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Module 1: Introduction to Effective Hiring.

Anyone who has been in business for any length of time understands the value of hiring the right
people to work each area of your company. The time spent advertising job vacancies and setting
up interviews, eats up time that is better spent managing your business.

Then there is the time spent interviewing candidates and considering which one to hire. These
activities do not result in immediate profits, and therefore are not the best use of your time.
Every time a new employee is hired, even more valuable business time is spent training the
individual to learn the position. In some high turnover industries, before you even completely
finish training the new employee they've quit and you have to start the process all over again!

Employee retention is important to every business, as it costs much less money to retain
productive employees than it does to find, hire, and train new ones on a regular basis. Hiring the
correct employees to fill each position is the first way to reduce your employee turnover. Hiring
the correct person from the beginning will save yourself a lot of time, effort, and expense in the
long run.

This guide will help you get on track to effective hiring, which starts before there is even a job
opening in your company.
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Module 2: Job Position Analysis:

Proper methodical research will result in more successful hiring.

First of all, whom will you go to if you want to know what the job entails? Use the knowledge of
the supervisor/manager, as they know best what that position demands.

Job Analysis
First of all, consider these points, as successful job analysis requires both planning and
preparation, both of which begin with:

e Proper understanding the position and what it entails.

e Knowing the specific technical and competency skills the job needs

e Judging the relative importance of each competency/skill

e Describing those skills in objective, behavioral terms

In our form section, you can use a sample job analysis form, which can be used directly or be
used as a template for your own one.

This form allows you define the various technical, competency, environmental and motivational
factors required for this position.
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Module 3: How to write an online Job Description?

It is important to properly construct your job description to give out the relevant
information to viewers and to make them want to apply for the job.

A Tough Job!

An online job description can help you locate the best candidate. However it can be a tough task
writing down all your needs into a few sentences.

There are three important categories in a job description:
e Purpose: Not what they do, but why they are there, the reason the job was created.
e Key Responsibilities: What you are paying them to accomplish.

e Typical Activities: Those things they are expected to do in order to accomplish these
responsibilities.

The Job Description:

First on the job description, list the title of the position you are seeking. This will get the people
who are interested in that career field to read the whole ad. Also include the address of the
company.

Make sure to use part of the job description to highlight the core benefit of working for your
company to attract the high quality job seekers out there.

Let them know clearly why they would like working for your company. Is your company poised
to grow tremendously in the near future? Do you have a particularly friendly workplace
environment? Is your company well known for its great fringe benefit employee package? Such
information can attract your viewers’ attention and get them reading more.

Responsibilities
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Next, explain the most important job duties and responsibilities in the job description.

Here you need to state the particular qualities you are looking for in your future employee. Give
details on the behavioral competencies you are looking for in the right candidate, in addition to
the technical skills required to succeed at the job.

Educational Qualifications

You also need to list the basic education level required on the job description, for example a high
school diploma or a bachelor‘s degree in accounting. You can use a preferred keyword in your
job requirement section to explain what you are looking for, yet not reject other candidates who
may be right for the job even without that particular knowledge or quality.

Special Requirements

If there are any special requirements such as a valid driver's license or an online portfolio, write
that down. Also if you require flexible working hours and weekend work, you should add that to
the job description.

In addition, list your contact information such as email address and phone number.

The details in your online job description will depend on the type of position you are looking to
fill. If you are looking for a computer scientist you can focus on the technical knowledge
required. If you are looking for a salesperson, you can focus more on communication skills.

Don't be boring...and sound human

If you sound excited in your job description, it can get the candidate excited about the job also.
Remember that you have to advertise your job to make it sell. Just as a candidate writing a
resume is looking to sell themselves, so should your job description be looking to sell the job at
hand?

Don't forget keywords

For online job descriptions it is especially important to use lots of keywords. Since your ad will
reside in a database, when a viewer searches for a related job term your ad should show up. So
make sure it is keyword-related.

Review it

Before you submit your job description have people in your company review it, so that they can
spot if you missed any relevant information. Then submit your online job description and watch
the resumes pile in.
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Module 4: Recruitment Advertising

When there is a job opening within your company, you know that you are likely to advertise the
opening. Recruitment advertising should not only be thought of as a means of promoting job
vacancies, however. When you list your job openings on an online job bank, or in a newspaper
classifieds section, you are also promoting your business.

Your posting needs to work in harmony with the mission of your business and reflect positively
upon your organization. It’s amazing how many job postings are very poorly written, with
misspelled words and grammar problems. Whether you believe it or not, a job posting reflects
the business’s reputation, and a poorly written description may deter the best applicants from
even applying for the position.

Establishing Business Image

All businesses should have some sort of “branding” associated with them. Branding is how the
business represents it's unique character and the purpose of the company. It is the promise of
quality, the products and services offered and what makes them great, or better than the
competition. Branding is the image that comes to mind when an organization's name is
mentioned. It combines words, symbols, and colors to create the image in consumer's minds.

When you are advertising your recruitment needs, the advertisement needs to work with your
company brand. It is what helps employees and potential employees of your business recognize
the business in a certain way- the way you intend them to see your company.

When you are recruiting for a job opening within your company, you can take the opportunity
not only to find potential applicants for the position but also to help reinforce the “brand” of your
company. As people see your job advertisements, they will be presented with more information
about your company. If the advertisement is well written, you not only will attract top quality
applicants, but also let others see the kind of company you are running based on how you
advertise to potential employees. It is an opportunity to improve the perception of the company.

To ensure that your recruitment advertising is able to conquer these two purposes, you'll want to
have professionals working on the wording. Several departments need to be included.
Obviously, human resources professionals should be involved to ensure the advertisement
includes everything necessary pertaining to the job opening. Equally important is your
company's advertising or marketing team. They should take the document created by the human
resources department, and work with it to create the branding.

Contents of Advertisement Based on Target Market
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Studies show that when people are actively job-hunting, the contents of the recruitment
advertisements are what make them consider the job opening. In the UK, a survey conducted by
PrcewaterhouseCoopers Executive Search and Selection in 2004 found that 78% would request
more information about a job opening based on the attractiveness of the role described, and 73%
would request information if the salary fell within the range they were looking for. Location also
played an important role, with 46% of individuals saying if the job opening was in a desirable
location, they would request more information about it.

This demonstrates the importance of having a clearly described, attractive sounding recruitment
advertisement. Your job postings should never be tossed together last minute. The study also
proves the importance of including a salary range with your job posting- even if you do not wish
to disclose the actual salary, you should at least include a range that includes the salary figure.
For example, you could indicate within your job description: salary between $45,000 and
$65,000 annually, based upon experience.

The job description needs to be written with the understanding of the market. This means words
are selected that are attractive to the type of people who are likely to be reading your
announcement. You want to weave the words of your recruitment advertisement to demonstrate
to your potential applicants how well the job opening will fit into their career goals.

Is the position likely to target Generation X? Generation X is typically the term used to describe
people born between the years 1960 and 1980. This target market of individuals are interested in
careers that enable them to balance work and personal lives with ease, and still have opportunity
to move up the corporate ladder. If you feel your prime applicants fall within the Generation X
group, your job description should try to cater to this group and explain how your organization
helps people balance the work-life issues.

As with any kind of business advertising, you will want to have an advertising copywriter or
business handle the writing of your recruitment advertising. If they don't write it from scratch,
you at least want them involved. They will be able to take your information and put an
advertising “spin” on it. They can help your potential job applicants see why your current
employees like their job, why they stay with the company, and what the company can offer them
as individuals.

All recruitment advertising should include key information, including:

Job Opening Title. Our society is somewhat obsessed with titles. They let your job candidates
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know the level of importance of the job position. It also helps them understand their role in the
company.

Primary Responsibilities. This is the section of the job advertisement that explains what the
person in the position is responsible for doing on a daily basis. This is also where you can
include a set of desired skills, experience or education. The wording of this section s the way in
which a good advertisement encourages qualified applicants to respond while deterring
nonqualified applicants.

Location. As the study in 1999 indicated, location is an important consideration for job seekers.
Robert Half International's research has shown that over 81% of job seekers will not even
respond to a recruitment advertisement that doesn't indicate the location of the position!

Business name. While this may seem obvious, there are many companies who prefer to leave
their company name out of a recruitment advertisement. This occurs for a variety of reasons.
Often, the company just wants to avoid receiving phone calls regarding the job opening,
particularly if they are using a recruitment firm to handle their inquiries. Sometimes a business
leaves their name out of the job advertisement because they have received bad press.

In some cases, a business will opt to remain anonymous because the person who is currently
working in the position does not know that their position will be ending and that they will be
replaced. If none of these situations apply to your business situation, you should always include
your organization in the advertisement. Robert Half International found that over 13% of job
seekers avoid applying for positions that do not disclose the company name.

Layout of Recruitment Advertisements

The most important information should always be included at the top of your advertisement.
Your business name, the job opening title, the salary, the location. The reason for this is because
most job seekers are scanning classifieds and online job banks by job title. Once they find one
that is a potential match, they scan for location, business and salary. Having this information
right up front helps qualified applicants who are interested find you faster, and prevents
accidentally missing the posting.

Once you've provided this information, you follow it with the description and key information.
It's a good idea to start with a few bulleted points that can be highlighted, whenever there is
something unique about the position- and then follow it by the longer, more detailed description.
Include a list of required skills, experiences, and education of your applicants. Below is a
sample job advertisement:

Copyright Brandon Communications Ltd 2008. All rights reserved 15




Action Accounting

Administrative Assistant
Salary Wage: $24,500 Annually
Based in Brooklyn, New York

Local company looking for administrative assistant/receptionist. Applicant must have good
phone voice, computer experience using Microsoft Office and general office skills. There is no
relocation package offered for this position.

Summary of Position:

Primarily responsible for providing administrative/operations assistance, in a computerized
environment, to accounting skills, as needed. The duties of the position may include but are not
limited to: answering phones, researching and responding to inquiries; documenting customer
comments in Access database; providing information in all areas of accounting; word
processing; assisting efforts in the areas of planning and marketing (including design and
creation of Excel spreadsheets); scheduling appointments; report design; clerical support and
reception for professional office; other jobs as assigned. Promptness, dependability and
flexibility in work hours are essential as occasional (rare) early morning, evening or weekend
work may be necessary.

Areas of Responsibility:
Answers phones and assists customers with information concerning their accounts, appointments
and other information as needed

Experience/Education Required:

Applicants should have associates degree or 2-4 years administrative/secretarial experience.
Must be intermediate level in the following programs: Microsoft Access, Word, and Excel.
Experience with multi-line phone system desired.

Action Accounting Service Philosophy:

Action Accounting strives to provide prompt, reliable and courteous service to all callers and
clients, with the goal of having every caller's questions answered in a timely and pleasant manner
to ensure all are satisfied customers.

Legal Concerns

When creating the contents of your recruitment advertisement, you want to be sure you don't
require a specific gender or background requirement of your applicants. In most countries, you
cannot specify a specific age range for a position either; with the exception of stating that
applicants must not be minors in the event of odd hours or dangerous machinery.

In an effort to establish branding while remaining within legal constraints, you may want to

Copyright Brandon Communications Ltd 2008. All rights reserved 16




include information about your organizations equal opportunity policies. Many companies will
include a paragraph or short summary statement that indicates your policy of equal opportunity.
You may also indicate any diversity initiatives within your organization to encourage minorities
to apply, and still be within legal constraints.

Internet Recruitment Advertising

There are many websites that cater to job seekers and employers looking to fill job openings.
Often, you are not limited to the size of your advertisements. You can accept applicants via
email links from within your recruitment advertisement. You can include a link to your
company website for potential applicants to learn more about your company's policies, products,
and mission.

The Internet is fast becoming the main place for job seekers to search out new means of
employment. If your position requires computer knowledge, you will reach your targeted
applicants by posting your job openings on an online job bank site. Job seekers can easily search
for positions on these sites, meaning your job titles are even more important when posting
online.

For most job openings, the Internet should be part of an integrated advertising campaign.
Traditional classified advertising and other means should also be used in combination with
Internet recruitment advertisements to ensure you reach everyone in your target market.

Internet Recruiting: Employer Advantages

Posting job openings online tends to be less expensive than more traditional means. Newspapers
can charge anywhere from a couple hundred dollars to a thousand or more for a half page
advertisement in the classifieds section! Online advertisements tend to be much less expensive,
and you even get the option for double exposure. If an online Internet recruitment site is
charging per word or line, you can advertise your job opening with a job title, your business
name and a link to your own company site with a full description of the job. This way, you will
find applicants from people searching on the job website, as well as people who go directly to
your business site to see about career opportunities.

Internet recruiting also provides a way to track the success of your advertisement. Most online
job websites provide reporting features that allow you to see how many people have viewed your
advertisement, the keywords they searched upon in order to find it, and how many people have
applied.

Internet Recruiting: Job Seeker Advantages

As stated previously, one of the main advantages of online job searching is the ability to search
by keyword phrases having to do with the positions you are looking for. Some websites allow

you to narrow your search by salary range, job titles, level of experience.

Job seekers can sign up for new job notifications delivered via email. Whenever a job is posted
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that falls within their expertise, an email is sent to the job seeker who can then apply for the
position at the click of a button! It reduces the amount of time an individual must spend actively
searching for a position, so there is more time to apply for them.

Promoting from Within:

Of course, you don't want to overlook the possibility of promoting an existing employee into
your vacant position. Perhaps someone is ready to move up in your company, and by promoting
from within, you are going to benefit in many ways. The employee already knows the business
culture, and has background knowledge of the company, which will save valuable training time.
You'll increase your employees morale by giving people the opportunity to promote into higher
paid positions with more responsibility. It's also easier to replace the lower positions in a
company than it is to find new employees to fill positions that require more knowledge or
experience.

Final Details Regarding Recruitment Advertising

One of the most surprising issues involving recruitment advertising is the number of companies
who do not take the time to reply to their applicants. A company's branding may indicate that
customers are the primary focus of their organization, and yet most of these companies do not
even acknowledge receipt of applicants!

As you go through your incoming applicants, you'll want to keep a list of those who do not meet
your qualifications. While you will not interview these individuals, you should still take the time
to send each a letter. Let them know you received their application and while they did not meet
your requirements, you will keep them in mind for future openings.
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Module 5: Online virus Newspaper?

There are several important differences between an online job ad and a newspaper job ad.

You can use both media sources to find the right employees for your company. The amount of
budget you allocate for each will depend on what type of position you are looking to fill. Here
are some of the main differences between publishing a newspaper ad and publishing an online
ad.

Interactive

An online job ad gives you the ability to be more interactive with viewers. You can post links to
your company's websites for people who are interested to explore.

Submit online

An online application can allow viewers to submit online rather than sending by mail. They may
even be able to upload their resume. By giving a link to your email address, they can directly
send in their resume as soon as they read your ad. For an online job ad you will have to provide
details on how to submit resumes, for example through an online site form or by email. Also
include if you have any other requirements such as a cover letter or a portfolio.

Instant response

An online job ad provides more interactivity to viewers who can apply online immediately and
have their resume and application delivered in seconds. With newspaper job ads they might have
to spend the time to mail in their application. This extra time can lead the candidate to forget or
move on to another job application.

A growing market

Online job search is increasing whereas employment advertising in newspaper readers is
gradually declining. Therefore you can target more and more job seekers with your ad, at less
cost.

Last longer?

Also online job ads usually last for a longer time than newspaper job ads. While newspaper ads
may show up on only one edition, a job posting on many career websites will stay in their
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database and be available to view for several weeks.

More economical

In most cases, posting a job online is much cheaper that sending an ad to a newspaper. Thus you
can save a lot of money from your recruitment budget by using online advertising. Also many
job posting sites may give you a greater space to post your ads. This means you can describe the
job in detail and give out information on your company. Many print ads will charge per word,
which can make it very constraining. Many job sites will also allow you to modify your job
description while it is active.

Make changes as you proceed

Newspaper job ads can take several days from ordering the ad to the actual printing. Online job
ads have the advantage of being published instantly after you submit a request. Thus you can
modify the job description online on the basis of the response you are getting. Also if you have
made a mistake, you can easily fix it.

Is this the future?

Online recruitment is a rapidly growing area. While newspaper job ads are still popular, online
ads have been gaining market share for recruitment. By joining the online recruitment drive; you
can make sure that you are not losing valuable candidates to your rivals.

Online job ads will not completely replace newspaper advertisements. Newspapers command a
wide readership, and some job seekers may use it as their sole job search method. However,
since online ads are much cheaper, you can use them in conjunction with other recruitment
methods.
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Module 6: How to Screen Interview Candidates?

Screening candidates is one of the most important interviewing skills. It can be time-consuming
and exasperating but it need not be.

Yes, screening job applicants can be frustrating. Yet the simple secret to efficient
screening starts with specifying clear job requirements.

This involves writing the job description carefully and including all the associated duties.
Separate the necessary skills from the helpful skills, the soft (interpersonal) skills from
hard (job-related) skills.

Be clear, exact and very precise. Let no one be in any doubt of your requirements.

Minimum requirements

In your ad or online posting, make sure the minimum requirements of the job and the
salary range are clearly defined.

General job ads attract a broad range of candidates, many of which may or may not be
qualified for the job you need done. That may seem like the right tactic, but it actually
makes hiring much harder. The reality is, you'll end up with far fewer qualified applicants
than you expect once you sift through all the untargeted resumes.

Check references

Before you select your list of potential candidates, remember this: Desperate candidates
may be willing to do desperate things to get hired. So check references now.

v" Do the schools listed on the résumé really offer the degree the candidate claims
to have?

v Do the schools really exist?

v' Confirm some of the candidate's work history to further access his suitability.
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v Also look carefully at the condition of the candidate's resume. Is it dog-eared or
riddled with spelling or grammatical errors? What does this tell you about him? Is
he worth interviewing?

See our more detailed section on checking references and candidate’s background
later on in the guide.

Perform background checks

Another way to screen candidates at this stage is to conduct a brief background check.
Such checks are now routine in many industries. If your new hire will handle your
sensitive business functions, such as accounting and customer service, a professional
background check may be in order. Again, if discrepancies emerge, you may need to
consider the candidate's suitability.

Screen over the phone

Speaking with someone on the phone for a few minutes can be very revealing. Be sure
to give the candidate an opportunity to make a good impression by scheduling a
mutually convenient time to speak for 10 to 15 minutes.

During the telephone screening, ask for a brief description of their background, work
experience, and hobbies. This should give you some idea whether or not the candidate
can handle the basics of small talk, telephone etiquette, and basic communication. Use
this opportunity to tell the candidate about your expectations for the position and to
gauge the candidate's level of interest and suitability.

Get your team together

Once you've received the bulk of your responses, get the key members of your hiring
team together and go over all the remaining resumes. Select the ones you now deem
most suitable.

Now go back on the phone and start the screening process all over again. Briefly talk to
each candidate over the phone about their skills and your company before you bring
them in.
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Yes, this can be time-consuming, but it's well worth it.

Also resist the idea to immediately schedule interviews with your top chosen
candidates. Many people look good on paper but make a terrible phone impression.

7 DAY’S FREE TRIAL TO INTERVIEW CREATOR ONLINE!

The advent of Interview Creator made it possible for organizations of all sizes
to economically create professional insightful Behavioral Interviews for any
position in their organization.

It brings you through the process in 5 easy steps and creates professional
documentation for all your interviewing needs.

So Take Advantage Of a Special Full 7 Free Trial By Clicking Here
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Module 7: Using your Web site to recruit staff!

More and more of your competitors are developing the career and employment centers on their
corporate Websites.

In fact, in the future, the career and employment section of your web site will be one of the most
important parts of your recruiting drive to hire the best employees for your company.

Here are some questions to help you review the current status of the employment part of your
career website:

Are there filled job positions still listed on your site?

The employment part of your Website should list the current job openings at your firm only. You
should keep this updated as positions open and fill up. If people see a job opening dating back to
2006, it will put them off and they will go elsewhere, especially the brightest and best
candidates.

Remember unlike job boards, these corporate sites list all current job openings -- as well as
provide you the specific requirements of how you should respond to job postings. By going to
these career centers you should respond to job postings. By going to these career centers your
applicant should also be able to conduct employer research and gather all the vital job and career
information he or she requires.

Is your site interactive?

This is the great part of posting jobs online. Users have a dynamic and interactive environment
to search and apply for jobs. If you just post your mailing address and ask candidates to just send
in their resumes, it defeats the main purpose of an online career section. .

How do users send in their resumes?

Some employers may simply provide a job application to submit. Others may require a resume.
There should be an online resume submission form if you want resumes. The form can either let
you cut and paste or upload an existing resume. Some employment sections even offer a resume
builder application.
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Does your site provide a search function?

For larger companies, this can allow visitors to search according to their needs, rather than go
through all job postings. They can possibly search by keywords or job titles.

Can visitors add their name to a database?

Once the visitor leaves the employment part of your Website he will probably not have added it
to his favorites where he can visit often. Therefore, by letting the applicant create an account,
you can keep their information and resume in a database. Even if an applicant does not fit your
current needs, you have a pool of employees to pick from when a position opens up in the future.

Does it match the rest of the company site's look?

Some paid services will create and link a career section to your company's Website. In such
cases it can be helpful to have that section match the rest of your Website.

Does your site make people want to sign up?

Write enticing and complete job descriptions. Provide all the necessary information. If needed,
you can direct the viewer to different sections of your Website if they are interested in a
particular subject and want to know more about it. Make your attractive, interactive but above all
easy to navigate.

Remember you are using your site to sell your job. Think of the employment part of your
Website as an online brochure. So continue to make the site look attractive and professionally
designed. Throw in some exciting remarks about the benefits of working at your company.

Is it easy to navigate through the site?

Can you reach the homepage and other places through a simple click? If a potential candidate
gets lost, he may easily decide to give up and carry his job search to another website.... and
company!
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Module 8: What to look for in a resume?

The clues are in the resume!

A resume gives you the first look at an applicant's skills and abilities. There are many
things on a resume that can tell you a lot about the candidate. The resume length, style,
presentation and substance all come together to form a picture of the candidate. Also,
see our resume rating form in the form section of this guide.

The Presentation

Important things to look for in a resume are the presentation and content. The
presentation can be seen in the overall layout of the resume.

First of all, a resume should look like the candidate has put a lot of time and effort into
building it. The document should be on a high quality paper and neatly printed.

Look Professional

The resume should look professional and uncluttered. Is there adequate spacing used
in the resume? Are the sections neatly divided? How has formatting such as bullets,
bold and italic font and indentation been used? You should be able to easily navigate
the resume to pick out the important information without having to read through the
whole paper.

The Content

The content is the most significant part of the resume. Look for any typing mistakes. A
typing mistake could immediately suggest carelessness on the part of the candidate on
this very important document.

Most resumes will contain an objectives section on top of the resume. This section can
easily let you see what the applicant's goals are. There may also be a 'summary' section
to give you an overview of the rest of the resume. You can use these sections to see if
your objectives match the applicants.

Still reading....
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If you are still reading the resume, that is a good sign. The writer has kept your interest
by highlighting his best skills. The top part of the resume should contain the most vital
information, decreasing in importance as you read down.

Education

The resume may contain an 'educational experience' section. Does the applicant meet
or exceed your minimum requirement? Additionally, look for any honors or awards listed
here.

Job Experience

Job experience is the most important part of the resume for many employers. The most
vital experience to look for would be job similar to the one you are offering. Look for the
job duties completed in that previous jobs and see if they match your own. Also look for
any major accomplishments at that job to see what the applicant can do for you. Details
here are good, such as amount of cash handled or percentage of productivity increased.

Look for Action verbs!

Take a look at the action verbs. Supervised, organized, managed, for example can
sound great if you are looking to fill a managerial position. It can tell you the skills of the
applicant through what he has done in the past. It can display skills such as decision
making, initiative, time and money management, etc.

Special skills?

An employee may also add special skills at the bottom of the resume. For example
some people list multiple languages if they are fluent in them. If you need the additional
skills, that can be a point in favor of that particular candidate.

The content of the resume should present skills and knowledge that the employee can
put to use at his new job. Unnecessary information and rambling sentences can be a
negative on a resume. The resume should be relevant to the job at hand and should
contain short concise sentences.

What about the overall impression?
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The overall impression you get is very important. Does the resume stand out from the
rest? Does the resume present a complete picture and impart information on the
person's skills, abilities, and strengths?

You should be able to locate the main keywords and skills at first glance. The layout
should be well organized. If you are like most recruiters you will not spend a great deal
of time on each and every resume. You should not have to search the resume and try to
figure out yourself what the applicant's objectives and career goals are.
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Module 9: Mistakes to Avoid When Recruiting

When employers are in a rush to fill an open position, mistakes are often made that are costly
both financially and time wise. Hiring employees who are not qualified for a position often
results in additional time and expense for training.

Additionally, employees who are not qualified ( or over qualified) will often quit before they
learn the position, leaving you with a vacant position and the need to start the hiring process all
over again!

The most common mistake you'll want to avoid when recruiting is posting incomplete, non-
descriptive advertisements. As stated earlier, in order to narrow down your choices, you really
need to create an informative job-posting announcement to avoid interviewing applicants who
should not have applied for the position in the first place.

Also, don't fall into the trap of looking for someone who has worked in the exact same position
within a different company. While at first this may seem your safest bet for hiring a qualified
employee, what you are doing is eliminating the potential to bring in a creative, fresh outlook to
your business.

Interview candidates who have experience that is similar to the responsibilities required of your
job vacancy. They can probably add a fresh set of eyes and bring great ideas to your company
that you wouldn't have if you hired someone who has just left the same job in another
organization.

Don't forget your existing employees when recruiting for new ones. Before advertising a job
vacancy, consider promoting an employee into the position. If there is no one in the organization
who could adequately fill the position, ask your employees for references of people who they
feel would work well in the position.

If one of them turns out to be a good fit, consider paying a referral fee to the employee who
made the recommendation.

Copyright Brandon Communications Ltd 2008. All rights reserved 29




Module 10: Effective Interviewing-A Quick Overview!

It's common for individuals who are searching for a job to prepare and even practice for an
interview. But what most employers disregard is the power behind effectively preparing to
conduct interviews.

Before sitting down for interviews, the person conducting the interview should have a list of
well thought out questions to ask the applicant. It is also helpful to have a list of specific
personality traits and mannerisms they're looking for during the interview.

There are a few other factors we should be aware of as well—human factors that we all can fall
victim to, but which we can usually control if we are aware of them.

Leniency or Stringency

This is a tendency to rate candidates too severely (so that none of them meet your exacting
criteria) or being too easy on them.

Halo/Horn Effect

If the candidate before the candidate you are interviewing was very good -- or very bad, this can
radically influence your rating and perception of the candidate you are PRESENTLY
interviewing. This is the 'halo effect'.

It's like having to give a speech in a wedding - just AFTER the best speaker in the room has
spoken. Your speech may be very good but unfortunately people will tend to judge it
subconsciously against what they have just heard. As an interviewer, try not to make this
mistake.

Other examples are where attractive candidates are viewed more favourably than unattractive
candidates; or tall candidates are seen as more proficient than short candidates.

Error of Central Tendency

This is our tendency to give average marks to most candidates. Nobody wants to go out on a
limb.
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Primacy-regency effect'

Be aware of what psychologists call the 'Primacy-regency effect'. This is where most
interviewers remember, what happens at the beginning and at the end of the interview, but tend

to forget what happens in the middle. So give the candidate an even break by considering his

entire 'performance’.

Stereotyping

A male who applies for what is predominantly considered a female position has to be twice as

good to get the position.

Personality Traits & Mannerisms

e  Enthusiasm & Energy level

e Confidence

e  Appearance

e Level of preparedness- did applicant bring extra copies of resumes, a portfolio if appropriate

to the position, letters of reference or paper to take notes? Do they have a lot of background

knowledge of your

company?

e  What types of questions did the applicant ask regarding the job?

e Nonverbal behaviors

During the interviews, you'll want to provide the applicants with more information about the job

to help them determine whether the position would be a good match for them as well.
Sometimes the candidates you feel are the best match will later decide based on information

learned at the interview that the position really is not for them. It is in your best interest to find
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this out before making your hiring selection.

While it is not considered good interviewing etiquette for the applicant to ask how much the
position pays, it should be brought up and discussed by the interviewer during interviews that
seem to be going well.

If the salary is a fixed amount, one that is already budgeted for, you'll want to provide this
information to the applicant since it will help rule out individuals who were in need of higher
incomes or additional benefits from those that you can offer. Be sure to discuss health benefits
in detail, any stock options or retirement plans, and paid time off programs during interviews that
are going well, as these are all important factors to people who are looking for a new job.

There are also many topics that you, as the employer, should never ask your interview
candidates. For example, you should not ask if the applicant has children or has plans to have
children in the future.

You should never ask about the candidate’s religious preference or age. What the applicant’s
sexual preference is, or whether or not he or she is married does not pertain to the individual's
ability to perform their job functions and therefore should never be discussed during an
interview.

After each applicant's interview, you should jot down some notes as to your impressions of the
candidate. This will enable you to remember details about each applicant after you've conducted

many interviews.

If you have a reason based on the interview not to hire a person, you should include this in your
notes so that you do not need to spend any more time on that particular candidate.
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Module 11: All The Various Types Of Interviews:

Telephone Interviews

The telephone interview is the most common way to perform an initial screening interview. This
helps the interviewer and the candidate get a general sense if they are mutually interested in
pursuing a discussion beyond the first interview. This type of interviewing also saves time and
money. They may be tape recorded for the review of other interviewers.

Computer Interviews

The computer interview involves answering a series of multiple-choice questions for a potential
job interview or simply for the submission of a resume. Some of these interviews are done
through the telephone or by accessing a web site. One type is done with pushing the appropriate
buttons on the telephone for the answer you are submitting. Wal-Mart uses this method for
screening cashiers, stockers, and customer service representatives.

Another type of computer interview is provided by accessing a website while using a computer
keyboard and a mouse. Some of the questions on both of these types of interviews are related to
ethics. As an example, "If you see a fellow co-worker take a candy bar and eat it, do you a.
Confront co-worker, b. Tell the supervisor, c. Do nothing."

Types of Interviews - Selection Interviews

In contrast to screening interviews, you can use the more traditional hiring or selection
interviews. These hiring interviews are two-way streets where the candidate will also interview
the employer for job suitability. Most of these interviews take place in an office setting in one of
several formats such as: one-on-one interviews.

One-on-One Interviews

This is the traditional interview in which candidates meet with employers in person, one-on-one.
Each candidate is given a somewhat unique interview. It can be loosely structured. Both the
candidate and employer usually walk away from this interview with a sense of whether or not the
fit is right. (If you want to hire the right person try asking these questions)

Serial interviews
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Serial interviews occur when candidates are passed from one interviewer to another interviewer
throughout the course of a day.

No decision is made until the final interview has taken place and all the interviewers have had a
chance to discuss each other's interview. As a candidate, you have only one chance to make the
right first impression.

Sequential Interviews

In sequential interviews, the candidate meets with one or more interviewers on a one-on-one
basis. This is done over the course of several days, weeks or even months. Each interview is
supposed to move a candidate progressively towards learning more details about the position, the
company, and hopefully, an offer.

Panel Interviews

In a panel interview, the candidate appears before a committee or panel of interviewers. This
type of interview is usually done for time and scheduling efficiency to accommodate the panel.
Candidates are evaluated on interpersonal skills, qualifications, and their ability to think on their
feet. This type of interview can be intimidating for a candidate.

Group Interviews

In a group interview, a company interviews a group of candidates for the same position all at the
same time. This type of interview gives the company a sense of a candidate's leadership potential
and style. The interviewer wants to view what tools of persuasion the candidate uses. Does the
candidate use argumentation and careful reasoning or does the candidate divide and conquer. An
interviewer may call on the candidate to discuss an issue with the other candidates, solve a
problem collectively, or discuss the candidate's qualifications in front of other candidates.

This type of interview can be overwhelming for a candidate. The candidate needs to understand
the dynamics the interviewer establishes and determine the rules of the game. He needs to avoid
overt power conflicts, as they make the candidate look uncooperative and immature. The
interviewee needs to treat other candidates with respect while exerting influence over them.
Simultaneously, he needs to keep his eyes on the interviewer so that he does not miss important
cues.

Situation or Performance Interview

In situation or performance interviews, candidates may be asked to role play one of the job
functions. This is done to assess specific skills. Candidates can be given a specific, hypothetical
situation or problem. They are asked how they would handle it or to describe a potential solution.
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This can prove to be difficult if the interviewer does not provide enough information in order for
the candidate to recommend a solution or a course of action. This type of interview is used to
select candidates for a job opening for Customer Service Representative in a department or
discount store.

Audition Interview

Audition interviews work well for positions in which companies want to see a candidate in
action before they make a hiring decision.

Interviewers may take the candidate through a simulation or brief exercise in order to evaluate
the candidate's skills. This allows a candidate to demonstrate his/her abilities in interactive ways
that are familiar to the candidate. The simulations and exercises should give a candidate a
simplified sense of what the applied for position requires. This type of interview works well for
job openings for computer programmers, trainers, welders, and mechanics.

Stress Interview

A stress interview is generally intended to put the candidate under stress and assess their
reactions under pressure or in difficult situations.

A candidate may be held in the waiting room for an hour before the interviewer greets her. The
candidate may face long silences or cold stares. The interviewer may openly challenge the
interviewee's beliefs or judgment. They may ask the candidate to perform an impossible task on
the fly, such as, convincing the interviewer to exchange shoes with the candidate. Insults,
rudeness and miscommunication are very common. All of this is supposed to be designed to see
whether or not the candidate has what it takes to withstand the company culture, the company's
clients or any other possible stress.

Behavioral Interview

The majority of companies are increasingly using the behavioral interview. This uses a
candidate's previous behavior to indicate their future performance.

Depending on the responsibilities of the position and the working conditions, a candidate may be
asked to describe a situation that required problem solving skills, adaptability, leadership,
conflict resolution, multi-tasking, initiative or stress management. The interviewer wants to
know how the candidate handled these types of situations.

There are several types of behavioral interviews.

e Structured interview with layered questions: skilled interviewers commonly use this.
They ask a series of behavioral questions and non-behavioral questions. The questions
often overlap and are designed to gather information about each of the major employer
concerns.
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o Informal interview: This type is casual and relaxed. It is intended to get the candidate
talking and too friendly. The candidate may reveal more information than they might
otherwise. As you know, too much information, too soon, can eliminate you from the
candidate pool.

e Reverse Role interview: In this type of interview, the interviewer is unprepared, short on
time, hurried, distracted, or very simply, unskilled at appropriate questions to determine if
a candidate can perform successfully in the position.

o Assessment Instruments/Testing: Various types of tests are used to determine if a
candidate is a good fit for the company. These types of testing may be used. Personality
inventories assess personality types. Aptitude inventories assess aptitudes in certain skill
areas. Interest inventories assess interests in various occupational categories.
Combination instruments can be a combination of any of these.

o Combination interview: This type of interview combines two or more types of
interviews. This could occur within the same interview, on subsequent interviews or both.

We will look at behavioral interviewing in more detail later on in this guide.

For a Free Trial to a leading online Behavioral Interview Guide Generator. Click here.

Other Types Of Interviews

Tag-Team Interview

The tag-team interview is often attractive to companies that rely heavily on team cooperation. A
candidate may be expecting to meet one-on-one with an interviewer, but find themselves in a
room with several other people. Employers want to gain the insights of various people when
interviewing candidates. They want to know if a candidate's skills balance the needs of the
company and whether or not the candidate can get along with other workers.

Mealtime and Follow-up Interviews

Several additional interview styles help employers and job candidates determine whether they
are a good match.

Mealtime Interviews

The mealtime interview is used to determine what a candidate is like in a social setting. But,
interviewing over a meal can be a candidate's worst nightmare or challenge. The interviewers
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want to not only know how you handle a fork but how you treat your host, any guests and the
serving staff. A candidate must take cues from the interviewer and always remember she is the
guest. These tips will he