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Module One: Getting Started 

Even the most experienced managers and human resources 

personnel can still have difficulty finding and hiring the perfect 

candidate for an open position. It can be difficult to determine if 

they will be right for the job or work well with the rest of the 

team. 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. 

 

 

Workshop Objectives 

Research has consistently demonstrated that when clear goals are associated with 

learning, it occurs more easily and rapidly. With that in mind, let’s review our goals 

for today.  

At the end of this workshop, participants should be able to: 

• Know how to present the current open position 

• Develop a workable hiring strategy 

• Know how to determine which candidates to interview 

• Steps and techniques to use in an interview 

• Welcome newly hired employees 

• Find potential candidates for the position 

 

 

 

Time spent on hiring is time well spent. 

Robert Half 
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Pre-Assignment 

Complete this worksheet before the class begins. Makes note of what you hope to learn or goals you 

want to address after the class. 

 

1.) Have you ever been responsible for hiring someone? For what? ________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

 

2.) What techniques or strategies did you use/would you use? ___________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

 

3.) What characteristics make a great candidate for your company? _______________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

 

4.) What do you hope to learn from this course? ______________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

 

Any other thoughts: ______________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 
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Module Two: Defining and Knowing the Position 

Before you can ever begin to hire a new employee, you have to 

know what you are hiring them for. You must first know what the 

position calls for and what type of person the job will need. During 

interviews, you will need to be able to define and describe to the 

potential employee so that they are not surprised or left in the dark. 

Being prepared yourself can help prepare the employee as well. 

 

 

 

 

 

Know the Position 

When preparing to hire a new employee, your first step should be to know what 

position you intend to hire them for. After all, you can’t buy new tires if you don’t 

know the model of the car, or what size you’ll need! One way is to learn what type of 

person worked the position before it came open and learn what kind of performance 

they had. They can be the key to determining what kind of person you will need to 

find next. If the position is newly created, speak with department managers and draw 

from them the type of person will be needed. This research will help get a better idea of what the job 

entails and what skill sets will be needed, which can help you form a more accurate job description to 

share with potential candidates. 

 

Points to determine: 

• What does this position require? 

• What kind of skills will be needed? 

• How did the previous employee handle the position? 

• Have we ever had this position before? 

 

If a job is worth doing, it is worth doing well. 

Proverb 
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Needs Analysis 

Hiring a new employee can be a great asset to the company – if they are needed. 

When you have a new position to fill, it is a good opportunity to review your 

company’s organizational needs and if there are any gaps or ‘overfilled’ areas. 

Determine if you will need the usual one person to fill the job, or maybe you will 

need multiple people to fill the roles. Are other areas affected by the change? If so, 

how?  

When looking at the position, and its surroundings, what kind of needs does this job fulfill for the 

organization? What key responsibilities need to be included when creating the job description for this 

position? You want a candidate that will help the organization succeed and thrive in the new opening. 

When you look at your current staffing, find out if your current staffing is meeting these needs and 

responsibilities, and if not, how can they be fulfilled? Review for any holes and what is specifically 

needed to fill them. Sometimes we might be able to fill the position by altering a role already 

established in the company, but if you can’t, you’ll need to proceed with creating a job description to 

post for outside job seekers. 

 

Job Analysis 

A job analysis is a process used by managers and recruiters to collect information 

about the job position, including the required duties, skills, and responsibilities. Many 

of these details are key aspects that can make up a job description. Start with the job 

title, since this is the ‘headliner’ for the job and can give the applicant an idea of what 

it may or may not include. Titles such as “Customer Service Representative” or 

“Business Accountant” can give hints as to what the job entails, while still leaving 

room open for additional job titles or duties. 

The important thing to remember is that a job analysis focuses on the job itself, not the person working, 

or soon to be working it. Often times we forget that we are collecting information about an opening in 

the company since we spend so much time conducting questionnaires and surveys from the people in 

the company. The job analysis is supposed to help the hiring personnel determine a position’s 

‘readiness’ to be filled, and what exactly is needed to accomplish that. 

Common tasks of a job analysis: 

• Reviewing necessary job responsibility 

• Determining the required duties and tasks of the position 

• Researching similar job postings in and outside the company 

• Deciding how to market the position effectively 
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Task Analysis 

After the job analysis is complete, many tasks and duties are defined and can 

further be analyzed for the perfect employee candidate. A task analysis is similar 

to a job analysis, but this process breaks down how a task is completed and what 

materials are necessary to do it. This can include basic task activities, such as 

processes and materials, and expand all the way to determining task length, 

difficulty, energy or other unique characteristics of the position. Once the task 

analysis is gathered, the information can be helpful during the development of personnel criteria and 

employee training.  

Most of the time, the best way to complete a task analysis is to work with the employee in that position 

and their surrounding peers to observe their actions and what procedures they follow. These people are 

the best way to obtain firsthand information on what is, or isn’t, performed on the job. However, if this 

person is not available, or the position has been created recently, then research with outside companies 

or agencies with similar positions can be a better resource. 

 

Case Study 

Brenda was preparing to hire a new accountant in the company's business office. 

However, this position was under the business finance department, rather than the 

customer service finance department, so Brenda was unfamiliar with the job duties 

that entailed. She went to the department manager and asked them to explain the 

job to her. She took notes on the needed duties and procedures and what would be 

expected of the new employee. She verified that they only needed one more 

employee for the job, and that they could not split the responsibilities between current employees. 

When Brenda finished speaking with the manager, she had enough information to form a detailed job 

description that she could share with potential candidates and try to fill the position right away. 
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Module Two: Review Questions 

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

a) They pay an application fee 

b) The hiring manager knows the position 

c) The hiring manager conducts three interviews 

d) They have over fifteen references 

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

a) “What time will they go to lunch?” 

b) “How much vacation will they have?” 

c) “What kind of skills will be needed?” 

d) “What size desk will they need?” 

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

a) Determine what a job position consists of 

b) Determine the amount of pay per employee 

c) Determine future employee needs 

d) Determine what kind of person to hire 

4. A needs analysis can help detect what? 

a) An under-filled position 

b) A lack of office supplies 

c) An analysis of office furniture 

d) An over-qualified employee 

5. What is the purpose of a job analysis? 

a) Analyzing company spending 

b) Conducting a panel interview 

c) Determining the proper dress code 

d) Collecting demographics about a position 

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

a) Researching similar jobs 

b) Creating new job descriptions 

c) Determining what kind of supplies to buy 

d) Finding out what the competition is paying their employees 
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7. What is one step of a task analysis? 

a) Determining the most accurate salary range 

b) Determining individual task difficulty 

c) Determining the number of employee needed in a job 

d) Determining if the position will have growth 

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

a) Employee retreats 

b) Job descriptions 

c) Training programs 

d) Interview protocols 

9. What position was Brenda preparing to hire a new employee for? 

a) Sales clerk 

b) Accountant 

c) Customer service 

d) Telephone clerk 

10. What information did Brenda gather from the manager about the open position? 

a) The paying salary 

b) The amount of vacation time given 

c) The new starting date for the employee 

d) The included job duties 
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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. 

When an opening comes available that you will need to fill, there 

are often several steps to take and follow in order to obtain the 

best workers. Many companies develop a standard hiring 

strategy for their open positions, but it is always a good idea to 

adapt your strategy to your company and its business needs. 

 

 

 

Company Information 

You cannot hire an employee to join your team if you don’t know anything 

about your own company. You know that having an adequate staff can make 

the difference in how your company performs and can affect its growth. So 

when you are preparing to search for ways to fill an open position, take a 

minute to analyze how your company has changed, and is changing. Based on 

the company’s history, predict any changes or growth surges ahead of time, which can help you 

determine what kind of staffing needs you will have. Will you need more than one person for now? 

Maybe you only need someone short term? Knowing this information before beginning the candidate 

search can reduce the amount of stress and headaches you’ll have later. 

Analyze: 

• Will the company grow more in the future? 

• Will I need to downsize this position/department in the future? 

• Do I need one person to handle this position? More than one? 

• How will this position work out in 6 months? A year? 

 

You need to have a collaborative 

 hiring process. 

Steve Jobs 

 



Page 13 

Salary Range 

Money is a large driving force behind job descriptions and finding new employees. 

While many candidates may love the job they are coming into, the pay and salary 

will usually be a major deciding factor. As a hiring manager or recruiter, it is 

important to know the salary range the position offers and what kind of 

compensation the new employee will be worthy of. Many companies offer higher 

starting salaries for employees with more skills or with cross-training abilities, which 

can help draw in qualified candidates. Research the history of the position and the department it is in to 

view what kind of salary range has been issued for previous employees. Is this range suitable for the 

next employee? Will it need to be increased or decreased? Look into similar positions offered at 

different companies to see if they offer a similar range or if they differ, and why. The point is not to 

‘beat their price’, but you want to ensure your company is fair and staying competitive with other 

businesses. 

 

Top Performers 

Every company has top performers that often out-shine the rest of the team. These 

employees often show great initiative and strong work ethic, which would make them 

an asset to almost any company. Top performers are generally hard workers with 

great qualities, such as being on time, finishing work on time, and even helping other 

employees with their work. Observe your employees and designate which of them 

are considered your top performers. Then determine what makes your top 

performers so great and why it works for the company. What skills do they possess? What actions do 

they normally make? What qualities do they have as a top performer? When hiring for an open position, 

try to pull in candidates that can mimic and adopt these characteristics once they join the organization. 

Base your strategy on the goal of hiring new employees that can come into work and learn to adopt 

some of these better qualities and become one of your top performers. 
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Be Prepared 

Productivity can be affected when a position is open, leaving more work for other 

employees to take on along with their regular duties. While we can’t always predict 

when a spot will open, we can prepare ourselves for when it does happen. If you try 

to fill the spot in a hurry, you may not find the best person for the job and will more 

than likely have to repeat the process if the employee doesn’t work out. While every 

company should develop a standard hiring strategy, an emergency hiring strategy is 

always recommended as well. An emergency hiring plan consists of steps and processes to follow when 

a position needs to be filled in a hurry, but can still assure that the right person is hired. Partner with 

other managers and gather information about their positions and what kind of person they would need 

to fill them. Work together to build a process that can help streamline the hiring process and find 

qualified candidates - even in a pinch. 

Tips for developing emergency hiring strategy 

• Know the aspects of the job before looking for candidates 

• Team with managers to examine potential new hires  

• Build strategies for using current employees temporarily (cross training, job sharing, etc.) 

• Consider partnering with staffing or recruitment agencies 

 

Case Study 

Adam was having a hard time hiring a new employee to work at the front desk of his 

law firm. He had hired three people in a row that had not worked out. He decided it 

was time to put together a better hiring strategy. First, he reviewed all of the 

aspects of the position and what role the position played in the company. This 

process helped him create an accurate job description.  Next Adam reviewed the 

proposed salary and compared it to salary levels for similar jobs within the 

company. Finally, Adam made a list of emergency resources he could use if the position suddenly came 

open again, such as borrowing employees from other areas or looking into a staffing agency for 

temporary workers. 
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Module Three: Review Questions 

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

a) How your hair looks 

b) Previous company changes 

c) How many employees are on vacation 

d) The size of the department cubicles 

2. Company surges and shortages can predict what? 

a) The menu in the cafeteria 

b) The amount of time off for each employee 

c) The company employment needs 

d) The assignment of parking spaces 

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

a) It makes the company look good 

b) It is easier to maintain over time 

c) It can affect a candidate’s choice in employment 

d) It can make the company look cheap 

4. When researching the open position, it is important to know what about salary? 

a) If it will increase or decrease in the future 

b) If the competition will find out your current range 

c) If the price of the US dollar will increase 

d) If the manager’s salary will change 

5. What is a characteristic of a top performer? 

a) They come to work even if they are sick 

b) They take a lot of vacation time 

c) They are liked by everyone 

d) They have a good work ethic 

6. Hiring managers hope to hire employee that will do what? 

a) Mimic top performers 

b) Assist the top performers 

c) Commit to stay for several years 

d) Do what they are told 
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7. One thing that should be included in an emergency hiring strategy is what? 

a) A list of back-up employees 

b) Information for a staffing agency 

c) Information for the unemployment office 

d) A notice regarding over-time pay 

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

a) To finish hiring someone in a hurry 

b) In case too many employees go on vacation at once 

c) In case of short staffing 

d) To add to the emergency exit plan 

9. What type of company does Adam work for? 

a) A sales agency 

b) A law firm 

c) A hospital 

d) A bank 

10. What did Adam discover about the salary of open position in his department? 

a) It was higher than other departments 

b) It was in the same range as the other departments 

c) It did not include any bonus offers 

d) It was lower than other departments 

  



Page 17 

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. But finding the right way to lure in candidates can be 

difficult if not done properly. The key is to reach out locally as 

well as outside the region to reach a range of people and a range 

of talent. 

 

 

 

Advertise Where Candidates Visit 

When planning to advertise, it’s important to put your company name where you 

want to get candidates attention. Industry specific sites are an ideal place to post job 

openings or opportunities to hand in resumes. These sites can appeal to candidates 

currently looking for work or those simply interested in the particular type of 

industry and line of work. Online job websites are a large source for job seekers, 

which make them a great place to advertise and seek new candidates.  

In print, trade magazines appeal to a large group of magazine buyers and often cater to a focused group 

of job seekers. Although newspapers are decreasing in popularity and readers, advertising with posters 

or newsletter articles are a great place to start looking for new recruits, especially since college students 

and graduates will be looking for work. Increasing exposure to the growing public will increase chances 

of finding more candidates and increasing company exposure. 

 

 

  

Look for people who will aim for the remarkable 

and who will not settle for the routine. 

David Ogilvy 
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Develop Corporate Citizenship 

Developing a corporate citizenship is a phrase used to describe the process of a 

corporation working together to share responsibility and initiatives. Also known 

as corporate social responsibility, corporate citizenship can cover a wide range of 

services and processes, including charity works, business plans, and office 

procedures. Developing a corporate citizenship among employees helps them 

become engaged with each other and hold each other accountable for their own 

actions.  

When a company utilizes this citizenship, it helps draw in talent and potential candidates since it can 

make employees feel like they are part of a team and feel better about working with each other. 

Utilizing corporate citizenship can also help retain current employees because employees feel like they 

are part of a family and feel supported by the rest of their team when a problem arises.  

 

Treat Your Candidates Well 

Any company knows that if the employees do not feel as though they are treated 

fairly and are respected, they will want to leave. Happy employees become loyal 

employees. However, it’s important to treat new hires as well as the candidates you 

choose not to hire with respect. Any candidate who comes in contact with the 

company, whether by interview, resume, or simple phone call, that is not treated 

respectfully, could not only lose interest in your company, but can share their 

mistreatment and cause other candidates to lose interest as well. Be honest with everyone you choose 

not to hire and offer advice and feedback before letting him go. Keep job seekers up to date and notified 

of interview processes and potential open positions. You don’t have to kiss the feet of the candidates 

you meet just to make them happy, but it is always good practice to be nice and treat them with 

respect. They will return the favor. 

 

Look at the Competition 

Competition is not always clean, and sometimes you can find the perfect candidate 

by playing a little dirty. While your company should not go nosing around to rival 

companies, sometimes they have talented candidates that may not be happy and are 

looking for a change. Don’t try to up sell your company or exaggerate what it has to 

offer, but be truthful about what you can give them and what kind of position you 

have open. 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. Always use a level of caution and 

finesse when trying to recruit from other companies because you don’t want your company to get a bad 

reputation as an employee stealer, nor do you want to open the door for other companies to poach 

your employees.  
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Case Study 

Andrew needed to fill a number of open positions at the company. He decided to 

post the job openings on the company’s website.  Andrew was optimistic that they 

he would receive applications because he knew that the company had good 

reputation as an employer in the community.  Andrew took note of the 

compensation packages offered by rival companies and made sure that his online 

postings were competitive. 
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Module Four: Review Questions 

1. Where is one effective place to advertise online? 

a) Facebook 

b) Job-specific websites 

c) The company blog 

d) Personals websites 

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

a) Public libraries 

b) Grocery stores 

c) College campuses 

d) Hospitals 

3. What is corporate citizenship? 

a) A corporation composed of different ethnicities 

b) A corporation with only American employees 

c) A corporation working together as one entity 

d) A corporation with over 1,000 employees 

4. Corporate citizenship can lure in new candidates because __________________. 

a) It makes them feel like part of a team 

b) It allows them to work individually 

c) It gives them a chance for promotions 

d) It makes them feel as if their actions don’t matter 

5. Treating your candidates well can lead to what? 

a) Early retirements 

b) More layoffs 

c) Less wages 

d) Loyal employees 

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

a) Give it a bad reputation 

b) Make it more popular 

c) Make it appear tougher on employees 

d) Allow it to hire less qualified people 
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7. What does it mean to poach the competition? 

a) Buy breakfast for their employees periodically 

b) Look for candidates employed by rival companies 

c) Negotiating with management to ‘trade’ employees 

d) Having more productivity than them 

8. Why is poaching the competition a cautious practice? 

a) It can be hard to do 

b) It can prove unsuccessful 

c) It can make your company look bad 

d) It can upset your current employees 

9. What was the first step Andrew took to attract new candidates? 

a) Run an ad through the local newspaper 

b) Post an ad on a popular job-seeking website 

c) Ask a friend to help him create job descriptions 

d) Created a jingle to sing on the radio 

10. Andrew had a friend in what department who would help him recruit from the rival company? 

a) Accounting 

b) Human Resources 

c) The maintenance staff 

d) The business office 
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Module Five: Filtering Applicants to Interview 

Now that you’ve sent job descriptions and help wanted ads, you have 

a wave of responses, but don’t know what to do next. Now that you 

have candidates to choose from, it is important to begin determining 

which ones you want to interview, and which ones you don’t. 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 looking to apply for a job. As a hiring manager, you know it can be annoying 

to receive countless resumes sent to an email inbox or through the mail without a 

cover or adequate contact information. More companies are putting more stress on 

a good cover letter, so feel free to jump on the bandwagon. A cover letter is a 

chance for potential employees to freely write a summary about themselves, 

including a brief summary of skills and previous jobs.  

It allows them to use their own ‘voice’ and show their personality outside of the bullet lists on the 

resume. Sometimes it shows if the candidate has rushed through the letter or if they have possibly 

forgotten to include information, which can give some doubt, but should still be looked into. If a 

candidate neglects the cover letter, it should send up a red flag right away. Was the person in a hurry? 

Were they too lazy to write one? Do they know how to write one? 

Remember: No cover letter = No interview 

 

  

Take time to appreciate employees and they 

will reciprocate in a thousand ways. 

Bob Nelson 
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Grading Resumes 

Many employees do not realize the importance of a well thought out and tailored 

resume, but a resume is one of the first impressions you will get from them. When 

reviewing, or ‘grading’, resumes, check for easy readability and flow of the document. 

On a closer look, check for typos and grammatical errors, since these are very 

unprofessional and do not reflect well on the candidate.  

Does the candidate’s resume match the position they are applying for? If you are hiring for a sales clerk, 

are they giving you their qualifications from their accounting position? The candidate usually lists an 

array of jobs and skill sets they possess, but don’t let it overwhelm you or fool you into thinking they are 

the perfect fit. Remember what the position calls for (tasks, duties, responsibilities) and review the 

resume for these key needs. If they display these characteristics, in plain sight, it is a good indication to 

extend an interview. 

 

Internet Search 

Sadly, the Internet is forever and it cannot hide our true selves 

sometimes. Many job seekers forget about this when they go out into the 

working world and go looking for employment. Google will allow you to 

search a person’s name for information and photos, although other sites 

such as Bing.com or Yahoo.com can produce some of the same results. 

But be warned that while it is a good source of information, it can give you 

the good, the bad, and even the ugly.  

While some candidates can have distasteful photos from parties and events (which can make a hiring 

manager think twice about their ability to focus or come to work the next day), others may simply lack 

any kind of Internet presence (such as a lack of social media, blogs or club sites). On the other hand, a 

search result may show you evidence of past awards, professional Twitter accounts or photos from a 

volunteer project. Since you never know what a search will produce, don’t let it be the deciding factor 

when it comes to hiring the person. Use it as a tool to gauge what kind of personality they have and 

what kind of presence they have online. If you want to pursue the candidate, invite them for an 

interview and keep your findings on the back burner. 
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Initial Phone Interview 

Phone interviews are a great way to gain a first live impression of a candidate. Not 

only do they save time by reducing the number of people coming and going to the 

office, but they can allow you to feel more prepared when asking questions. 

Prepare a set of questions you want to ask and take notes on their responses. This 

information can come in handy when discussing the candidate with other hiring 

personnel and want to have someone else review their qualifications. These types 

of interviews are a great way to introduce the candidate to the position and allow them to have a lot of 

the information up front. If the candidate decides the job is not for them, they can let you know right 

away so they do not waste a trip into the office.  If the initial phone interview goes well, bring them in 

for a face-to-face interview to look into their qualifications further.  

When conducting the interview, listen for signs of poor communication, such as incorrect grammar, 

frequent uhhh’s or ummm’s , or a lack of listening and replying. If the person cannot hold a professional 

conversation over the phone, it can send up a red flag about how they will communicate within the 

office. Candidates who have bad phone manners can indicate a lack of manners in person as well. If you 

decide this person is not right for the job after speaking with them, this is the best time to let them 

know so that you can continue with your search without wasting their time, or yours. 

 

Case Study 

Kay needed to fill a nursing position for the night shift at a nursing home. She 

advertised the position online, and in the online advertisement she asked candidates to 

include a cover letter with their résumé.   

Applications from the candidates that did not include a cover letter were automatically 

discarded, since Kay felt like these candidates could not follow simple directions. She 

further reviewed resumes for errors such as typos. She only interviewed applicants 

who had put effort into their applications because she considered the effort they put 

into applying for a job to be a reflection of the effort they would put into their job. 
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Module Five: Review Questions 

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

a) Use long paragraphs 

b) Including references 

c) Excluding jobs you were fired from 

d) Use shorthand terms 

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

a) Including past manager information 

b) Listing previous job details 

c) Over-generalizing 

d) Complete a spell-check 

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

a) It saves the manager from having to read the resume 

b) It allows the company to create a profile 

c) It portrays the candidate’s personality 

d) It saves paper 

4. If an applicant turns in a resume without a cover letter, the hiring manager will ________. 

a) Not give them an interview 

b) Call the candidate to ask for one 

c) Ask for one at the time of the interview 

d) Proceed as normal 

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

a) Amount of personal photos 

b) Personal information 

c) Amount of personal blogs 

d) Internet presence 

6. Always remember that what you find on the Internet should __________________. 

a) Not be the only hiring factor 

b) Be talked about in the interview 

c) Not matter at all 

d) Determine if a person is hired 
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7. A phone interview can help gauge what? 

a) Sales skills 

b) Communication skills 

c) Math skills 

d) Technology skills 

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

a) Personal satisfaction surveys 

b) Questions about job skills 

c) Introductory interviews 

d) Questions about work schedules 

9. What did Kay do with resumes that did not include a cover letter? 

a) Called the applicant to ask for one 

b) Discarded them 

c) Offered them an interview 

d) Made one for them 

10. What was one reason Kay did offer an interview to the second interviewee? 

a) She didn’t speak loud enough 

b) She didn’t have enough qualifications 

c) She talked too much 

d) She was distracted while talking 
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Module Six: The Interview (I) 

So you’ve sent out job descriptions, reviewed tons of resumes, and 

even completed a few phone interviews, now it’s time for a face-to-

face interview. Interviews are the classic way for hiring managers to 

meet with candidates and get to know their skills and qualifications. 

They allow for an employer and applicant to meet in person and 

discuss the position in depth. 

 

 

 

 

Introduce Everyone 

When starting an interview, it is important to ensure everyone knows each other. If 

the interview is done one-on-one, the interviewer and candidate exchange names 

and usually shake hands. Some interviews are done in groups or with a panel of 

interviewers, so candidates should be introduced to each person involved and make 

sure their information is available to them. Introductions will make everyone feel 

more comfortable, so nerves can be put at ease. It’s best to open with a bit of small 

talk and ‘natural’ talk, which can make the candidate feel more casual while staying professional. Start 

by telling the candidate a little bit about yourself (although nothing too personal) and wait for a reply 

from the candidate. Then lead into the interview by discussing your position, the position you are hiring 

for and what you are overall looking for. 

 

 

  

Today, when I hire, I look for people who 

want to be trained or molded. 

Bobby Flay 
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Use a Panel 

Many interviewers decide to use a panel when interviewing for open 

positions. Interview panels generally consist of a lead interviewer with two to 

three secondary interviewers. A panel with any more people than that can 

become too confusing and can make your candidate feel overwhelmed or 

intimidated. These panels allow you to have a chance to write down any 

notes after asking the candidate a question. While you are writing, another 

panelist can ask another question and keep the interview going. This not only allows for you to not be 

the only person asking constant questions, but gives a different perspective with questions you may not 

have thought of yourself. At the end of the interview, ask each panelist to rate the applicant and 

compare notes about their responses. Are the responses similar around the board? Do they differ?  A 

panel interview not only saves time for the interviewer, but it gives a chance for more employees to 

meet the potential employee at once, which can have a bigger impact on choosing a candidate. 

 

Match the Interview to the Job 

Many typical interviews take place in a small office, where the interviewer takes 

the applicant aside, asks several questions and then the applicant leaves without 

knowing much more about the job. A better tactic for an interview is to match it to 

the job that the applicant is coming in for. If possible, bring the environment to the 

interview, such as taking a tour through the facility while talking or holding the 

interview in the actual office or work area of the position. When the applicant 

arrives, monitor how they have dressed and if it matches the position. Many applicants know to dress 

nice for the interview, but do they appear over or underdressed? Is their attire fitting for the company? 

Applicants know what kind of job they are coming in for, so try to make the interview match the position 

and let the candidate see into it further. 

 

Types of Questions 

There are a variety of types of questions to ask during an interview. The type of 

question depends on what type of information you want to gain from the 

applicant. There are questions meant to address personal attributes, questions 

about abilities and even questions about behavioral qualities. Open-ended 

questions offer in-depth answers while hypothetical questions can help show the 

applicant’s critical thinking skills. Stress interview questions are questions that are 

designed to determine how a person reacts under stress or increased pressure and usually involve rapid 

fire questions with an expectation of a quick response.  While they offer different sources of 

information, remember that they can be facts or opinions and should not be taken personally or at face 

value. Remember that certain questions cannot be asked in an interview, including questions related to 
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age, marital status, religion, or even sexual preferences. These types of questions impose too much bias 

and are extremely personal, so they should never be asked to an applicant. 

The S.T.A.R. method is a way to ask and answer questions based on the candidate’s resume. It normally 

asks for concise details about their previous work experience and outlines exactly what they did in their 

previous jobs and duties. 

S.T.A.R. Method example: 

• Situation – What is a situation you faced in your previous job? 

• Task – What tasks were involved in that experience? 

• Action – What actions did you take? 

• Result – What were the results of those actions? 

 

Case Study 

Gerald and Henry were preparing to interview the first applicant for an open position 

in their accounting department. They had decided to conduct the interview together 

so that they would benefit from each other’s prospective.  When the applicant 

arrived, they noticed that she was appropriately dressed for the position. They 

introduced her to the other employees in the department and briefly showed her 

around before sitting in the conference room for the interview. Gerald and Henry 

took turns asking questions and took notes about her answers. They asked questions 

that got her to open up about her past work experiences and skills. At the end of the interview, they 

were pleased with her performance and they promised to call her in a few days for a follow-up visit. 

 



Page 30 

Module Six: Review Questions 

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

a) To establish lead interviewers 

b) To make everyone feel more comfortable 

c) To make everyone feel nervous 

d) To determine who will go first 

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

a) Pick someone at random 

b) Make the candidate speak first 

c) Tell something about yourself 

d) Begin asking questions right away 

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

a) It makes the panel feel powerful 

b) It makes use of the empty space in the room 

c) It gains different perspectives 

d) It allows the interviewer to do less work 

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

a) A rating system 

b) A secret language 

c) A voice recorder 

d) A video camera 

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

a) Having the interview in your office only 

b) Letting some current employees watch the interview 

c) Telling the candidate about the job in detail 

d) Holding the interview in the work area 

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

a) The candidate has better picture of the job 

b) The candidate gets a head start on training 

c) The manager gets out of the office periodically 

d) The manager can ask nearby employees to help 
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7. The STAR method bases questions on the candidate’s what? 

a) Cover letter 

b) Resume 

c) References 

d) Application 

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

a) Questions regarding previous managers 

b) Questions regarding education level 

c) Questions regarding religion 

d) Questions regarding shift preferences 

9. What was one reason Henry and Gerald like interviewing candidates together? 

a) To ask opposite types of questions 

b) To compare notes later about the candidate 

c) To intimidate the candidate 

d) To give the other one a break 

10. Where did Henry and Gerald decide to interview the candidate? 

a) In Gerald’s office 

b) In the company lobby 

c) In Henry’s office 

d) In the banking department 
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Module Seven: The Interview (II) 

Preparing for an upcoming interview can seem like a daunting 

task that takes a lot of preparation. An effective interview can 

help find a qualified candidate quickly while weeding out the 

applicants that are not. When an interview is done smoothly and 

effectively, hiring managers can spend less time looking for 

candidates and will fill the position right the first time. 

 

 

 

Tell Me About My Company 

When an applicant comes in for an interview, the interviewer has a bit of 

background about them and already has a head start on the conversation. So the 

applicant should return the favor and know a good amount of information the 

company they are coming to interview for. Some common questions to ask 

including asking them what they already know about the position and what does 

the company do or make. Take notice of what they do know and make notes of 

what they don’t. Is it simple information that can be found anywhere or was there some research to find 

this information? If they don’t know much about the position or the company, or say they don’t know 

anything at all, note this as a red flag. Did they not do their research before coming in? Were they too 

lazy to go the extra mile? For whatever reason, the candidate should always come prepared to an 

interview, and not doing so does not show good work ethic. 

 

  

Confidence has a lot to do with interviewing – 

that and timing. 

Michael Parkinson 
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Distractions 

When you are conducting an interview, you want your full attention on the 

candidate and the questions at hand. So before the candidate arrives, check over 

the interview area and look for anything that could distract you or the applicant. If 

it will be in your office, ensure that the office phone is off and important papers 

are not lying around in the open. If the interview will be in an open area, such as 

the actual department or in a conference area, check over the area and look for 

any distractions and make sure the flow of outside workers is kept to a minimum. Most importantly, 

ensure that all cell phones are turned off. It is almost always guaranteed that cell phones will be 

present. They are one of the biggest distractions that can occur during an interview. Double check your 

cell phone before entering the interview. If you hear the applicant’s phone go off, consider it a deal 

breaker since it is a sign they do not have enough respect to turn it off before coming in. 

 

Interview More Than Once 

It’s common knowledge that two looks at something are better than one. In this 

case, holding a second interview is better than having just one. When reviewing 

candidates to bring in for an interview, think of which questions you would ask in 

the first interview and which ones you would save for a second interview. The first 

interview is great for getting a first impression of the applicant and gaining some 

introductory information. But a second interview is a chance to expand on the 

information obtained from the first interview and bring the applicant further into the position. The 

second interview is typically the place to discuss topics such as salary and job duties because the 

applicant is being highly considered for the position.  

Topics typically covered in a second interview: 

• Proper dress code 

• Pay or salary range 

• Specific job assignments 
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Wrap Up 

As the interview comes to an end, ensure that things are professionally wrapped up 

before parting ways. 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. 

Be truthful with them about what they can expect next, such as a follow up letter or 

a phone call. Do not give a specific time of when you will contact them, just in case 

something comes up, and do not set their expectations too high. Offer them non-

specific time range you will try to contact them, such as a set number of days. Let them know the 

preferred method you will use, such as phone or email, and verify the information you have for them is 

correct. Give them a business card with your contact information and shake their hand before letting 

them go. 

 

Case Study 

Maria was following up with a candidate that she had interviewed over the phone for 

a sales clerk position. Josh seemed like a good candidate and Maria wanted to hold 

another interview with him. Before he arrived, Maria decided to clear her office of 

paperwork and other distractions, as well and she turned off her cell phone. When 

Josh arrived, Maria asked him several questions about his past work experience. She 

wanted to know if he had done his research before coming in, so she asked him what he knew about her 

company. Surprisingly, he had a wide range of knowledge about her company, including when it was 

founded, what their core products and services were, and how they were planning to expand in the near 

future. Before wrapping up, Maria asked Josh if he had any questions for her or if she had missed 

anything. By the time Josh left, Maria felt good about Josh as a candidate and made notes to move him 

further through the hiring process. 
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Module Seven: Review Questions 

1. A candidate that does not know anything about the company in an interview shows what? 

a) The candidate is very busy 

b) A lack on initiative 

c) A quick learner 

d) The candidate tried to find out but couldn’t 

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

a) The number of employees that were recently hired 

b) The name of the department managers 

c) What the company produces/does 

d) What the company does for a Christmas party 

3. If a cell phone is not turned off before an interview, it is a sign of what? 

a) Carelessness 

b) Forgetfulness 

c) Disrespect 

d) Indifference 

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

a) Stacks of paperwork 

b) The candidate’s resume 

c) A cup full of pens 

d) An empty trash can 

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

a) To lead on the candidate 

b) To have more time to decide on a candidate 

c) To kill time 

d) To cover more topics 

6. A second interview is best to discuss what? 

a) Job specific details 

b) Previous work experience 

c) Job interest 

d) Education experience 
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7. When wrapping up an interview, don’t forget to ____________________. 

a) Tell the applicant about the job salary 

b) Verify the applicant’s contact information 

c) Ask the applicant for more references 

d) Tell the applicant about the stock offering 

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

a) A piece of candy 

b) The names of department head 

c) A reasonable follow up time 

d) A key to the employee lounge 

9. What type of interview did Sandy conduct first with Josh? 

a) An interview over email 

b) A phone interview 

c) A face-to-face interview 

d) A group interview 

10. What did Sandy do before letting Josh go from the interview? 

a) Asked for his phone number 

b) Told him about the salary offer 

c) Asked him about his resume 

d) Check for questions 
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Module Eight: Selection Process (I) 

After you’ve conducted dozens of interviews, either in phone or in 

person, it is now time to select a candidate to hire for the position. Of 

course, this is another process in itself, which can involve employee 

testing, profile set up and even background checks. Know the 

candidate you want to select before taking them to the next lengthy 

step of the hiring process. 

 

 

 

Testing 

When an employee is about to be hired, many companies require some form of 

testing to be done, including written, skills, or even drug tests. Certain tests analyze a 

person’s, behaviors, and traits that you may not be able to gather from an interview 

alone. These tests often involve hypothetical situations and ask for a solution in the 

employee’s own words. Standard typing and numeric key tests are common in any job 

that utilizes computers, but know that these tests are not always 100% accurate when 

analyzing speed alone. Look for number of errors and progress speed before accepting a test result. 

Drug tests used to be only required for manager positions, but now over 90% of jobs require them for 

even their entry-level positions. The drug test can test for a variety of substances, including alcohol, 

narcotics, and illegal drugs. The required test depends on the position you have open, so each 

department or job title can require a different set of tests. 

 

  

The key for us, number one, has always been 

hiring very smart people. 

Bill Gates 
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Look for Passion and Enthusiasm 

Traits such as punctuality and honesty are great traits to have in any employee, but 

traits like these do not make employees unique. Enthusiasm and passion are two 

qualities that cannot be taught in the workforce but are developed in the employee 

themselves. When interviewing different candidates, ask yourself if you see these 

qualities in the person you are talking to. After all, you want an employee who will be 

happy to come to work every day and will put all of their effort into what they are 

doing. Do they seem passionate about the job they will be coming into? Do they act 

enthusiastic about starting with the new company and working as part of a team? 

Statistics say over 80% of people are unhappy at their jobs and have lost their passion and enthusiasm at 

work, which decreases productivity and employee morale. Can your company afford to add to this 

statistic and can it afford a decrease in production? We didn’t think so. 

 

Background Checks 

Background checks were originally voluntary and were not performed in many job 

positions, but currently they are included in almost all job positions. They are a form 

of security for the company and help ensure the safety of the company’s assets. A 

background check generally covers driving records, credit reports and past 

employment, although they can go more in-depth, depending on the position. It 

usually returns a list of occurrences, legal actions or even credit receipts on a 

person’s driver’s license or social security number. Depending on your type of 

business, some events may need to be investigated before continuing the hiring process, such as 

felonies or misdemeanors. If the incident relates to your type of company, such as a bank robbery for an 

applicant applying for a bank teller position, take extra precaution before continuing and be sure to 

weigh all options of hiring this high risk applicant. 

It is required by law to let an applicant know when a background check is being requested, in case of the 

event the applicant chooses to refuse the check and forfeit their application. Consent for a background 

check is almost always included on the application itself, so applicants know that there could be a 

background check conducted. However, it is a good idea to remind the candidate that a check will be 

done upon being hired and what it will cover.  
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Trust Your Instincts 

Our instincts are our strongest indicators of red flags and even good omens. Instincts 

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

about something. Don’t ignore these instincts when interviewing a potential new 

hire. The hiring process can be prolonged and even delayed if the hiring manager 

second-guesses their instincts by conducting multiple interviews or assessments. 

Know that you can read over resumes, cover letters and have an idea about a person, 

but if your instincts are going off when visiting with them over the phone or in person, take heed of 

what they are telling you. Do they display uncharacteristic body language, such as crossing their arms or 

rolling their eyes? Do they seem to be inattentive? Do they seem interested in the position at all? At the 

end of the interview, trust what your gut tells you about the candidate. The resume may have high 

remarks about them, but if your instincts tell you otherwise, go with what you know. 

 

Case Study 

Amber finished interviewing a candidate for an opening as a telephone operator. 

She had already conducted a background check, which came back clean and clear, 

as well as several new employee tests, such as a typing test and a customer 

service test. She was impressed with his scores and enjoyed speaking with him 

during his second interview. He seemed very enthused about the position and 

seemed to love the kind of work that it involved, but Amber was still not sure about hiring him. While he 

was polite, Amber noticed that he crossed his arms a lot and that his voice was gruff at times. When he 

was ready to leave, he shook her hand but did not make eye contact. Despite his initial friendliness and 

good test scores, Amber’s gut told her he would not be a good match for the company based on his 

interpersonal characteristics. Because of this, she decided to move on to the next candidate. 

 



Page 40 

Module Eight: Review Questions 

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

a) An eye test 

b) A typing test 

c) A math test 

d) A navigation test 

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

a) A writing test 

b) A customer service test 

c) A drug test 

d) A vision test 

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

a) Increased boredom 

b) More vacation time requests 

c) Lower productivity 

d) Depression 

4. One sign of job enthusiasm includes what? 

a) Desire to learn or train 

b) Coming to work every day 

c) Clocking in on time 

d) Wanting to take time off 

5. Background checks are a form of what? 

a) Paperwork 

b) Hassle 

c) Obstacle 

d) Security 

6. Applicants must give what in order to conduct a background check? 

a) Consent 

b) A fee 

c) A photo ID 

d) References 

  



Page 41 

7. Second guessing your instincts can cause what? 

a) An annoyed candidate 

b) A prolonged hiring process 

c) A quick interview 

d) A longer written application 

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

a) Forms of handwriting 

b) Choice of clothing 

c) Body language 

d) Hairstyles 

9. What was one of the tests Amber had the candidate complete? 

a) A TB test 

b) A typing test 

c) An essay test 

d) A driving test 

10. What was one thing that made Amber doubt hiring the candidate for the job? 

a) He did not dress properly for the interview 

b) He talked too much 

c) He wiped his nose on his sleeve 

d) He did not make eye contact with her 
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Module Nine: Selection Process (II) 

The selection process is no easy task and can often take days or 

weeks to complete thoroughly. Sometimes this can scare 

potential employees away while others don’t mind the wait to 

join your team. 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 usually has a longer list of 

past job experiences or a longer list of education and degrees. In some cases, job 

experience may weigh more than formal education, or vice versa, depending on 

the position available. In these cases, evaluate the position and determine what it 

would need more for the employee to succeed. Highly educated individuals may 

have some of the newest information in the industry and formal training about 

these positions. However, candidates with more work experience have more hands on training and 

more first-hand knowledge of the kind of work available. For the position you’re hiring, which would be 

more important? Which would benefit the company more? Don’t forget to trust your instincts and go 

with what your gut tells you. 

 

  

A company is only as good as the people it 

keeps. 

Mary Kay Ash 
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Have a Consensus 

As the hiring process comes to a close, now is the time to build a consensus and 

review every aspect of the interviews that have been conducted. Many people are 

involved in the hiring process, so before a final decision is reached, have a 

consensus between all of the interviewers. Take time to consult with each 

interviewer and compare notes, ratings, and opinions. Gather how each person 

feels about the candidate and how they think they would fit into the company. 

When a group weighs the pros and cons together, they are more likely to find a better choice for the 

position than if one person tries to take on the task themselves. 

Build a consensus: 

• Consult with all interviewers 

• Compare notes and ratings 

• Ask for opinions and perspectives 

• Come to an agreement about who to hire 

 

Keep Non-Hires on File 

Even if you decide not to hire an applicant, keep their information on file with the 

company for a certain amount of time. An interview can collect several types of 

personal information, so the company may need to create a folder for each 

applicant to keep their information together in one place. Although they were not 

chosen this time, it is a good idea to keep these files on hand for future use. You 

may want to revisit these candidates if another position comes open or if you need 

a temporary worker in another department. They are also a good resource to have if your top choice 

does not work out and you will need to consult the next person in line. Rank the non-hire by the 

likeliness to be hired next in case you will need to offer the position to someone else – and know that 

you will have their information nearby and ready to go! 
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Checking References 

The last step of the hiring process is the process of checking the candidate’s 

references that were offered on the application or resume. In a standard position, 3-

5 references are great, while upper management positions can require up to 10, 

most of which should consist of previous managers or coworkers and few personal 

references. Even though you’ve gathered firsthand knowledge about the candidate 

from the interview and started to form your own opinion, references allow you to 

speak with an outside source that has also worked with or knows the candidate and has a perspective of 

their own. Review the candidate’s references and determine which one, or ones, to contact and why. 

While it is usually best to speak with a manager or department head, don’t underestimate the value of a 

reference from a coworker or a subordinate employee. These types of references will offer more insight 

on how the candidate interacts personally, as well as professionally, with their team members. Create a 

list of questions to ask the reference ahead of time so that you don’t leave out anything. Always 

remember that even if the reference does not give a glowing review, it does not exclude the candidate 

from being hired. Take all information into consideration before making any final decisions. 

Tips for checking references: 

• Gather professional references rather than personal ones 

• Ask to speak with a manager or HR representative 

• Determine what you want to know from the reference  

• Prepare questions before checking with the reference 

 

Case Study 

Brad needed to select a candidate to hire for the open position in the marketing 

department. Since he had interviewed the candidates along with a panel, he decided 

to have a group meeting with them to build a consensus about how they felt about 

each applicant. They reviewed their notes and compared their observations. One of 

the panelists had checked the references for each applicant and she shared the 

results with the group.  Another panelist emphasized the importance of industry 

experience and recommended that narrow the pool of applicants down to those who had held similar 

positions in the past.  Together they were able to come to a consensus and they offered the job to a 

person that they all had confidence in. 
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Module Nine: Review Questions 

1. What is one benefit of having more education? 

a) Getting to work with lots of other students 

b) Having the latest knowledge of the industry 

c) Knowing how to follow directions 

d) Having more knowledge of grading guidelines 

2. What is one benefit of having more experience? 

a) Having more people skills 

b) Knowing more about industry establishments 

c) Having more first-hand knowledge  

d) Gaining more vacation time 

3. What is a consensus? 

a) A count of employees 

b) A written contract 

c) A joint agreement 

d) A verbal agreement 

4. What is one way to build a consensus? 

a) Compare opinions 

b) Talk over each other 

c) Think independently 

d) Write a report 

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

a) In case of a law suit 

b) To have everyone’s home phone number 

c) In case the candidate asks for their records. 

d) To revisit later if needed 

6. When storing files of non-hired candidates, it is a good idea to store them by what? 

a) Desire to hire 

b) Hair color 

c) Height 

d) Order they were interviewed 
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7. When checking references, ask to speak to whom? 

a) A coworker 

b) A manager 

c) The CEO 

d) The secretary 

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

a) Consent from the applicant 

b) A fake name to give 

c) A list of prepared questions 

d) An address to send a thank you card 

9. What was one positive attribute about the candidate? 

a) He had a lot of customer service experience 

b) He recently obtained a marketing degree 

c) He won an award for a marketing campaign 

d) He recently moved back from Paris, France 

10. Why did the panel keep the non-hire paperwork on file? 

a) To invite them to the company Christmas party 

b) In case they change their mind later about their decision 

c) To make of list of people who can’t interview again 

d) In case their first choice fell through 
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Module Ten: Making an Offer 

Congratulations! You’ve made it through the interviews, employee 

testing and background checks and have determined which 

candidate would be best for the position. Now is the time to make 

the job offer, which is an offer that contains the details of topics 

such as job title, job responsibilities, salary, and benefits. The job 

offer can be negotiable, but in the end, it is up to you who will fill 

the position. 

 

 

Do it Quickly 

Now that you have your job offer ready, move quickly to offer it to the candidate and 

let them know they have been chosen. Time is an important factor when making a job 

offer and bringing a new hire into the on-boarding process. If the hiring manager 

delays too long to notify the candidate, they can often lose their first choice because 

the candidate may have interviewed somewhere else or decided to take a position in 

another company while waiting for a response. After the final interview and reference 

or background checks, contact the candidate right away and share the news. This not 

only shows the candidate that you are interested in making them part of your team, but will help ensure 

that they accept your offer first before going elsewhere.  

If the candidate does not give a firm answer, agree on a deadline of when you will hear an answer from 

them so that your time is not wasted waiting on a response. This lets the candidate know you are 

interested, but will move on after a certain amount of time. If the candidate decides to decline the offer, 

move quickly to offer the position to the next candidate in line (based on your previously made 

rankings). Whomever the position goes to, the job offer process should be done quickly and efficiently 

to help speed up the final stages of the hiring process. 

 

 

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 
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Employment Details 

Many companies make the mistake of believing that the job offer only covers the 

salary and benefits of a position, while the previously used job description will cover 

everything else. Sadly, this is not true and can often cause a lot of confusion with new 

hires. A job offer should be a complete package and include the details of 

employment, such as job title, duties and responsibilities, as well as the salary and list 

of benefits. This package of details should create a vivid picture of what is to be 

expected of the employee in the new job and what they can expect to receive in return. By leaving out 

certain aspects, you are misleading the candidate and not giving him the complete package. 

What to include about employment details: 

• Job title 

• Assignments/daily duties 

• Hours/shifts and lunches and breaks 

• Job expectations 

• Salary information 

• Insurance 

• Benefits 

• Other information pertinent to the job 

 

Notify Rejected Candidates 

One of the hardest parts of the hiring process is notifying the candidates that 

were rejected for the position. Some companies choose to omit this part, 

whether it is due to lack of time or simply the desire not to speak with the 

candidate. This step is a great courtesy to the candidates that were not chosen 

and allows them to move on to another company instead of waiting around for 

your answer. If there is a small amount of candidates to contact, a brief, friendly 

telephone call is the best way to inform the candidate and thank them for their time. For a larger 

amount of candidates, some companies utilize formal letters that inform candidates that the position 

has been filled and the company has decided to go with another choice. Always remember to be polite 

and honest – after all, rejection is never easy to hear. If possible, offer some feedback on what you did 

or did not like about the candidate and highlight their skill sets they presented to you. Let them know 

that the company does keep interview files on record and that you will keep them in mind of something 

else comes open. 
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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. When making the offer to a 

potential new hire, give them the standard offer the company has for the position 

and gauge how they react to it. If they need some change or trade off, work with 

them to see what would work best for them as well as the company. Many 

employees want to have a work-life balance, so they may be willing to work 

different hours to ensure they are home more or have more vacation time. Some will value working 

certain shifts more than others and would be willing to make a trade working holidays or weekends for 

this. Others may care more about profit sharing or partaking in stock options, which the hiring manager 

can present by offering salary deductions. Being creative with a job offer allows for the candidate as well 

as the hiring manager to work out what each of them want, while still achieving what is best for the 

position and the company in the end. 

 

Case Study 

Angela had finally selected a candidate for the open position in the accounting 

department. As soon as she reviewed all of the necessary paperwork, she knew she 

had to act fast to offer the candidate the job and present an offer. She decided to 

call Blake into her office to offer him the position there. When Blake arrived, Angela 

offered him the open position and told him information about the job hours and 

salary. Blake was happy to have been offered the job, but he said he preferred not to work early 

mornings since he had children at home. Angela was flexible with him and arranged a schedule that 

accommodated his needs.  When everything had been finalized, the two shook hands and Blake left the 

office.  Angela proceeded to contact the other candidates to let them know that the position was no 

longer available. 
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Module Ten: Review Questions 

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

a) The candidate could pester the office 

b) The candidate may lose interest 

c) The manager may lose interest 

d) The manager may change their mind 

2. What should the hiring manager do if the candidate does not answer right away? 

a) Beg for an answer right away 

b) Retract the job offer 

c) Set a deadline for an answer 

d) Send the offer again 

3. Including employment details in the job offer does what for the candidate? 

a) Gives them a bigger to do list 

b) Begins employee training early 

c) Creates a better picture of the job 

d) Makes them want to quit before they start 

4. Which of the following should be included in the employment details? 

a) Job assignments 

b) Salary offer 

c) Vacation time 

d) Dress code 

5. Why is it important to notify rejected candidates? 

a) It makes them stop bugging you about it 

b) It keeps them from feeling despaired 

c) It allows the manager to focus on the hired candidate 

d) It allows candidates to move on 

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

a) With a phone call 

b) By email 

c) Posting it on Twitter 

d) Sending a Facebook message 
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7. What is a benefit of being more creative with a job offer? 

a) The manager gets to have their way 

b) The employees are happier 

c) The manager has less work to do 

d) The employee gets to make all of the decisions 

8. Job offers should always remain _____________. 

a) Solid 

b) Unyielding 

c) Negotiable 

d) Vague 

9. What is one example of how Angela was flexible with the job offer? 

a) Offered Stacey another position in the department 

b) Altered Stacey’s work hours to fit her home schedule 

c) Told Stacey she could have more vacation time 

d) Outlines Stacey’s work hours for the next six months 

10. What did Angela plan to do after her meeting with Stacey? 

a) Take a small vacation 

b) Redecorate the department 

c) Look into another open position to fill 

d) Contact the candidates she decided not to hire 
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Module Eleven: Onboarding 

Onboarding is a term used in the business world to define the process 

of welcoming a new employee and helping them to become 

productive in the company. Now that you have made your selection 

and brought a new employee into the company, it is time for them to 

begin the onboarding process by being trained, mentored and learn 

how doing well in their position can benefit the company as a whole.  

 

 

 

Training and Orientation 

The company orientation is a process that is used to welcome and introduce 

the new employee to the company and what they are all about. It often 

reviews company policies, procedures, outlines the role of the employee. 

Here the employee can ask questions and learn what tools they will need on 

the job (name badge, dress code, employee handbook), as well as making 

introductions and touring the facility. Training usually involves the exact 

position the employee was hired for and focuses more on the job itself rather than the entire company. 

This is normally done with a trainer or a coworker, who will help the employee know what they are 

supposed to do. At some point during training, it is advised that the new employee have a meeting with 

their new manager as a ‘welcome aboard’ meeting. During this time, the manager and employee can go 

over any forms needed, define the employee’s schedule and shifts, and cover any information missed in 

orientation. The more prepared the employee feels in the beginning, the more likely they are to succeed 

later. 

 

 

  

What high-performing companies should be  

striving to create: a great place for  

great people to do great work. 

Marilyn Carlson 
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Mentoring 

It should always be remembered that no candidate is perfect and will always need 

some time to adjust to a new work setting. In addition, this new employee will need 

guidance from management and coworkers to help them understand their role in 

the company and how the team works together. One form of mentoring is assigning 

a coworker to work with the employee for a certain amount of time, monitoring 

their progress and teaching them as they work. At the end of the mentoring period, 

the coworker can work with management to review the employee and see if they are ready to go out on 

their own. Other options include a mentorship program with several mentors or creating a peer group 

to help assist each other at all times. Whichever method, or methods, work(s) best for the employee, 

never underestimate the benefit of mentoring new employees in the company before “letting them 

loose”. 

 

30-60-90 Day Reviews 

When an employee is hired, a probationary period is often assigned to see how 

they perform in the first few months on the job. This is the time to assess an 

employee on the job and how they do on their own. Standard probation periods 

include 30 days, 60 days, and 90 days. At these check points, it is important to sit 

down with the employee, provide feedback, review with them what they are doing 

right or wrong and where you can offer some tips for improvement. Before each 

period begins, ensure that the employee knows what is expected of them, such as performance markers 

and completed training. Help them make goals for each review and determine how they can work 

toward them and achieve them. 

Tips for review markers: 

• 30 days – review introductory information and gauge how they are adjusting. 

• 60 days – touch back on what was reviewed in the last meeting, review current progress, and 

make goals for the next meeting. 

• 90 days – Review the past 90 days and how the employee is working with the rest of the team, 

determine if they have met their goals – why or why not?; Make goals for the future and 

determine if further scheduled reviews will be needed. 
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Make Them Feel Welcome 

Being the new hire at work can be just as terrifying as being the new kid at school. 

But having some sort of ‘welcome wagon’ can help the transition go smoothly and 

make the employee feel more at home. Employee retention is the goal and can be 

hard to do if the employee wants to leave as soon as they arrive.  Remind current 

employees that the new employee is a person too and to not treat them as just 

another set of job functions. Take the employee around and ask everyone to 

introduce themselves and become acquainted with one another. As the new 

employee begins their job responsibilities, let them know that you are available for any questions or 

problems that they have and ensure them that your door is always open. Remember that hiring new 

employees can be very expensive when you factor in the cost of interviews, training and new supplies 

for them, so it is important to focus on retaining the employee and trying to prevent them from leaving 

by making them feel more welcome. 

Tips for welcoming employees: 

• Organize necessary paperwork, such as handbooks and policies  

• Make introductions between employees 

• Ease the employee into duties and responsibilities 

• Be available for questions and assistance 

 

Case Study 

Samuel welcomed his new employee, Melody, to the business office department on 

her first day. He wanted her to feel like part of the team, so one of the first things he 

did was give her a tour of the facility. He then sat down with her and reviewed the 

company’s policies and procedures and told her about the office culture. Samuel 

thought a great way to get started was to tell her about the 30, 60, and 90 day 

reviews that would be performed and what they would mean for her. Together, they 

set goals for her to reach and determined what she needed to learn in the upcoming 

weeks. When Melody was ready to begin working, Samuel asked one of the other employees to act as a 

mentor and to help Melody adjust to the new job. Samuel also told Melody that she could always come 

to see him if she had any problems or concerns. He hoped she felt right at home and would enjoy 

working with his team. 
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Module Eleven: Review Questions 

1. Orientation typically covers what? 

a) Job assignments 

b) Company policies and procedures 

c) Department processes 

d) Job tasks 

2. What is one topic of training new employees? 

a) Dress code 

b) Employee benefits 

c) Reviewing job duties 

d) Contacting human resources 

3. How does mentoring benefit the new employee? 

a) Makes sure they don’t break anything 

b) Monitors their production stats 

c) Guides them as they learn a new job 

d) Gives them a report of their activity at the end of the day 

4. Who can be a mentor to a new employee? 

a) A coworker 

b) A manager 

c) A team lead 

d) All of the above 

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

a) Discipline 

b) A paycheck 

c) Vacation time 

d) Feedback 

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

a) New goals 

b) Break times 

c) Shift hours 

d) New work orders 
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7. What is one way of making an employee feel welcome in the company? 

a) Throw them a party 

b) Introducing them to everyone 

c) Have them watch a video about the company 

d) Let them watch the other employees work for a while 

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

a) Be watching them closely 

b) Follow up with them in 30 days 

c) Be available for assistance 

d) Send them an email periodically 

9. How did Samuel help Melody when she began to work on her own? 

a) Gave her his number 

b) Assigned her a mentor 

c) Offered her an employee manual 

d) Made her shadow another coworker for a day 

10. How did Samuel help Melody prepare for her upcoming reviews? 

a) Gave her all the correct answers to the test 

b) Made a list of things to count off for 

c) Told her what to memorize 

d) Made goals together 
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Module Twelve: Wrapping Up 

Although this workshop is coming to a close, we hope that your 

journey to understanding better hiring strategies is just beginning. 

Please take a moment to review and update your action plan. This 

will be a key tool to guide your progress in the days, weeks, months, 

and years to come. We wish you the best of luck on the rest of your 

travels!  

 

 

Words from the Wise 

• John W. Gardner: 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 D. Rockefeller: Good management consists of showing average people how to do the work 

of superior people. 

• Bill Gates: 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. 

• R.H. Grant: When you hire people that are smarter than you are, you’ve proven that you are 

smarter than they are  

 

You’re only as good as the people you hire. 

Ray Kroc 

 


