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Best Practices to Use throughout
the Recruiting, Hiring, and
On-boarding Process

Information on Mishires
•

“An average company spends between 38-65% of their operating
revenue on their people costs”
Maggie Graziano

•

53% of all sales recruiting efforts lead to mishires but only 28% of
the sales leaders have an effective process for recruiting and hiring
qualified salespeople”
Miller Heiman Whitepaper

•

“The toughest decisions in organizations are people decisionshiring, firing, and promoting people. These are the decisions that
receive the least attention and are the ones that are the hardest to
“unmake”
Peter Drucker

The Recruiting, Hiring, and
On-boarding Process
Working to find great talent!

Benefits of Process
Efficiency and consistency
•

Professional presentation to applicants

•

Professional representation of company to applicants

•

Ability to make better hiring decisions

•

Improved internal communication

•

Ability to decrease unwanted turnover during training
period

•

Compliance with Government agency requirements

Pieces of the Puzzle
• Job Requisition Forms
• Application
• Interview Evaluation Template
• Interview Questions Template

Process Overview
Source

Screen

Hire

OnBoard

Interview

Source
Keys to success
•Timely Job Requisition form
The hiring process is like a sales pipeline
and requires lead time

•Detailed Job Description
The more detail you provide, the better
recruiting can match your requirements

•Any additional relevant information

Screen
Who screens the resumes?
What I look for on a phone screen
•Skill/Experience
•Desire to do the job
•Desire to work for BAO
•Salary requirements
•Culture fit

RECRUITING
Passive Candidate Identification and Pursuit
Many of the best candidates do not respond to
your ads and on-line job postings. They need to
be pursued. These passive candidate needs to be
located and found, referrals, mining and
researching the marketplace to find talent that has
a career wound (reason to leave their current
company) now or in the future.

Career Wound
• Reasons why candidate is open to hearing
about new opportunities
• Money, recognition, change in
compensation, management change,
corporate culture, travel, concerns about
financial stability
• Gear you recruiting activities and literature
to these career wounds
• WIIFT-What is in it for them? Not you.

Multimedia Tools
•

Using videos, pictures of employees, .wmv emailable
snippets of the workplace, whitepapers from the
company, articles and press releases taken from
corporate websites and public domains.

•

Create a group of documents that can be put on the
employment section of the website or emailed to
candidates interviewing with the company. This helps
you build your employment brand. This is different from
corporate brand.

•

The corporate branding is a process to help define why
your clients seek you and buy from you. The
Employment Brand is the information, perception, and
feelings of why they would want to consider working for
your company

Social Media Networking-Now the
talent pool is out in the open. Via
these venues, you can develop a
presence while being able to help
identify people on the rise who
may be passively identified and
recruited in the future.

Theory of Recruiting Connections

Recruiting is a high touch activity using
multiple venues to get interest with
your target candidates. The more
times you connect to the candidate
and the more people connecting, the
greater the chance of addressing the
career wounds.

Anatomy of an Effective Interview
• Select Skills and definitions from a job
description (skills, traits, characteristics, and
attributes)
• Develop job related questions
• Ask the questions
• Rate the answers on a numerical scale

Pre-interview
• Email all paperwork that needs to be
completed so they can go right into the
interview
• Review job description
• Review Evaluation Form
• Review resume and know personal
information on the candidate. Act as if you
prepared.

Sample Email Confirming Interview

Job Description
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Requirements:
Have excellent interpersonal skills.
Be comfortable communicating with business executives in diverse industries.
Possess poise and confidence and the ability to think quickly.
Be creative and persistent in finding ways to reach targets.
Your Role and Responsibilities:
Arrive at work at required times and maintain attendance in accordance with company policy.
Make telephone calls to prospects, meeting established call objectives.
Obtain meeting commitments from prospects, meeting established meeting objectives.
Ensure meetings occur as scheduled.
Interact with client rep as needed.
Perform required administrative functions associated with confirming, scheduling and rescheduling of
meetings.
Update database as required.
Essential Job Functions:
Must be able to communicate clearly, effectively and professionally on the telephone and in writing.
Must be able to maintain a work schedule of no less than 40 hours per week, according to the
established business hours for production staff.
Must be able to sit in a cubicle environment for long periods of time.
Must be fluent in English.
Must have proficiency with computers and applications such as Microsoft Outlook and Access database.
Expectations:
Have ownership of your own performance and success.
Maintain confidentiality at all times in accordance with your signed agreement.
Maintain a professional demeanor in all interactions.
Heed and practice corporate values and principles.

During Interview
•
•
•
•
•
•
•
•
•

Discuss the timeline for the interview
Build rapport
Ask tough open ended questions
Probe on areas that they candidate appears not
to have strong ratings
Verify information
Promote the company to qualified candidates
Takes notes
Close the interview
Give the ratings during the interview or after the
interview. Remember rate the skill not the
candidate

Remember some things are easy to change like:
risk taking, education, written and oral communications,
goal setting, and customer focus.
Other are harder but doable like:
listening, adaptability, judgment, and team player.
But other are very difficult like:
intelligence, energy, passion, ambition, and tenacity.
Therefore you have to recruit and interview for these because they
have them or not. It is not worth the effort many times to change
these competencies.
Dr. Brad Smith
Author Topgrading

Resources for Interviewing

About.com
http://humanresources.about.com/
US Department of Labor
http://www.dol.gov/elaws/
Electronic Recruiters Exchange
http://www.ere.net/ (search on-boarding)
Topgrading.com
http://www.smarttopgrading.com
Talent Management Magazine
http://www.talentmanagement.com

SIP
STANDARDIZED INTERVIEW PROCESS

What is a process?
An elemental step by step procedure that will educate you
on the candidate that you are considering:
•Spend time and effort isolating what great performance is in the
position
•Specific actions needed to be done in the execution of the duties of
the position
•Define what employee needs to achieve outstanding performance
•Sample Areas to Evaluate:
Training
Work environment
Technology
Daily interaction and extend of interaction with the managers
•Define and access the cogent behaviors, skills, and motivators/
motives of the best fit candidate

Interviewing

• A person’s behaviors are part of them.
Behaviors not experience will predict
success.
• Use the interview to determine what their
behaviors are.
• Experience you can give them but
people’s behaviors may be hard to
change

Steps in the Interviewing
Process
• Develop traits and skills
Ø
Self motivation
Ø
Communication Skills
Ø
Personality
Ø
Intelligence
Ø
Team Player while individually excelling
Ø
Mental Approach
Ø
Preparation for Interview
• Interview sheets that quantify each trait by
their importance

1st Section of Interview Evaluation Sheet

ISR Interview Questions

Self Motivation - General
•
•
•
•
•
•
•
•
•
•
•
•

What are your personal/professional goals for 2010?
How do you plan to achieve those goals?
What motivates you?
What are your greatest strengths?
Give an example of when you used one of these strengths to your
advantage.
What do you consider your number one weakness to be? What
are doing to improve on it?
How do you define success?
On a scale of 1 – 5, how important is it to you to have goals?
What process do you use to set goals for yourself?
How do you plan to achieve them?
What is important to you in a job?
On a scale of 1 – 10, how competitive are you?

Career Changers – Specific
•
•
•
•
•
•
•
•
•
•

Out of all the careers you could have selected, why did you pick
sales?
What is your vision of a career in sales?
What about sales appeals to you?
Why do you think you’d be good at sales?
What can you do for us that someone else can’t?
Describe the professional accomplishments of which you are the
most proud.
What is the most desirable aspect of your current or most recent
job?
What is the most frustrating aspect of your current or most recent
job?
Describe the biggest challenge you have faced and how you
overcame it?
Describe a challenge you did not overcome and what happened
afterward?

College Grads – Specific
•
•
•
•
•
•
•
•
•
•
•
•

What are your career aspirations?
What is your vision of a career in sales?
What about sales appeals to you?
Why do you think you’d be good at sales?
What is important to you in a job?
What is important to you in a company?
What gets you out of bed and excited to start your day?
What is the one area you would like to improve about yourself and
why?
Describe the accomplishments of which you are the most proud.
What sort of things get you discouraged?
Describe the biggest challenge you have faced and how overcame
it?
Describe a challenge you did not overcome and what happened
afterward?

Seasoned Sales Professionals Specific
•
•
•
•
•
•
•
•
•
•
•
•

Out of all the careers you could have selected, why did you pick
sales?
What is your vision for the rest of your career?
Describe your current sales mode.
What is your least favorite aspect of it?
What about it will you miss the most?
How often do you meet or exceed quota?
What is the highest percentage above quota you have been?
What happens when you don’t meet quota?
How do you approach your day/week/goal period?
Tell me about your greatest sales achievement and what made it
special.
What gets you out of bed and excited to start your day?
How do you improve your sales skills?

Road Warriors - Specific
•
•
•
•
•
•
•
•
•
•

Out of all the careers you could have selected, why did you pick
sales?
Give me an overview of your sales career.
What were the highlights?
The low points?
What is motivating you to make a change at this point in time?
From which particular job do you feel you learned the most? Why?
What happens when you don’t meet quota?
How do you approach your day/week/goal period?
What gets you out of bed and excited to start your day?
How do you improve your sales skills?

Develop Specific Questions
•
•
•
•
•
•

Self Motivation - General
What are your personal/professional goals for 2010?
How do you plan to achieve those goals?
What motivates you?
What are your greatest strengths?
Give an example of when you used one of these
strengths to your advantage.
• What do you consider your number one weakness to
be? What are doing to improve on it?
• How do you define success?

Establish what “right” looks like
before you start the search
Know the answers you
want to the questions you
ask!

On-Boarding
More Than Just an Office Tour

•
•
•
•
•
•

•

On-boarding is not orientation and it’s not a static activity done for a
day or a week or a month.
On-boarding is ongoing. It is the process of welcoming, training and
acculturating a new hire
Hiring managers need to be pre-selling to start convincing
interviewees they want to accept if they are offered a job
Have all your employees sign a welcome card and send it to the
new hire’s home.
Send the handbook, any marketing materials and the policies and
procedures
Talent managers can even assemble a “who’s who” roster of
employees so the new hire can become familiar with future coworkers
Companies whose leaders focus on building bonds with their
employees in the first 90 days retain more employees during that
initial period and tend to retain them longer

•

•
•
•
•

A good on-boarding program often has technology behind it. Online
signature, special Web pages that contain important benefits and
policies information, training meetings within internal Facebook
groups, videos that define company culture and branding
Imagination is the only limit for organizations that want to quickly
engage new hires.
77% of employees actually go home early on their first day because
the company was not fully prepared for their arrival (SHRM study)
Up to 15% of employees consider quitting after a bad first day (HCI)
On-boarding is one of the most important processes for employers
today. An Employees first interaction with the company is just as
important as the customer’s fir interaction (CLO Magazine)

On-boarding Goals
•
•
•
•

Engage employees before they start
Streamline their integration into the organization
Build community
Enable them to be productive and committed in the
shortest possible time
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Call Henry Glickel, CPC, CERS
Manager of Talent Acquisition and Retention
781-323-7063-direct
henry@baoinc.com
www.baoinc.com
www.henryglickel.com
www.linkedin.com/in/henryglickel

