

	Advertisement Checklist
	Advertising Guidelines

	· Information about the company

· What position is being advertised? What qualifications do they need? What are the responsibilities and challenges for this position?

· Position is important. Don’t overlook the classified ads 

· Most researchers agree that the right hand page of any newspaper or magazine is seen slightly more often than an advertisement on the left.

· Graphics should be clean and easy to read. 

· Call to action. 

· Use white space. 
	File Searches

Advantages

Disadvantages

People must be interested to apply
Must have an excellent filing system

May not have to advertise

Good applicants can get missed 

Fast

Internal Searches

Advantages

Disadvantages

Good for morale 

No ‘new blood’

Candidates are a “known” product 

Can cause friction between employees

Placement Services

Advantages

Disadvantages

They do some of the screening for you

May not screen thoroughly

Fast

Often send very unqualified people

Referral Programs

Advantages

Disadvantages

Referrals usually are familiar with your company

Usually are good quality candidates

Can cause cliques in the company

Can cause hard feelings if a referral isn’t hired

Third Party Recruiters

Advantages

Disadvantages

Have a wider coverage area for positions that are difficult to fill

No standards, but your company remains responsible for their actions

Compensate for not having time/skill in-house

Can be expensive

Head hunters

Advantages

Disadvantages

Casts a wider net for hiring senior managers and those difficult to find employees

No standards, but your company remains responsible for their actions

A less controversial way of hiring employees away from competitors

Expensive

Internet

Advantages

Disadvantages

Hire those who are computer literate

May eliminate good candidates

Wide coverage

Can bring in a lot of unqualified candidates

Advertise

Advantages

Disadvantages

Good image-builder for your company

May not motivate already employed t

Many potential candidates 

Can result in a lot of resumes



	Asking Questions
	

	There are five ways to probe for more information.

1. Ask an open question, such as “Can you describe that more clearly?”

2. Pause; use concerned silence.

3. Ask a reflective or mirroring question. For example, the person has just said, “What I really want is more variety in my work,” and you may respond by just reflecting back to them, “Variety?”

4. Paraphrase what has just been said, in your own words. Example: “If I understand you correctly, you….”

5. Ask a summary question. For example: “You have tried ignoring the scent of your colleague’s cologne, you have talked with him about how it affects your allergies, and you have tried shutting your door to keep the scent from your workspace. None of these has worked and now you are asking me to intervene. Have I got it right?”
	

	Principles for Exploring Past Actions
	

	· The best predictor of future performance is past performance in similar circumstances.

· The more varied the situations in which behavior is demonstrated, the more deeply-rooted the behavior.

· The more recent the behavior, the more predictive of future performance.

· The more long-standing the behavior, the more deeply-rooted it is.

· People reveal past patterns of behavior most vividly in instances where they experience greatest successes or setbacks.

· Look for patterns. If done once, it is a clue, twice, it is a pattern; if done three it is a well-established characteristic.
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	Problems for Recruiters 
	Interpreting Non-Verbal Communication

	· The interviewer(s) talked too much

· The candidate(s) talked too much

· The interviewers relied on first impressions

· Questions were inconsistent

· The interviewer(s) weren’t prepared

· The recruiter doesn’t know applicant’s qualifications or specifics of the job.

· The recruiter makes a poor impression that gets transferred to the company.

· The recruiter has no plan in place for a structured interview.
	Non-verbal Communication 

Interpretation

Facial Expressions

Frown

Displeasure, unhappiness

Smile

Friendliness, happiness

Raised eyebrows

Disbelief, amazement

Narrowed eyes

Anger

Blushing

Embarrassment

 

Eye Contact

Glancing

Lack of interest

Steady

Active listening, interest, seduction

 

Hand Arm Gestures

Pointing finger

Authority, displeasure, lecturing

Folded arms

Not open to change, preparing to speak

Arms at side

Open to suggestions, relaxed

Hands uplifted outward

Disbelief, puzzlement, uncertainty

 

Body Postures

Fidgeting, doodling

Boredom

Hands on hips

Anger, defensiveness

Shrugging shoulders

Indifference

Squared stance or shoulders

Problem-solving, concern, listening

Biting lip, shifting, jingling money

Nervousness

Sitting on edge of chair

Listening, great concern

 

Clothing

Business dress

Authoritative, conservative

Sloppy attire

Disrespect, lack of responsibility

Casual clothes

Relaxation



	Interviewing Barriers
	

	Leniency or Stringency 

This is a tendency to rate candidates too harshly, so that none of them meet your exacting criteria, or being too easy on them, so that all of them pass with flying colors. 

Halo/Horn Effect

Attractive candidates are viewed more favorably than unattractive candidates; tall candidates are seen as more competent than short candidates (Have you ever noticed how many presidents are tall, over 6’?) 

Error of Central Tendency

This is our tendency to give average marks to most candidates. 

Stereotyping 

A male who applies for what is predominantly considered a female position has to be one whiz bang to stand a chance! Similarly, a female would have to be twice as good as most males to get a job in a male-oriented position. 
	

	Interview Prep Checklist
	

	· Do your question guide/interview guide. Everyone who is conducting the interview should be familiar with the guide. 

· Give yourself enough time between appointments. 

· Have a room conducive to an informal interview. 

· Go to get the person. 

· Shake hands.
	

	The Cost of Hiring
	

	When considering hiring a new employee, make sure you consider these costs:

· Lost productivity

· Recruiting costs

· Screening costs

· Interviewing costs

· Testing costs

· Evaluating costs

· Training costs

· Other costs

· Relocation costs may need to be considered for some employees.

· As a rule of thumb,  new employee takes about 3 months of their direct supervisor’s time over the course of the first year. 

Remember that these costs don’t include transferring or firing, costs of having an unsuitable employee on the job, or legal impacts.
	

	· 
	The Behavioral Interviewing Model
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The behavioral interviewing tools will ensure that the selection process is:

· Objective

· Consistent and transparent

· Based on the competencies and proficiency level of the job

· A good predictor of performance

Past behavior in specific situations will more accurately indicate a candidate’s personal preferences, attitudes, and behaviors.
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