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Welcome to the

WEBINAR

• We will email you the recording and 
slides within 24 hours.

• Please participate in our polls.

• Please use the Q&A box for questions.
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What do we 
mean when we 

say “recruiting 

and hiring?”



Agenda

• Pre-Recruiting

• Attracting Talent

• Tracking Applicants

• Screening Applicants

• Preparing for the Interview

• The Interview

• Following Up

• Q & A
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Pre-Recruiting
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Employer Brand



Consider Your Talent Pipeline

• Your current employees

• Getting involved with industry groups and activities

• Getting the company name out to the public
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Needs Assessment

• Evaluate necessity of position: new positions vs. vacancies

• Consider impact on the duties of other positions

• Review the strengths and weaknesses of the manager and team

• Determine budget guidelines
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Components of a Job Description

• Primary roles and duties

• Other essential functions

• Minimum requirements

• Physical requirements

• Employer protections (EEOC statements, at will, etc.)
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Attracting Talent
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Poll Question

Do you include compensation 
information in your job postings?
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Benefits

Core:

• Insurance

• Retirement contributions

• Paid time off program 

Fringe:

• Flexible hours

• Telecommuting

• Commuter benefits

• Discounts
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Tracking Applicants
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Recordkeeping



Recruitment Software

• Useful tool to accept and sort applications

• Consider the application questions in conjunction with the position 

• Unable to screen for personality and company culture fit
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Screening Applicants
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Things to Consider



Updated June 16, 2021  |  Not legal, tax, or medical advice | Powered By 

Verifications

• Education

• Certifications and licenses

• Dates of employment

• Position title

• Accuracy of candidate-provided information
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Preparing for the Interview
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Interview Structure
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Questions that Focus on the Job

Avoid unintentional discrimination. Don’t ask: 

• “Do you have reliable childcare?” 

• “How old are you?”

Use open-ended questions. Try asking: 

• “How would your coworkers describe your work style?” 

• “How do you best manage your time and priorities?”
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Poll Question

How many rounds of interviews do you 
usually schedule for a candidate before 

offering the job?
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The Interview
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Setting the Scene Taking Notes Staying on Track
and on Time
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Following Up
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Q & A
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