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Action Step Workbook: Develop an Effective Hiring Process
 

1.  Develop and complete a job description form, similar to the example below, for any  
     open position. (Refer to ideas offered in this e-book.) 
 
     Job title: ______________________________________________________________ 
     Purpose: ______________________________________________________________ 
     Job duties: ____________________________________________________________         
     _____________________________________________________________________    
     Performance outcomes:___________________________________________________ 
     _____________________________________________________________________ 
 
2.  Develop and complete a qualification of success factors form, similar to the one  
     below, for any open position. (Refer to ideas offered in this e-book) 
 
     Job titles: _____________________________________________________________ 
     Talents: ______________________________________________________________ 
     _____________________________________________________________________    
     Technical skills and knowledge: ___________________________________________ 
     _____________________________________________________________________   
     Performance skills: _____________________________________________________ 
     _____________________________________________________________________   
     Motivational work environment: __________________________________________ 
     _____________________________________________________________________   
 
3.  Now develop a list of questions for each qualifying success factor for that position.  
     

 a.  First, make a list of traditional and situational questions to open the interview.
      __________________________________________________________________ 
      __________________________________________________________________ 
      __________________________________________________________________ 
      __________________________________________________________________
      __________________________________________________________________ 
      __________________________________________________________________ 
      __________________________________________________________________ 
      __________________________________________________________________ 
      __________________________________________________________________
      __________________________________________________________________

  



 b.  List a qualifying success factor for the open position: 
      __________________________________________________________________ 
      __________________________________________________________________ 
      __________________________________________________________________ 
      __________________________________________________________________
      __________________________________________________________________ 
      __________________________________________________________________ 
      __________________________________________________________________
      __________________________________________________________________
  
 c.  List at least one behavioral question:
      __________________________________________________________________ 
      __________________________________________________________________ 
      __________________________________________________________________ 
      __________________________________________________________________
      __________________________________________________________________ 
      __________________________________________________________________ 
      __________________________________________________________________
      __________________________________________________________________
  
 d.  Continue to list the other qualifying success factors and corresponding questions.
      __________________________________________________________________ 
      __________________________________________________________________ 
      __________________________________________________________________ 
      __________________________________________________________________
      __________________________________________________________________ 
      __________________________________________________________________ 
      __________________________________________________________________ 
      __________________________________________________________________ 
      __________________________________________________________________
      __________________________________________________________________

 
4.  Develop a list of questions to use in your pre-screening telephone conversations.       
     These questions should be screening for the key qualifying success factors for which  
     you are searching. 
     _____________________________________________________________________ 
     _____________________________________________________________________ 
     _____________________________________________________________________ 
     _____________________________________________________________________ 
     _____________________________________________________________________ 
     _____________________________________________________________________ 
     _____________________________________________________________________ 
     _____________________________________________________________________ 
     _____________________________________________________________________ 
     _____________________________________________________________________ 



5.  Develop an interview outline that can be used to conduct an effective and productive  
     interview. (Refer to the ideas offered in this e-book.)

a.  __________________________________________________________________ 
b.  __________________________________________________________________ 
c.  __________________________________________________________________ 
d.  __________________________________________________________________ 
e.  __________________________________________________________________

 
6.  Develop a rating chart for the open position. (See sample in Exhibit D.

  

7.  Develop a list of questions that will be effective at collecting information from  
     previous supervisors. (Refer to ideas in this e-book.) 
     _____________________________________________________________________ 
     _____________________________________________________________________ 
     _____________________________________________________________________ 
     _____________________________________________________________________ 
     _____________________________________________________________________ 
     _____________________________________________________________________ 
     _____________________________________________________________________ 
     _____________________________________________________________________ 
 
 
 

Rating Chart
For simplification we have listed only one success factor for each category

Applicants name: 

Job position: 

Talents: 

_________________________________     

Technical skills and knowledge: 

_________________________________     

Performance skills:

_________________________________     

Motivational work environment

_________________________________     

Rating #1: Strong likelihood candidate possesses success factors
Rating #2: Possibly possesses success factors
Rating #3: Does not possess success factors (could not provide specific examples)

1  2  3

1  2  3

1  2  3

1  2  3

Rating



8.  Make a list of additional information you would like to collect about the applicant that  
     is not requested on a standard application form. From that list develop your own  
     personalized forms for the applicant to complete.  
     _____________________________________________________________________ 
     _____________________________________________________________________ 
     _____________________________________________________________________ 
     _____________________________________________________________________ 
     _____________________________________________________________________ 
 
9.  Develop a list of ideas or points that you would like to include in an informational  
     packet about the company. This packet can become one of your pre-screening tools  
     and also a time saving introduction tool prior to an interview. 
     _____________________________________________________________________ 
     _____________________________________________________________________ 
     _____________________________________________________________________ 
     _____________________________________________________________________ 
     _____________________________________________________________________ 
     _____________________________________________________________________ 
     _____________________________________________________________________ 
     _____________________________________________________________________ 
     _____________________________________________________________________ 
     _____________________________________________________________________ 
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