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INTRODUCTION

HR managers need to be more strategic ïand make the 

right hiring investments to be successful

There has never been a more challenging time to be in 

HR than right now.  Companies are demanding more of 

their HR teams, the market is flooded with candidates and 

there isnôt enough time in the day to get your job done.  

The savviest HR pros have figured out how to get their 

jobs done in the most effective manner ïthis guide is full 

of the steps they take to streamline hiring so that you can 

get a successful start in 2018!

U.S. Unemployment Rate - Bureau of Labor Statistics

"The U.S. added more jobs than 

forecast in November and the 

unemployment rate held at an 

almost 17-year low, though below-

forecast wage gains suggested the 

labor market still has slack to 

absorb." ïBloomberg



Your 

Employees 

Know Best

STEP ONE

Employee Referrals are Important

Who better to understand the culture 
and work load than a current employee? 
There are two keys to taking advantage 
of employee referrals.

Incentives (cash is king!)

Easy to use referral tools

HR managers can achieve great results 
when they develop easy and rewarding 
ways for current employees to 
recommend new hires. 

Easy to complete referral forms 

are a necessity



Focus on 

the Top

STEP TWO

Focus on the Top Candidates

¢ƛƳŜΦ  LǘΩǎ ǘƘŜ ƻƴŜ ǘƘƛƴƎ ǘƘŀǘ Iw Ŧƻƭƪǎ ŎŀƴΩǘ ƎŜǘ ƳƻǊŜ ƻŦΦ  !ƴŘ ǘƘŜ ōƛƎƎŜǎǘ ǘƛƳŜ 
sucker?  Weeding through tons of candidates and their resumes.  Focusing on just 
the top tier candidates will give you much needed time back in your day ςand help 
you deliver only the most qualified results to the hiring manager.  These are the 
critical elements to help you identify and focus on the most valuable candidates:

V A clear, documented understanding of what you are looking for
V Established screening questions
V Using the criteria that has been developed, add candidate scoring to your process  

Scoring helps you quickly identify the top candidates  



Let Tools do 

Your Work

STEP THREE

The Right Tools Get You the Right Candidates

EASY SCHEDULING
Yƴƻǿ ȅƻǳǊ ƘƛǊƛƴƎ ƳŀƴŀƎŜǊΩǎ 
schedule so you can make the most 
ƻǳǘ ƻŦ ŜǾŜǊȅƻƴŜΩǎ ǘƛƳŜΦHave tools 
in place to see calendar availability.

CANDIDATE WORKFLOWS
Have a clear candidate workflow in 
place so you know what needs to 
get done - and by whom  -before 
the rush begins.



Let Tools do 

Your Work

STEP THREE

HAVE EFFECTIVE FEEDBACK 
QUESTIONS
Whether during or following the 
interview, it is important to provide 
feedback for further evaluation. 
Having a automated process will 
help keep things organized.

The Right Tools Get You the Right Candidates

CONSIDER VIDEO INTERVIEWING
LǘΩǎ ŀ ƴŜǿ ǿƻǊƭŘΦ [ƻƻƪ ƛƴǘƻ ǾƛŘŜƻ 
interviewing as a viable option for your 
hiring team. Products likeSparkHirework 
well.

https://www.applicantstack.com/tag/video-interviewing/


Rock the 

Interview

STEP FOUR

Make a Great Impression During the Interview

²ƘŜƴ ƛƴǘŜǊǾƛŜǿƛƴƎ ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ƘŀǾŜ ŀ ƳƛȄǘǳǊŜ ƻŦ ǘǊŀŘƛǘƛƻƴŀƭ ŀƴŘ ƴƻƴ-
traditional questions to give you a better snap-shot of skills, personality, 
and attitude.Here are the top 4 questions you should ask during the 
interview process:

1. What are the first three things you do when you get to work?
! ŎŀƴŘƛŘŀǘŜΩǎ ŀƴǎǿŜǊ ƘŜǊŜ ǿƛƭƭ Ǉŀƛƴǘ ŀ ōŜǘǘŜǊ ǇƛŎǘǳǊŜ ŀǎ ǘƻ Ƙƻǿ ƻǊƎŀƴƛȊŜŘ 
they are and their work ethic. While everyone handles their workday 
ŘƛŦŦŜǊŜƴǘƭȅΣ ȅƻǳΩǊŜ ƭƻƻƪƛƴƎ ŦƻǊ ƛƴŘƛŎŀǘƛƻƴ ǘƘŀǘ ǘƘŜȅ Ŏŀƴ ŎƻƳǇƭŜǘŜ ǘŀǎƪǎ ŀǘ 
hand timely and efficiently. Inadvertently, this is also a good opportunity 
to learn more about their knowledge and skills related to the job.

2: If you could have any superpower, what would it be?

While not job-related, a question like this gives you the opportunity to 
ƭŜŀǊƴ ǘƘƛƴƎǎ ŀōƻǳǘ ŀ ŎŀƴŘƛŘŀǘŜΩǎ ǇŜǊǎƻƴŀƭƛǘȅ ǘƘŀǘ ƳƛƎƘǘ ƴƻǘ ƻǘƘŜǊǿƛǎŜ ōŜ 
revealed during the interview. A good candidate will take every question 
you ask seriously and answer to the best of their ability. You want 
someone that is easy to work with, so candidates who shrug the question 
off can signal a red flag.



Rock the 

Interview

STEP FOUR

Make a Great Impression During the Interview

3 - How do you define success?

Goals and aspirations are important qualities to have in a candidate. 
{ƻƳŜƻƴŜ ǿƘƻ Ǿƛǎǳŀƭƭȅ ƭŀŎƪǎ ƛƴǘŜǊŜǎǘ ƛƴ ǘƘŜƛǊ Ǉƻǎƛǘƛƻƴ ŘƻŜǎƴΩǘ ƴŜŎŜǎǎŀǊƛƭȅ 
have goals lined out ahead of them, which could mean they are just 
looking for a job not a career (resulting in churn). Look for someone who 
has an idea of where they want to go with their job. However, keep in 
mind that there are individuals that love the industry they work in, so 
while they might not have a clear understanding of where they will be in 
five years, if they show passion in their answer and interest in learning 
new aspects of the business, that is a good thing and should be noted as 
positive.

4. How would you describe your personality?

Cŀƴ ƻŦ ǘƘŜ άǎǘǊŜƴƎǘƘǎ ŀƴŘ ǿŜŀƪƴŜǎǎŜǎέ ǉǳŜǎǘƛƻƴΚ ¢Ƙƛǎ ƛǎ ŀƴƻǘƘŜǊ ƭŜǎǎ 
obvious way to get a candidate to talk about their abilities, while learning 
more about their personalities. Perhaps they say they are really outgoing, 
but get discouraged easily. This answer could tell you that they are 
confident, but need more recognition. The more you know about their 
ǇŜǊǎƻƴŀƭƛǘȅΣ ǘƘŜ ōŜǘǘŜǊ ȅƻǳΩƭƭ ōŜ ŀōƭŜ ǘƻ ŘŜǘŜǊƳƛƴŜ ǘƘŜƛǊ Ŧƛǘ ǿƛǘƘƛƴ ǘƘŜ 
team.



Onboard Like 

a Pro

STEP FIVE

Streamline the Onboarding Process 

Onboarding a new employee can be quite challenging and time-
consuming.Every phase of the onboarding process is important, so make 
sure you have the right tolls in place.

ONBOARDING MADE EASY WITH 
PORTALS  
Make it easy for new employees 
with a one-stop shop for their 
onboarding needs through an 
employee portal.



Onboard Like 

a Pro

STEP FIVE

Streamline the Onboarding Process 

CREATE A LIST OF TASKS
Compile a list of tasks that new 
employees will need to complete and 
that current team members will need to 
work on/setup prior to the new 
employees first day.

TRACK THE STATUS OF ALL TASKS
Easily track all tasks that are 
assigned to both the new employee 
and team members.



!ƭƭ ƻŦ ƻǳǊ ƴŜǿ ŜƳǇƭƻȅŜŜǎ ǎŀȅ ƛǘΩǎ ǘƘŜeasiest 
onboarding processǘƘŜȅΩǾŜ ōŜŜƴ ǘƘǊƻǳƎƘΦΦΦȅƻǳ Ŏŀƴ 
customize it to fit your specific needs, and they have 
a great help teamǘƘŀǘ ƛǎ ǾŜǊȅ ǊŜǎǇƻƴǎƛǾŜΦέ
Melissa Johnson, HR Director, CRC
ñ This product is so simple to use, customer service is 

phenomenal, and the knowledge base is very in-depthΦέ 
Elin Corey, Peak Vista Community Health Centerñ
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FREE TRIAL

Get started today!
Select the FREE TRIAL 

button:


