTICS
	COMMENTS

	
	

	DESIRED CHARACTERISTICS
	COMMENTS

	
	


Recruitment Channels Worksheet
How will you reach out to the candidates who are qualified and interested in the job you are offering?  What channels do they experience as a normal part of their lives?  The Top Ten most common channels list may be a starting point, however don’t be limited by it.  Use the channels that work for you and reach them.
As a starting point, the Top Ten channels you might consider are:

Signs
On-line job postings

Classified ads in newspapers
Listings in industry journals, newsletters, etc.

Executive recruiting firms
Outplacement and career counseling firms

Competitors
Colleges and junior colleges

Employee referral programs
Local radio and television advertising

List the channels you might use, estimate their total costs to develop, produce, and place in the channel, and determine if the timing of the channel will work for you (when can your message be published, broadcast, or delivered?).  Then, keeping your budget in mind, select the channel(s) you want to use to reach probable candidates for the job.
	CHANNEL
	PLAN
	EST. COST
	TIMING

	
	
	
	


Job Posting Worksheet
The job posting should have the elements listed in the box to the right, usually in that order.  You can develop the elements of the job posting in any sequence, except that you should write the headline last, after you have done all the thinking and development of the other elements.
We leave the artistic design of the job posting, if any, for you to develop.  Remember that the more the job posting looks like conventional advertising, the more it will suffer the credibility problems that accompany conventional advertising.  Generally, it’s better to keep it simple and factual.
The boxes below lead you through the development process.  Use the last box to write your first draft of your job posting.

	Business Identification.  Describe in the space below how you will identify your business (or if you will keep the identity of your business anonymous at this stage of the recruitment).  Include business name, location, type of industry, and whatever logo and graphics you will use in the message.  If it’s an anonymous job listing, you should still include the city/community and the type of business.

	


	Story.  Tell the candidate why s/he should want this job, keeping in mind the driving needs of the candidate and the driving attributes of the job and your business that will satisfy those needs.  Use plain, simple language.  The first step is to identify the driving needs of the people likely to be interested in the job (your “target market”), and the attributes of the job or your business that will satisfy those needs.  Then you create the “story” of your job posting, which tells the candidate why s/he should be interested in the job.  Be sure to personalize the story (use “you”) and to clearly communicate the satisfaction and benefits of the job and of working for your company.

	Driving attributes of the job and your company (related to the candidate’s driving needs)
· 

	Ideas for, or first draft of your story
· 


	Job Identification.  Give the name and location of the job, plus the title (if any).  Give a description of the job with enough detail so that the candidate will be able to judge if it is a suitable and desirable job for him or her.

	Job Name

· 

	Job Title

· 

	Job Location

· 

	Job Description

· 


	Qualifications.  Describe the qualifications required for the job (so that unqualified candidates will not respond to the job listing).  You may also want to indicate the desirable, but not required, qualifications.  Use the SEEC framework – skills, education, experience, and character.  

	Required Skills
· 

	Required Education

· 

	Required Experience 
· 

	Required Character Traits (values and personal traits)
· 

	Desirable (but not required) qualifications

· 


	Response required (action generator).  Tell the candidate what s/he has to do to respond to the job listing.  Do you want candidates to submit their resumes (with or without cover letters), respond by email or on-line, respond with a telephone call, attend a recruiting event, or some other kind of response?  Be sure to tell them how to respond – address, telephone number, web site, email address, etc. 

	


	Headline.  An effective headline creates a personal connection in the mind of the candidate.  It identifies the job and states or implies the promise of satisfaction of one or more of the candidate’s driving needs.  You can experiment with various headlines in the space below.

	· 


	First draft of your job posting.  Use the information you’ve collected in the previous boxes to write the first draft of the job posting you intend to use to recruit qualified candidates for the job.  If you’re using broadcast channels, use this box to draft the “screenplay.”  Use the format shown to the right, however feel free to revise it if you think a different format would be more effective with your “target market.”
	Use this format:

Headline

Business identification

Job identification and location

Story

Qualifications

Required response

	


Recruiting Event Worksheet
A recruiting event is essentially a screening process in which a number of potential job candidates participate in a meeting, following which they are “flash” interviewed.  The result is that some candidates remove themselves from the process, some are screened out, and some are qualified for further consideration and move on to the next steps in the process.
The suggested agenda for the recruiting event is shown below.  Feel free to modify the event in any way that works for you.

Event Agenda







Meet and greet arriving job candidates.  [15 to 30 minutes prior to start of event]  Collect names and contact information.  Collect materials they were asked to bring to the event (for instance, resumes).
Welcoming remarks.  [2 to 5 minutes]  Description of what will happen during the event.  Handout agenda, if appropriate.
Self introductions.  [15 to 20 minutes]  Candidates each have 30-60 seconds to introduce themselves.  Company representatives observe carefully, and take notes on their observations.
Business description, history, and strategy.   [5 to 15 minutes]  Provide information handouts, if appropriate.
Job description.  [10 to 15 minutes]  Hand out copies of the Job Agreement.  Describe the job in detail.
Question and Answer period.  [10 to 30 minutes.]  Allow candidates to fully ask their questions.
Self-selection.  [2 to 5 minutes]  Candidates who self-disqualify are allowed to leave.  Candidates who want to continue stay on for Flash Interviewing.
Next steps.  [3 to 5 minutes]  Presenter describes the next steps of the process, including the Flash Interviewing that will take place after the meeting is concluded.  Candidates are told they will be contacted within seven days.
Concluding remarks.  [1 or 2 minutes]
Flash Interviews.  [Maximum of 5minutes per candidate]  Candidates are selected in random, or first-to-arrive order, and are Flash Interviewed by company representatives (Flash Interview guides on next page).  Candidates depart as they complete their Flash Interviews.
Flash Interview Guide
Job Name: 





 Interview Date: 



Candidate Name: 










Interviewer/Observer Name: 









Question #1:  
What about the presentation and the job opportunity made an impression on you, and why?

Question #2: 
Based on what you heard in the meeting, what do you think will be your greatest challenge if you are hired?
Question #3:  
Why should we hire you?

Interviewer observations and comments:
Interviewer rating of candidate on 0 to 100 scale: 

 
[0 means candidate is completely unqualified and unsuitable for

the job.  100 means candidate is perfect for the job in every way.]
Recommendation of interviewer:


(  Do not pursue this candidate
(  Invite this candidate back for in-depth interviews
Interview Guide Worksheet
A suggested format for your interview guide is shown on the next page.  Use any format that works for you.  Leave room after each question for your notes and observations.  Print out as many copies of the blank interview guide as you’ll need for your interviews.  Take notes during or (preferably after) the interview.  When the interviews are completed, interviewers should make overall comments and observations in the grey box.
There is a list of 20 useful interview questions on the next page, however, each job and each interviewer is unique, so don’t restrict yourself to the suggested questions.  Use open-ended questions, rather than yes-no questions, to encourage the candidate to speak freely.  Use follow-up questions such as “What else?”  “Tell me more about that.”  “Why was that important/challenging/frustrating/etc. to you?” in order to get a better understanding of how the candidate thinks and behaves on the job.
Interviews consist of job-specific questions – about skills and experiences that relate specifically to the job – and general questions, intended to reveal the character and attitudes of the candidate.  Only you can determine the job-specific questions that will reveal what you need to know about the candidate, so no examples are offered.
Examples of general interview questions
· Considering what you know about the job at this point in time, what will be the easiest and the most difficult aspects of the job for you?

· What are your greatest strengths?  Follow up with: Give me an example of each from your recent experience.  Follow up again: Tell me how those strengths will help you in this job.
· What are your greatest weaknesses?  Give examples from your recent experience of how you overcame those weaknesses.  Follow up with: What are you doing to convert the weakness to a strength?
· Tell me about an experience that demonstrates your ability to deal with difficult people.
· When you have problems with your supervisor, how do you handle it?

· This job requires someone who is [pick an important personal characteristic, such as resourceful, innovative, a leader, etc.].  Give some examples from your experience that demonstrate [that characteristic].

· Thinking about your career, where do you see yourself in 5 years?  10 years?
· What’s the best compliment you ever got from anyone in your career?  Who gave you the compliment, and what did you do that caused it?

· What was your greatest success on the job?  Describe it.  Follow up with: What difficulties did you have to overcome in order to achieve it?
· Why should we hire you for this job?  [When the candidate gives reasons, follow up by asking what in his/her past experience demonstrates that the candidate can live up to the reasons s/he just stated.]

Interview Guide – Suggested Format
Job Name: 





 Interview Date: 



Candidate Name: 











Interviewer/Observer Name: 









Interviewer Summary

Interviewer rating of candidate on 0 to 100 scale: 

 
[0 means candidate is not qualified and is unsuitable for the job.  100 means candidate is perfect for the job.]

Interviewer comments and observations
Interview Questions

Question #1
Question #2

Question #3

Question #etc.

Continue questions for as many pages as you need, leaving space after each question so you can jot down key words and observations.
SEEC Score  Worksheet
Evaluate each job candidate by determining a subjective SEEC score in each of the four areas of qualification denoted by the SEEC qualifications (skills, education, experience, and character) plus an overall summary evaluation statement.
SEEC Score Sheet
Job Name: 





 Interview Date: 



Candidate Name: 











Interviewer/Observer Name: 










	SKILLS

	Comments: 
· 

	Skills Score [0 – 100 scale]
	


	EDUCATION

	Comments: 
· 

	Education Score [0 – 100 scale]
	


	EXPERIENCE

	Comments: 
· 

	Experience Score [0 – 100 scale]
	


	CHARACTER

	Comments: 
· 

	Character Score [0 – 100 scale]
	


	Total SEEC Score
	


	OTHER OBSERVATIONS AND COMMENTS

	· 


The “A” List
List the candidates in the order you’d like to hire them.
	
	CANDIDATE NAME
	SEEC SCORE
	COMMENTS

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	

	9
	
	
	

	10
	
	
	


Job Offer Checklist
Not all job offers need to be documented in an offer letter, however when you plan to use a letter to make the formal job offer, this checklist can serve as the “first pass” at creating the offer letter.  You simply check the items you want included in the letter, and enter the necessary information in the blanks.

When you’ve completed the checklist, you can then write the actual letter, or ask your attorney to write the letter.  Because offer letters, when signed by you, are legal documents, it’s a good idea to have an attorney write them for you, or at least review them before giving them to job candidates.
Check the first column to indicate that item should be included in the offer letter, and fill in the necessary information in the last column.

	(
	ITEMS TO BE INCLUDED IN OFFER LETTER
	INFORMATION

	(
	Date of the offer
	

	(
	Name and address of candidate
	

	(
	Company name and address
	Use company letterhead

	(
	Offering statement, for instance:
Dear [Candidate name],  [Company name] is pleased to offer you employment in the position of [job name] with the title of [job title, if any].
	

	(
	Employment start date
	

	(
	Date the offer expires if not accepted by candidate.
	

	(
	Base compensation (salary, hourly wage, other arrangement)
	

	
	Other compensation (describe) (also attach appropriate company policy or compensation documents to the letter)
	

	(
	Vacation and time off policies.  Either state them or attach policy documents.
	

	(
	Employee benefits.  Also attach appropriate company documents
	

	
	Perquisites for which the candidate will be eligible (company car, club memberships, expense account, company credit card, etc.)
	

	
	Contingencies.  If the offer depends on additional input such as candidate testing, background check, medical examination, etc., list the contingencies.
	

	
	Other requirements, such as:

· Signed job agreement

· Employment contract

· Nondisclosure agreement

· Non-compete agreement

· At-will employment acknowledgement

· Other documents or requirements
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	(
	Authorization of offer.  Name, title, and signature of company person authorized to make the offer, and date offer was signed.
	

	(
	Acceptance blank (on last page of letter), showing candidate name, date of acceptance, and signature of candidate.
	


Job Offer Negotiation Worksheet
Sometimes job candidates decline the offer, yet still want the job.  This worksheet can be used to determine the reason(s) for declining, and for negotiating the job offer that best satisfies everyone.
Step 1 – State the “positions” on which you disagree.  List the elements of the job offer which the candidate doesn’t find acceptable, and list the corresponding elements that the candidate wants.
	What are the positions?

	What you want to offer
	What the candidate wants

	· 
	· 


Step 2 – Determine the underlying interests.  Do this step for each position that you or the candidate wants.  Determine why you want what you want and why the candidate wants what s/he wants.  For instance, if the candidate wants higher salary, find out why s/he wants that higher salary.  If you want to keep the salary at the offered amount, state why that’s that important to you.
We provide forms for four positions for the candidate and four for you.  If you need forms for more positions, copy and paste them (don’t forget to change the number of the position in the top box), or use forms of your own design.
	For Candidate Position #1 (Name it here)
· 

	Your interests
	The candidate’s interests

	· 
	· 

	For Candidate Position #2 (Name it here)
· 

	Your interests
	The candidate’s interests

	· 
	· 

	For Candidate Position #3 (Name it here)
· 

	Your interests
	The candidate’s interests

	· 
	· 

	For Candidate Position #4 (Name it here)
· 

	Your interests
	The candidate’s interests

	· 
	· 


	For Your Position #1 (Name it here)
· 

	Your interests
	The candidate’s interests

	· 
	· 

	For Your Position #2 (Name it here)
· 

	Your interests
	The candidate’s interests

	· 
	· 

	For Your Position #3 (Name it here)
· 

	Your interests
	The candidate’s interests

	· 
	· 

	For Your Position #4 (Name it here)
· 

	Your interests
	The candidate’s interests

	· 
	· 


Step 3 – Seek mutual gain solutions.  There’s no formula for this step or the next.  Use common sense and a desire to find the win-win position.  Cooperate with the candidate.  Develop and discuss possible alternatives.  Find as many acceptable alternative positions as you can.
Step 4 – Reach agreement.  This is a free-form discussion in which both parties, working together, discuss the possibilities and, together, decide on the possibilities that do the best job of satisfying everyone’s underlying interests.  
Step 5 – Finalize the job offer.  When you reach agreement, revise the offer letter to reflect the changes, including changed dates, and execute the finalized job offer.















SEEC Score


SKILLS


EDUCATION


EXPERIENCE


CHARACTER 








“SEEC” 


Your Model Candidate


SKILLS


EDUCATION


EXPERIENCE


CHARACTER 
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