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Introduction  
The hiring process is one of the most important and complex tasks facing employers. Not only must 

employers ensure they have made the best effort to find the most qualified candidate, they must also 

ŜƴǎǳǊŜ ǘƘŜȅΩǾŜ complied with both state and federal anti-discrimination laws at each stage of the hiring 

process. Additionally, the hiring process is a lengthy undertaking that typically involves drafting a job 

description, recruiting, screening, selecting, hiring and onboarding.  

To further complicate this process, employers across the nation are dealing with the effects of a tight 

labor market and serious talent shortage. LǘΩǎ become increasingly difficult for employers to find qualified 

employees to fill their open positions. In fact, according to ManpowerGroup, nearly half of all employers 

are concerned about finding employees with the necessary skills and qualifications.  

Moreover, hiring the wrong candidate is almost worse than not finding a qualified candidate to fill a 

position, as a bad hire can negatively affect his or her team and the overall company. According to the 

U.S. Department of Labor, a bad hire can cost at least one-ǘƘƛǊŘ ƻŦ ǘƘŀǘ ǇƻǎƛǘƛƻƴΩǎ ŦƛǊǎǘ-year wages, 

increasing for positions higher in the company, such as a vice president or CEO. Not only is there a 

financial cost to the hiring process, but a bad hire can also negatively influence staff morale and 

productivity. 

The hiring process can be complicated and time-consuming, but it has the potential to significantly affect 

your organization. This toolkit serves as an introductory guide to the hiring process and offers best 

practices for each step of the process. It also provides an overview of the compliance and legal 

considerations related to hiring employees.  

This toolkit is for informational use only and should not be construed as legal advice. Please consult a 

legal professional for legal advice. 



 
 
 

5 
 
 

 
Hiring |  Provided by: Ohio Plan 

  Hiring |  Provided by: [B_Officialname] 

Legal Considerations  
Employment practices, including the hiring and interview process, are subject to numerous laws, many of 

which protect against various types of discrimination. Noncompliance, whether accidental or intentional, 

can have serious consequences, draining your time and finances and ƘǳǊǘƛƴƎ ȅƻǳǊ ŎƻƳǇŀƴȅΩǎ ǊŜǇǳǘŀǘƛƻƴΦ 

The first step in your hiring process should be to develop a solid understanding of applicable laws. 

Federal and State Laws  

Before beginning your interviews, you should gain a basic understanding of the federal and state laws 

that affect the hiring process. Employers should be able to avoid the major legal pitfalls by understanding 

discrimination laws and ensuring that all hiring and interview activities are kept strictly job-related. 

The purpose of these laws is to prevent an employer from making employment or hiring decisions based 

on factors that are not job-related. They do not require that preference be given to an individual who is 

protected by one or more of the federal discrimination laws.  

Documentation of hiring decisions is key for an employer to show that decisions were based on job 

qualifications and not on a protected characteristic. Without detailed documentation, it can be difficult 

for an employer to defend itself against litigation brought on by a disgruntled candidate.  

While these laws generally pertain to employers with more than a certain number of employees, 

adhering to them makes good business sense for most employers. For example, although the courts may 

throw out an age discrimination suit if the employer has fewer than 20 employees, the adverse effect on 

the company reputation and litigation costs can be long-lasting.  

You should be familiar with the following federal employment laws:  

¶ Title VII of the Civil Rights Act of 1964  

o Covers employers with 15 or more employees. 

o Prohibits covered employers from discriminating against employees or applicants on the 

basis of sex, race, color, national origin, religion (original text of Act) and sexual 

orientation (EEOC guidance in 2016). 

¶ The Americans with Disabilities Act (ADA) 

o Covers employers with 15 or more employees. 

o Prohibits discrimination by covered employers against an otherwise qualified individual 

on the basis of his or her disability or perceived disability, as defined by the ADA. 

o Requires covered employers to provide reasonable accommodation(s) to qualified 

individualsτboth candidates and employeesτin order for them to perform the essential



 

job functions, unless such an accommodation would impose an undue hardship on the employer. 

The ADA has set out four factors to determine whether a particular accommodation presents an 

undue hardship:  

 The nature and cost of the accommodation 

 The financial resources of the facility making the reasonable accommodation  

 The overall nature of the business, including type of operation of the employer, 

size, number of employees and type and location of facilities 

 The impact of the accommodation on the operation of the facility 

o Prohibits covered employers from making disability-related inquiries and requiring 

medical examinations prior to making an offer. 

¶ The Age Discrimination in Employment Act (ADEA) 

o Covers employers with 20 or more employees. 

o Prohibits a covered employer from failing or refusing to hire, discharging or otherwise 

discriminating against any individual based on age (40 years and older). 

¶ Title II of the Genetic Information Nondiscrimination Act of 2008 (GINA) 

o Covers employers with 15 or more employees. 

o Prohibits discrimination by covered employers against employees or applicants because 

of genetic information. 

¶ The Immigration Reform and Control Act (IRCA) 

o Covers employers with four or more employees. 

o Prohibits discrimination by covered employers against employees or applicants based on 

national origin or citizenship. 

o NOTE: Employers should simply ask applicants whether they are lawfully able to work in 

the United States and if they will be able to submit the necessary documentation to 

complete Form I-9. 

¶ The Fair Credit Reporting Act (FCRA) 

o Requires covered employers to provide notice to applicants and to obtain their 

authorization to complete background checks. For example, the written release and 

disclosure form, which the employer must obtain prior to running a consumer report, 

must be provided to the applicant as a stand-alone document and not attached to any 

other documents, such as an employment application. 

o Covers employers that use a third-party agency to conduct background checks or 

consumer reports, but does not cover employers that conduct background checks in-

house. 
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¶ Pregnancy Discrimination Act of 1978 (PDA) 

o Covers employers with 15 or more employees. 

o Prohibits sex discrimination by covered employers on the basis of pregnancy, childbirth 

or related medical conditions. 

¶ Equal Pay Act of 1963 (EPA) 

o Requires that women and men with substantially equal jobs be paid equally. Under the 

EPA, employers are prohibited from paying unequal wages to men and women whose 

jobs are performed under similar working conditions within an establishment and require 

equal effort, responsibility and skill.  

o Pay differentials based on seniority, merit, quantity or quality of production are known as 

άŀŦŦƛǊƳŀǘƛǾŜ ŘŜŦŜƴǎŜǎέ and are permitted provided that the employer can prove they 

apply. 

o Applies to all employers covered by the FLSA.  

As you review the legal aspects of the hiring and interview process, keep in mind that the above list is 

neither all-inclusive nor a full discussion of employment discrimination issues. In addition to federal law, 

you should have a basic knowledge of any state-specific laws that affect hiring. It is a good idea to consult 

legal counsel for any questions regarding employment law compliance. 

Bona Fide  Occupational Qualifications (BFOQs)  

BFOQs are the qualifications necessary to meet the essential requirements of the job. Title VII of the Civil 

Rights Act allows an employer to discriminate on the basis of religion, sex, national origin or age in 

instances where religion, sex, national origin or age is a BFOQ. However, you need to be very careful 

when making a hiring decision based on BFOQs that could be deemed discriminatory. 

The U.S. Supreme Court has interpreted BFOQs narrowly. For example, rationalizing a sex-based BFOQ on 

gender stereotypes or customer preferences for one gender over another is not a legitimate BFOQ. In 

addition, there is no BFOQ for race or color discrimination. 

Protected Information and Classes  

LƴŦƻǊƳŀǘƛƻƴ ȅƻǳ ŎŀƴΩǘ ǳǎŜ ǘƻ ƳŀƪŜ ŀ ƘƛǊƛƴƎ ŘŜŎƛǎƛƻƴ ƛƴŎƭǳŘŜǎ ǊŀŎŜΣ ǎŜȄΣ ŀƎŜ, sexual orientation, religion, 

and disability. According to a CareerBuilder survey, 1 in 5 employers has inadvertently asked an illegal 

interview question. In order to stay on the right side of the law and avoid discrimination, you need to 

know how to navigate these topics and what questions must be avoided. 

Any question that directly or indirectly inquires ŀōƻǳǘ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ ǇǊƻǘŜŎǘŜŘ Ŏƭŀǎǎ ǎǘŀǘǳǎ ƻǊ ŀ ŦŀŎǘƻǊ 

that is not job-ǊŜƭŀǘŜŘ ǎƘƻǳƭŘ ƴƻǘ ōŜ ŀǎƪŜŘΦ ¸ƻǳ ǎƘƻǳƭŘ ŀǾƻƛŘ ƛƴǉǳƛǊƛƴƎ ŀōƻǳǘ ŀ ŎŀƴŘƛŘŀǘŜΩǎ ŀƎŜΣ ƎŜƴŘŜǊΣ 
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disability, race, sexual orientation, marital status, national origin, religion, finances, military discharge, 

union involvement, workersΩ compensation claims and arrests. Consult Appendix C for examples of 

questions you can and cannot ask regarding these topics. 

If candidates offer private or protected information voluntarily, you should direct the conversation away 

from these topics and make sure that the information is not recorded or used as a factor for 

consideration.  

Although, if a candidate has an obvious disability, you can and should discuss with the candidate whether 

he or she would be able to perform the essential functions of the position with or without any reasonable 

accommodations. However, it would not be permissible to begin this discussion by inquiring about the 

ŎŀƴŘƛŘŀǘŜΩǎ ǎǇŜŎƛŦƛŎ Řƛǎŀōƛƭƛǘȅ ƻǊ ƳŜŘƛŎŀƭ ŎƻƴŘƛǘƛƻƴΦ  

RegarŘƛƴƎ ǊŜƭƛƎƛƻƴΣ ŜƳǇƭƻȅŜǊǎ Ƴǳǎǘ ŀŎŎƻƳƳƻŘŀǘŜ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ǊŜƭƛƎƛƻǳǎ ōŜƭƛŜŦǎ ƻǊ ǇǊŀŎǘƛŎŜǎ ǳƴƭŜǎǎ ǘƘŜ 

accommodation would impose an undue hardship, which is defined as more than a minimal burden on 

the operation of the business. A religious practice may be sincerely held by an individual even if it is newly 

ŀŘƻǇǘŜŘΣ ƴƻǘ ŎƻƴǎƛǎǘŜƴǘƭȅ ƻōǎŜǊǾŜŘ ƻǊ ŘƛŦŦŜǊŜƴǘ ŦǊƻƳ ǘƘŜ ŎƻƳƳƻƴƭȅ ŦƻƭƭƻǿŜŘ ǘŜƴŜǘǎ ƻŦ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ 

religion. 

Background Checks  

In general, except for certain restrictions related to medical and genetic information, it's not illegal for an 

employer to ask questions about an applicant's or employee's background, or to require a background 

check. However, any time you use an applicant's or employee's background information to make an 

employment decisionτregardless of how you got the informationτyou must comply with federal laws 

that protect applicants and employees from discrimination, including discrimination based on status in a 

protected class. In addition, when you run background checks through a company in the business of 

compiling background information, you must comply with the FCRA. 

Under the C/w!Σ ŜƳǇƭƻȅŜǊǎ Ƴǳǎǘ ƴƻǘƛŦȅ ŀƴ ŀǇǇƭƛŎŀƴǘ ǘƘŀǘ ǘƘŜȅ ƳƛƎƘǘ ǳǎŜ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴ ǘƘŜ ŀǇǇƭƛŎŀƴǘΩǎ 

consumer report for decisions related to their employment. The notice must be in writing and in a stand-

alone format. The employer must also receive permission from the applicant before obtaining the 

consumer report. After completing the first two steps, the employer must then certify compliance to the 

company from ǿƘƛŎƘ ǘƘŜȅ ŀǊŜ ǊŜŎŜƛǾƛƴƎ ǘƘŜ ŀǇǇƭƛŎŀƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴΦ ¢ƻ ŎŜǊǘƛŦȅ ŎƻƳǇƭƛŀƴŎŜΣ ǘƘŜ ŜƳǇƭƻȅŜǊ 

must certify that they notified the applicant and got their permission to run a consumer report, that the 

employer complied with all of the FCRA requirements, and that they will not discriminate against the 

applicant or employee. 

9ƳǇƭƻȅŜǊǎ ǎƘƻǳƭŘ ŀƭǎƻ ōŜ ŀǿŀǊŜ ƻŦ άban-the-ōƻȄέ ƭŜƎƛǎƭŀǘƛƻƴΣ ǿƘƛŎƘ ƛǎ ōŜƛƴƎ ǇŀǎǎŜŘ ƛƴ ŎƛǘƛŜǎ ŀƴŘ ǎǘŀǘŜǎ 

across the nation. Specific laws vary, but ban-the-box laws generally require removing any inquiry into 

past conviction records from the employment application. Employers with multiple locations in varying 

states or cities may want to adapt a universal application or include a disclaimer on the application for job 

candidates in jurisdictions with ban-the-box laws. 
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Many laws limit when an employer may conduct background checks, such as restricting a background 

check until after an offer has been made. Regardless of the legislation where you are located, this is 

generally a good practice to follow. 

Legal Issues W ith Social Media and the Hiring Process  

{ƻƳŜ ǎǘŀǘŜǎ ƘŀǾŜ ǇŀǎǎŜŘ ƭŀǿǎ ǇǊƻƘƛōƛǘƛƴƎ ŜƳǇƭƻȅŜǊǎ ŦǊƻƳ ǊŜǉǳŜǎǘƛƴƎ ƻǊ ǊŜǉǳƛǊƛƴƎ ŀŎŎŜǎǎ ǘƻ ŜƳǇƭƻȅŜŜǎΩ 

social media login information. During the interview and hiring process, using social media can be risky as 

the employer may obtain unverified information about a candidate that is protected, such as his or her 

age, race or disability. In addition, before deciding to review social media, evaluate whether you will gain 

necessary and relevant ƛƴŦƻǊƳŀǘƛƻƴ ōȅ ŘƻƛƴƎ ǎƻΦ LŦ ȅƻǳ Řƻ ƴƻǘ ƴŜŜŘ ǘƻ ǾƛŜǿ ŎŀƴŘƛŘŀǘŜǎΩ ǎƻŎƛŀƭ ƳŜŘƛŀ 

accounts, it is better to not do so. 

When using social media in recruiting or screening efforts, you should:  

Draft a formal policy stating what information the employer looks for on a social media site and 

how the information is used in the hiring process. 

RŜǾƛŜǿ ŀƭƭ ŎŀƴŘƛŘŀǘŜǎΩ ǎƻŎƛŀƭ ƳŜŘƛŀ ŎƻƴǎƛǎǘŜƴǘƭȅΤ ŀǾƻƛŘ άŎƘŜǊǊȅ-ǇƛŎƪƛƴƎέ ŎŀƴŘƛŘŀǘŜǎ ǘƘŀǘ ȅƻǳ ǿƛƭƭ 

search on social media. 

Know that the FCRA may be applicable if you use a third party to screen social media as part of a 

background check. 

Never request or require the login credentials for the social media accounts of applicants. 

Designate someone who is not directly involved in hiring decisions to review social media. This 

person can filter out information related to protected statuses, such as disability, race or age, 

when reporting relevant findings. 

Consult legal counsel before using social media for screening and background checks. 
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The Hiring Process  From 
Beginning to End  
bƻǿ ǘƘŀǘ ȅƻǳΩǾŜ ōŜŎƻƳŜ ŦŀƳƛƭƛŀǊ ǿƛǘƘ ǘƘŜ ƭŜƎŀƭ ŎƻƴǎƛŘŜǊŀǘƛƻƴǎΣ ƛǘΩǎ ǘƛƳŜ ǘƻ ƳƻǾŜ ŦƻǊǿŀǊŘ ǿƛǘƘ other 

steps in the hiring process. 

Creating an Accurate Job Description  

Having a well-ǿǊƛǘǘŜƴ ŀƴŘ ŎƻƳǇƭƛŀƴǘ Ƨƻō ŘŜǎŎǊƛǇǘƛƻƴ ƛǎ ŜǎǎŜƴǘƛŀƭ ǘƻ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǎǳŎŎŜǎǎΦ !ŦǘŜǊ ŀƭƭΣ ŀ 

job description is what a recruiter or hiring manager will use when hiring a new employee, and it will also 

ōŜ ŀ ŎŀƴŘƛŘŀǘŜΩǎ ŦƛǊǎǘ ƛƴǘŜǊŀŎǘƛƻƴ ǿƛǘƘ ȅƻǳǊ ŎƻƳǇŀƴȅΦ !ǎ ǎǳŎƘΣ ƛǘΩǎ ŎǊǳŎƛŀƭ ǘƘŀǘ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ Ƨƻō 

descriptions are thorough, clear, accurate and regularly updated.  

Developing Your Job Description  

A quality job description may not look the same for all positions at an organization, but each description 

should include similar aspects. It should be written clearly, detail job functions and duties, and list 

required skills, qualifications and expectations, providing examples as necessary. Well-written job 

descriptions are concise, free from gendered or technical language and specific.  

When you review or draft a job description, make sure that it includes: 

¶ Job title 

¶ Department under which the job is listed 

¶ Summary of essential job functions, with examples as needed 

¶ Job duties and responsibilities 

¶ Shift information 

¶ Special working conditions, as necessary 

¶ Quantity and quality of work expected 

¶ Required skills, qualifications, licensing or certifications 

¶ Statement that the job description is subject to change based on business necessity 

Note that the term "essential function" should be used in the job description. The job description should 

explicitly state the manner that an individual is to perform the job. Job descriptions should be updated 

periodically to reflect the essential functions of altered positions or any other pertinent change. All levels 

of management and human resources should review job descriptions.  
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Review for Consistency  

In addition to regularly reviewing your job descriptions for accuracy, you should review them for 

ƻǊƎŀƴƛȊŀǘƛƻƴŀƭ ŎƻƴǎƛǎǘŜƴŎȅΦ aŀƛƴǘŀƛƴƛƴƎ ŎƻƴǎƛǎǘŜƴǘ ƳŜǎǎŀƎƛƴƎ ƛƴ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ Ƨƻō ŘŜǎŎǊƛǇǘƛƻƴǎ 

creates cohesiveness and can help ensure equitable comparisons across jobs. Additionally, 

organizationally consistent job descriptions can be useful when developing a framework for companywide 

performance evaluations, policy manuals and annual reports.  

Job Description Best Practices  

The job description that you provide will probably be the first interaction prospective candidates have 

ǿƛǘƘ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΦ ¢ƘŀǘΩǎ ǿƘȅ ƛǘΩǎ ǎƻ ƛƳǇƻǊǘŀƴǘ ǘƻ ƳŀƪŜ ǎǳǊŜ ȅƻǳǊ Ƨƻō ŘŜǎŎǊƛǇǘƛƻƴǎ ŀǊŜ ŀŎŎǳǊŀǘŜΣ 

engaging and compliant. Here are some best practices to keep in mind: 

Be conciseτThere's a difference between being thorough and rambling, and you want to be as 

concise and specific as possible when writing job descriptions. The actual length of the job 

description will depend on the position. Try to include section headers and bulleted lists in every 

job description to make it more reader-friendly. 

Use plain languageτIncluding buzzwords and general jargon on your job descriptions can 

confuse potential candidates and even cause top talent to not apply for the job. While including 

essential industry-specific jargon isn't necessarily frowned upon, you should use it sparingly. Try 

to keep your job descriptions as straightforward and transparent as possible. 

Be specificτOne of the biggest reasons new hires leave a company shortly after starting is 

because of mismanaged expectations. Your job descriptions should include specific job 

responsibilities to avoid any potential confusion. 

Check for cross-platform accessibilityτAccording to a study by Glassdoor, 45% of job seekers 

look for job openings on their mobile devices. If your job description or posting isn't mobile-

friendly, you may lose out on qualified applicants 

Be mindful of word choiceτWhether you realize it or not, some of the wording that you include 

in your job description could alienate job seekers. Review your job description for potentially 

biased language to ensure that the application is appealing to a variety of candidates. 

Be realisticτWhile some jobs warrant an extensive list of candidate qualifications, it's important 

to distinguish between essential and preferred qualifications. If you have a list of 10 required 

qualifications for a job, a potential candidate may not apply because they don't meet the 

requirements. Try separating the required and preferred qualifications in your job descriptions to 

make it more approachable and achievable for job seekers. 
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Update descriptions regularlyτYou should annually update your job descriptions to ensure that 

they're accurate and apply to the available talent pool. If you're using a template, you will want to 

make sure that it gets updated regularly to make sure it's as relevant and accurate as possible. 

Recruiting  

bƻǿ ǘƘŀǘ ȅƻǳΩǾŜ ǿǊƛǘǘŜƴ ȅƻǳǊ Ƨƻō ŘŜǎŎǊƛǇǘƛƻƴΣ ƛǘΩǎ ǘƛƳŜ ǘƻ ǎǘŀǊǘ ǘƘŜ ƴŜȄǘ ǎǘŜǇ ƻŦ ǘƘŜ hiring process: 

recruiting. Recruiting top talent has been a struggle for organizations, ŀƴŘ ǘƘŀǘ ƛǎ ŜǎǇŜŎƛŀƭƭȅ ǘǊǳŜ ƛƴ ǘƻŘŀȅΩǎ 

labor market. Sometimes hiring departments sink hundreds of dollars into their recruiting processes 

before realizing that none of the applicants are suitable. With such an unpredictable market, hiring 

failures are costlier than ever. Avoid wasting time and money by properly recruiting for your open 

positions. 

Recruitment Marketing  

Recruitment marketing describes all the strategies an organization uses to promote its brand in a way 

that attracts and secures candidates. Things like search engine optimization (SEO), employee referrals, 

analytics and social media branding all fall within recruitment marketing. Recruitment marketing differs 

from traditional recruitment strategies due to its breadth of tactics. Old methods, like posting to job sites 

or job boards, still fall within the scope of recruitment marketing, but fall short of providing the same 

value to your organization. 

Instead of simply posting a job description and hoping a qualified candidate will apply, recruitment 

marketing hones the process from the startτǘŀƪƛƴƎ ǘƘŜ άŦƛƴƎŜǊ ŎǊƻǎǎƛƴƎέ ƻǳǘ ƻŦ ǘƘŜ ŜǉǳŀǘƛƻƴΦ 

Recruitment marketing helps cultivate candidates by building relationships early. Too often, organizations 

cannot attract the right candidates, which means positions stay empty longer. By nurturing a relationship 

with a candidate, you can start the vetting process even before the first phone call. 

Many applicants excel at selling themselves on paper and in interviews. Some applicants are skilled 

enough to conceal a lack of motivation or a poor attitude just to get a job. Hiring departments often look 

at professional skills instead of other factors when making a hiring decision, which can be harmful to the 

organization. Forming a relationship with a candidate early on will help form a more accurate picture of 

the person you are recruitingτbeyond just reading his or her resume. 

Social Media  

Successfully using social media sites, like Twitter or Facebook, is just one of the tactics within the scope of 

ǊŜŎǊǳƛǘƳŜƴǘ ƳŀǊƪŜǘƛƴƎΦ {ƻŎƛŀƭ ƳŜŘƛŀΩǎ ǊŜŀŎƘ ƳŜŀƴǎ ȅƻǳ ŀǊŜ ƎǳŀǊŀƴǘŜŜŘ ŀǘ ƭŜŀǎǘ ǎƻƳŜ ƪƛƴŘ ƻŦ ŀǳŘƛŜƴŎŜΦ 

The trick will be finding the best audience for your organization and grabbing its attention. 

Since recruitment marketing uses many avenues to propel its brand, social media is just one stop on your 

recruiting journey. The potential impact of a successful social media campaign is huge, as Facebook alone 

boasts over 1.5 billion users.  
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¦ǎŜ ȅƻǳǊ ǎƻŎƛŀƭ ǇƭŀǘŦƻǊƳǎ ǘƻ ƛƴǘŜǊŀŎǘ ǇŜǊǎƻƴŀƭƭȅ ǿƛǘƘ ŎŀƴŘƛŘŀǘŜǎ ŀƴŘ ǎƘƻǿ ƻŦŦ ȅƻǳǊ ŎƻƳǇŀƴȅΩǎ ƛƴǘŜǊŜǎǘǎΦ 

/ǊŀŦǘ ǎƻŎƛŀƭ ƳŜŘƛŀ ǇŀƎŜǎ ǘƘŀǘ ŦƻŎǳǎ ƻƴ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ōǊŀƴŘ ǾŀƭǳŜǎΣ ƴƻǘ Ƨǳǎǘ ǘƘŜ Ƨƻōǎ ƛǘ ƻŦŦŜǊǎΦ tƻǎǘ 

pictures of volunteer activities or employee outings to show off your work environment. Pictures of 

employee activities speak volumes to candidates who are trying to assess your company. Additionally, 

consider posting links that direct candidates to a specific recruiting area on your company website, 

instead of the homepage. 

Your end goal is to attract candidates who identify with your brand values, because they will be the best 

fit for your organization. Only posting job descriptions will get candidates who merely want a job, not 

those who are driven by your values. Keep this in mind when creating your social media profiles, as your 

social media persona will dictate what kinds of people you attract. Make sure your content resonates 

with the kinds of candidates you are seeking. 

Online Communities  

Sites like LinkedIn or Glassdoor technically qualify as social media, but they are more like online 

communities. LinkedIn and Glassdoor are professional communities that aim to attract and interact with 

prospective applicants. Depending on your industry, you can find other sites that apply specifically to your 

industry. 

One way that online communities differ from other social media is that there are far less distractions. On 

Facebook, for instance, you are competing with millions of entertainment pages that cloud your 

ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǊŜŎǊǳƛǘƛƴƎ ŜŦŦƻǊǘǎΦ tǊƻŦŜǎǎƛƻƴŀƭ ƻƴƭƛƴŜ ŎƻƳƳǳƴƛǘƛŜǎ ŀǊŜ ƳƻǊŜ ǊŜŦƛƴŜŘ ŀƴŘ ŦƻŎǳǎ ƻƴ ōǳǎƛƴŜǎǎΣ 

so your messaging does not compete with entertainment. However, since other companies will be 

promoting their brands, too, make sure you differentiate your organization and articulate your values 

well.  

Job Boards  

While they may seem archaic compared to social media, job boards still play an important role in 

recruitment marketing. These sites, like Monster and Indeed, are traditional job posting sites that many 

employers are familiar with. The classic formula has been to post a job description and hope for a 

qualified candidate to apply. This is no longer the case for savvy recruiters. 

You should still use job boards, but include information that goes beyond merely describing the available 

position. Candidates should get a clear picture of your organization and its values after reading your post. 

Do not just sell the positionτǎŜƭƭ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ōǊŀƴŘΦ {ƛƴŎŜ ǘƘŜǎŜ ǎƛǘŜǎ ŀǊŜ ǎǇŜŎƛŦƛŎ ǘƻ Ƨƻō-seeking 

ƛƴŘƛǾƛŘǳŀƭǎΣ ȅƻǳ ǿŀƴǘ ǘƻ ƳŀƪŜ ƛǘ ŎƭŜŀǊ ǘƘŀǘ ȅƻǳ ǿŀƴǘ ŀǇǇƭƛŎŀƴǘǎ ǿƘƻ ŀǊŜ ŜȄŎƛǘŜŘ ŀōƻǳǘ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ 

ǾŀƭǳŜǎΣ ƴƻǘ Ƨǳǎǘ ŀ ƧƻōΦ ¢Ƙƛǎ ƛǎ ŀƭǎƻ ŀ ƎƻƻŘ ǎǇƻǘ ǘƻ ƭƛƴƪ ǘƻ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǎƻŎƛŀƭ ƳŜŘƛŀ ŀŎŎƻǳƴǘǎ ŀƴŘ 

website, so candidates can get a better picture of your values. 
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Company Perks  

¢ƘŜǎŜ ŀǊŜ ǘƘŜ ōŜƴŜŦƛǘǎ ǇŜƻǇƭŜ ƭƛǎǘ ǿƘŜƴ ŀǎƪŜŘΣ ά²Ƙȅ Řƻ ȅƻǳ ǿƻǊƪ ŀǘ ǘƘŀǘ ŎƻƳǇŀƴȅΚέ .ŜȅƻƴŘ ǇŀȅΣ ǘƘƛƴƎǎ 

like employer-sponsored benefits, comfortable workspaces and workout facilities all attract candidates. 

These benefits can make the difference for someone choosing between Company A and Company B. 

aƻǊŜƻǾŜǊΣ ǘƘŜ ōŜƴŜŦƛǘǎ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴ ƻŦŦŜǊǎ ƛǎ ǘŜƭƭƛƴƎ ŀōƻǳǘ ƛǘǎ ǾŀƭǳŜǎ ŀƴŘ Ŏŀƴ ōƻƭǎǘŜǊ ȅƻǳǊ ōǊŀƴŘΩǎ 

messaging. For instance, if your organization says it is committed to employee health, that messaging can 

be reinforced by offering an on-site workout facility. 

YŜŜǇ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǾŀƭǳŜǎ ƛƴ ƳƛƴŘ ŀƴŘ ǘƘƛƴƪ ŀōƻǳǘ ǿƘŀǘ ȅƻǳǊ ōŜƴŜŦƛǘǎ ǎŀȅ ŀōƻǳǘ ǘƘƻǎŜ Ǿŀƭǳes. Do 

they promote the message or hinder it? Can you offer anything else to show that you are committed to 

those values? Candidates will be looking for consistency between the projected values and the offered 

benefits, so be sure your organization lives up to its message. 

Make sure candidates know about these benefits before their first communication with your company. 

They should not have to wait until their first contact to find out about these offerings. Advertise these 

perks on social media and your company website to attract more candidates.
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Interviewing  

!ŦǘŜǊ ȅƻǳΩǾŜ ǎǳŎŎŜǎǎŦǳƭƭȅ ƳŀǊƪŜǘŜŘ ȅƻǳǊ Ƨƻō ƻǇŜƴƛƴƎǎ ŀƴŘ ƘŀǾŜ ŀǇǇƭƛŎŀƴǘǎΣ ƛǘΩǎ ǘƛƳŜ ǘƻ ǎǘŀǊǘ ǘƘŜ 

interviewing portion of the hiring process. Many factors influence what your hiring and interview process 

will look like, including your company type and size, your personal interviewing style and the position in 

question. Regardless, there are some best practices that generally apply to most interviews. Below are 

suggestions to help facilitate an efficient interview process.  

Interview Form at and Organization  

Generally, there are several parts to an interview, regardless of the type or structure. With some 

interviews, these will be clearly defined; in others, they will flow more naturally or even overlap.  

¶ An interview will begin with an introduction of yourselves, and you will typically give an overview 

of the company, position and any other relevant information you wish to share. 

¶ The next section of an interview is when you ask questions and engage in conversation to gather 

the information you know you need.  

¶ Near the end, you should give the interviewee a formal opportunity to ask any questions of you. 

A candidate may have prepared questions for you prior to the interview, or he or she may have 

questions based on the information that has been exchanged during the interview thus far. This is 

also the time for the candidate to interview you to some degree so that he or she can determine 

whether the job will be a good fit. 

¶ Close the interview by telling the candidate what the next step(s) of the hiring process will be and 

when he or she can expect to hear from you. Even if you will not be moving forward in the hiring 

process, let the candidate know, either at this point or in a follow-up call or email. 

Intervie w Questions  

When asking questions, always make sure that they tie back to the job responsibilities. Beware of 

questions that are illegal or solicit discriminatory information (See Appendix B). In addition to choosing 

how to structure your interview, there are many types of questions you can use. As the interviewer, you 

have the flexibility to determine whether you will use only one type of question, or whether you will 

employ a mix of question types.  

Some interviewers prefer to stick to one type of questionτlike behavioral questionsτthroughout the 

entire interview, while others like to use many different types. Many human resource experts will swear 

by certain tips or tricks regarding special questions or questioning techniques. Some interviewers will only 

ask one or a few questions, whereas others have a seemingly endless lists of questions. Contradictory 

advice can be confusing, especially if you are new to interviewing job candidates.  

The bottom line is that you need to find and use the questions that best enable you to gather the 

information you need about a candidate in order to make a sound hiring decision, regardless of what 
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various experts say. Each person and company are different, and what works for someone else may not 

be helpful for you. Below are general types of questions and reasons why you may want to use them.  

Types of Questions  

Although questions can be categorized in many different ways, there are three types of questions that 

interviewers will typically consider using. 

¶ StraightforwardτTypically an open-ended question (i.e., not a question that solicits a yes/no or 

one-word answer), these questions directly ask about ŀ ŎŀƴŘƛŘŀǘŜΩǎ skills, competencies, 

background or experience.  

o Examples:  

 ά¢Ŝƭƭ ƳŜ ŀōƻǳǘ ȅƻǳǊ ƭŀǎǘ ƧƻōΦέ  

 ά²Ƙŀǘ ǎƪƛƭƭǎ Řƻ ȅƻǳ ƘŀǾŜ ǘƘŀǘ ȅƻǳ ǘƘƛƴƪ ƳŀƪŜ ȅƻǳ ŀ ƎƻƻŘ Ŧƛǘ ŦƻǊ ǘƘƛǎ ǇƻǎƛǘƛƻƴΚέ 

¶ BehavioralτWith these questions, you are targeting a specific competency, such as 

communication, time management, collaboration or prioritization.  

o Examples: 

 ά5ŜǎŎǊƛōŜ ŀ ǘƛƳŜ ȅƻǳ ƘŀŘ ǘƻ ǎǿƛǘŎƘ ǇǊƛƻǊƛǘƛŜǎ ƛƴ ǘƘŜ ƳƛŘŘƭŜ ƻŦ ŀ ƭŀǊƎŜ ǇǊƻƧŜŎǘΦέ 

 ά¢Ŝƭƭ ƳŜ ŀōƻǳǘ ŀ ǘƛƳŜ ȅƻǳ ƭŜŘ ŀ ǘŜŀƳ ǇǊƻƧŜŎǘΦέ 

¶ Situational/hypotheticalτ{ƛƳƛƭŀǊ ǘƻ ōŜƘŀǾƛƻǊŀƭ ǉǳŜǎǘƛƻƴǎΣ ȅƻǳΩǊŜ ƭƻƻƪƛƴƎ ŦƻǊ Ƙƻǿ ŀ ŎŀƴŘƛŘŀǘŜ 

responds in a specific situation. The main difference is that, instead of asking for a past example, 

you pose a situation and ask how the candidate would respond. 

o Examples: 

 ά²Ƙŀǘ ǿƻǳƭŘ ȅƻǳ Řƻ ƛŦ ȅƻǳ ŎƻǳƭŘƴΩǘ ƳŜŜǘ ŀ ǇǊƻƧŜŎǘ ŘŜŀŘƭƛƴŜΚέ 

 άIƻǿ ǿƻǳƭŘ ȅƻǳ ƻǊƎŀƴƛȊŜ ŀ ψψψ ǘȅǇŜ ƻŦ ǇǊƻƧŜŎǘΚέ 

See Appendix C for sample questions to get you started when writing your list of questions. 

Questionable Questions  

bƻǘ ŀƭƭ ǉǳŜǎǘƛƻƴǎ ŀǊŜ ŎǊŜŀǘŜŘ ŜǉǳŀƭƭȅΦ 5ƻƴΩǘ ǿŀǎǘŜ ȅƻǳǊ ǘƛƳŜ ǿƛǘƘ ǉǳŜǎǘƛƻƴǎ ǘƘŀǘ ȅƻǳ ǘƘƛƴƪ ȅƻǳ άǎƘƻǳƭŘέ 

ŀǎƪ ƻǊ ǘƘŀǘ ǎŜŜƳ άŦǳƴέ ōǳǘ ŘƻƴΩǘ ƘŀǾŜ ǾŀƭǳŜΦ IŜǊŜ ŀre a few types of questions to consider avoiding: 

¶ ά²Ƙŀǘ ŎƻƭƻǊκŀƴƛƳŀƭκŎŀƴŘȅ ŀǊŜ ȅƻǳΚές These types of questions are usually asked to help assess 

creativity and personality, but there are far more effective ways of doing so. How much can you 

actually learn by asking a candidate what candy they think they are? 
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¶ BrainteasersτThese include such ǉǳŜǎǘƛƻƴǎ ŀǎ ǘƘŜ ŎƭŀǎǎƛŎΣ ά²Ƙȅ ŀǊŜ ƳŀƴƘƻƭŜ ŎƻǾŜǊǎ ǊƻǳƴŘΚέ 

Brainteasers are typically asked in order to observe how a candidate thinks when posed a 

challenging question under pressure. However, this will often give you no real insight into the 

ŎŀƴŘƛŘŀǘŜΩǎ ability to do the job in question. Instead, ask questions relevant to the job, or ask for 

an example in the past when the candidate had to resolve a job-related problem. 

Remember, regardless of what types of questions you ask, they need to be relevant to the job. Be 

cautious when any information is offered that could be grounds for an Equal Employment Opportunity 

Commission (EEOC) ŘƛǎŎǊƛƳƛƴŀǘƛƻƴ ǎǳƛǘ ƛŦ ȅƻǳ ŘƻƴΩǘ ƘƛǊŜ ǘƘŜ ǇŜǊǎƻƴΦ !ǾƻƛŘ ŀǎƪƛƴƎ ŀƴȅ ǉǳŜǎǘƛƻƴǎ ǊŜƎŀǊŘƛƴƎ 

age, race, ethnicity, color, gender, sex, country of national origin or birthplace, religion, disability, military 

status, marital or family status or pregnancy (See Legal Considerations and Appendix B). 

Follow -up Questions  

Even with an ideal list of questions, you may struggle to get the information you need. Perhaps the 

interviewee was nervous or quiet, ŘƛŘƴΩǘ Ŧǳƭƭȅ ŀƴǎǿŜǊ a ǉǳŜǎǘƛƻƴΣ ƻǊ ƳƛǎǳƴŘŜǊǎǘƻƻŘ ŀƴŘ ŘƛŘƴΩǘ ǇǊƻǾƛŘŜ ǘƘŜ 

information you were looking for. Regardless, you will likely need to use follow-up questions throughout 

the interview. 

If you need more information after the initial answer, try these techniques: 

¶ !ǎƪ ǘƘŜ ǎŀƳŜ ǉǳŜǎǘƛƻƴ ŀƎŀƛƴΣ ǎƭƛƎƘǘƭȅ ǊŜǿƻǊŘŜŘΦ ¢Ƙƛǎ ƛǎ ōŜǎǘ ǳǎŜŘ ƛŦ ǘƘŜ ŎŀƴŘƛŘŀǘŜ ŘƛŘƴΩǘ ŀŘŘǊŜǎǎ 

your actual question. 

¶ !ǎƪ ŘƛǊŜŎǘƭȅ ŦƻǊ ŎƭŀǊƛŦƛŎŀǘƛƻƴΦ ά{ƻΣ ȅƻǳ ǎŀƛŘ thisΦ ²Ƙŀǘ Řƻ ȅƻǳ ƳŜŀƴ ōȅ ǘƘŀǘΚέ ƻǊ ŜǾŜƴΣ ά/ƻǳƭŘ ȅƻǳ 

ŎƭŀǊƛŦȅ ǘƘŀǘ ǎǘŀǘŜƳŜƴǘκŀƴǎǿŜǊΚέ  

¶ !ǎƪΣ άCan you tell me more?έ 

¶ Ask for an example. If the candidate simply states he or she has good time-management skills, ask 

for an example of a project that demonstrates this skill. 

¶ Be silent. Give the interviewee space to add another comment to his or her answer. 

As you ask follow-up questions, keep two things in mind: 

1. Try to ask follow-up questions in a nonconfrontational manner. Both the phrasing of the question 

and the tone of your voice can affect whether your questions are perceived as friendly and 

interested, or argumentative.  

2. aŀƪŜ ǎǳǊŜ ǘƘŀǘ ȅƻǳ ŘƻƴΩǘ ǇǳǊǎǳŜ ŎƻƳƳŜƴǘǎ ǘƘŀǘ ǊŜǾŜŀƭ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ŀ protected class. For 

example, if the candidate volunteers information such as age or marital status, do not comment 

on or ask follow-up questions regarding the topic. 
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Questions From the Candidate  

An interview should be a two-sided conversation and investigation regarding whether the job and the 

candidate are a good match. Specifically, allowing time for the interviewee to ask questions of you is an 

important component of that conversation. At some point in the interviewτtypically after you have gone 

through your list of questions but before you close the interviewτyou should ask the candidate if he or 

she has any questions for you. 

²ƘƛƭŜ ƛƴǘŜǊǾƛŜǿŜǊǎ Ƴŀȅ ƎŜƴŜǊŀƭƭȅ ǘƘƛƴƪ ǘƘŜȅ ŘƻƴΩǘ ƘŀǾŜ ǘƻ ǇǊŜǇŀǊŜ ǘƻ ŀƴǎǿŜǊ ǉǳŜǎǘƛƻƴǎΣ ȅƻǳ ǎƘƻǳƭŘ ōŜ 

ready to answer basic questions: 

¶ ά²Ƙŀǘ Řƻ ȅƻǳ ƭƛƪŜ ŀōƻǳǘ ȅƻǳǊ ƧƻōκǘƘŜ ŎƻƳǇŀƴȅΚέ 

¶ ά²Ƙŀǘ ƛǎ ŀ ǘȅǇƛŎŀƭ ŘŀȅκǿŜŜƪ ŦƻǊ ǘƘƛǎ ǇƻǎƛǘƛƻƴΚέ 

¶ ά²Ƙŀǘ ƪƛƴŘ ƻŦ ǘǊŀƛƴƛƴƎ Řƻ ȅƻǳ ǇǊƻǾƛŘŜΚέ 

¶ ά²Ƙŀǘ ƛǎ ǘƘŜ ŎƻƳǇŀƴȅ ŎǳƭǘǳǊŜΚέ 

¶ άIƻǿ ŘƻŜǎ ǘƘƛǎ Ǉƻǎƛǘƛƻƴ ŎƻƴǘǊƛōǳǘŜ ǘƻ ǘƘŜ ǘŜŀƳκŘŜǇŀǊǘƳŜƴǘκŎƻƳǇŀƴȅ Ƴƛǎǎƛƻƴ ƻǊ ƎƻŀƭǎΚέ 

¶ ά²Ƙŀǘ ƛǎ ǘƘŜ ƳŀƴŀƎŜǊƛŀƭ ǎǘȅƭŜ ƻŦ ǘƘŜ ǇŜǊǎƻƴ L ǿƛƭƭ ōŜ ǊŜǇƻǊǘƛƴƎ ǘƻΚέ 

¶ ά²Ƙŀǘ ŀǊŜ ǘƘŜ ƪŜȅ ŎƘŀǊŀŎǘŜǊƛǎǘƛŎǎ ȅƻǳΩǊŜ ƭƻƻƪƛƴƎ ŦƻǊ ƛƴ ŀ ŎŀƴŘƛŘŀǘŜ ŦƻǊ ǘƘƛǎ ǇƻǎƛǘƛƻƴΚέ 

¶ ά²Ƙŀǘ ƛǎ ǘƘŜ ƴŜȄǘ ǎǘŜǇ ƛƴ ǘƘŜ ƛƴǘŜǊǾƛŜǿκƘƛǊƛƴƎ ǇǊƻŎŜǎǎΚέ 

As you answer questions, remember that the candidate is using these questions to learn more about your 

company and the open position. He or she is likely to use this information to make a decision whether or 

not to accept the job offer, if you extend one. Here are a few guidelines for answering questions from a 

job candidate:  

¶ Be honest. If you lie or cloud the truth, you might end up with a new hire that ends up leaving 

shortly because the job or company was not what he or she expected. 

¶ Most candidates will not broach salary or benefits at this point, but be prepared with an answer if 

ǘƘŜ ŎŀƴŘƛŘŀǘŜ ŘƻŜǎ ŀǎƪΦ LǘΩǎ ȅƻǳǊ ŎƘƻƛŎŜ ǿƘŜǘƘŜǊ ȅƻǳ ǿŀƴǘ ǘƻ ƻǇŜƴ ǘƘŜ ŘƛǎŎǳǎǎƛƻƴ ƻǊ ǎƛƳǇƭȅ ƭŜǘ 

the candidate know that compensation will be discussed if and when a job offer is made. 

¶ Some interviewees will ask if you have hesitations about hiring them or doubts regarding their 

qualifications. As you go through the interview, you will likely be forming an opinion of the 

candidate. Be prepared to honestly tell the candidate if you see shortcomings. This allows the 

candidate to address those points if he or she asks about them. 



 
 
 

20 
 
 

 
Hiring |  Provided by: Ohio Plan 

  Hiring |  Provided by: [B_Officialname] 

General Guidance  

Before the Interview  

Preparation is key: 

¶ wŜǾƛŜǿ ǘƘŜ Ƨƻō ŘŜǎŎǊƛǇǘƛƻƴ ŀƴŘ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ǊŜǎǳƳŜΣ ŀǇǇƭƛŎŀǘƛƻƴ ŀƴŘ ŀƴȅ ƻǘƘŜǊ ǇŜǊǘƛƴŜƴǘ 

information before the interview.  

¶ Have a standard list of questions and method of evaluation. 

¶ LŦ ȅƻǳΩǊŜ ǘƘŜ ƘƛǊƛƴƎ ƳŀƴŀƎŜǊ ōǳǘ ŘƻƴΩǘ ǿƻǊƪ ŎƭƻǎŜƭȅ ǿƛǘƘ ǘƘŜ Ƨƻō ƻǊ ŀǊŜƴΩǘ ŦŀƳƛƭƛŀǊ ǿƛǘƘ ǘƘŜ ǎƪƛƭƭǎ 

required for the open position, talk to others on the team who understand the day-to-day 

process and needs for the role to gain better insight before interviewing. 

During the Interview  

5ƻƴΩǘ ƭŜǘ ƴŜǊǾŜǎ ǘŀƪŜ ƻǾŜǊ ǘƘŜ ƛƴǘŜǊǾƛŜǿ. Plan how you will conduct the interview and be aware of your 

own role in the interview conversation: 

¶ {ǘŀǊǘ ǿƛǘƘ ǎƳŀƭƭ ǘŀƭƪΣ ōǳǘ ŘƻƴΩǘ ƭŜǘ ŎƘŀǘǘƛƴŜǎǎ όŜǎǇŜŎƛŀƭƭȅ ƴŜǊǾƻǳǎ ŎƘŀǘǘŜǊύ ŘƛǎǘǊŀŎǘ ŦǊƻƳ ǘƘŜ Ǝƻŀƭ ƻŦ 

the interview.  

¶ Have an awareness of your own body ƭŀƴƎǳŀƎŜΦ LŦ ȅƻǳΩǊŜ ƴŜǿ ǘƻ ƛƴǘŜǊǾƛŜǿƛƴƎΣ ȅƻǳΩǊŜ ǇǊƻōŀōƭȅ 

ƴŜǊǾƻǳǎ ŀōƻǳǘ ǘƘŜ ƛƴǘŜǊǾƛŜǿΣ ǘƻƻΦ aŀƪŜ ǎǳǊŜ ȅƻǳ ŘƻƴΩǘ ƛƴŀŘǾŜǊǘŜƴǘƭȅ ǎŜƴŘ ƴƻƴǾŜǊōŀƭ ƳŜǎǎŀƎŜǎ 

ǘƘŀǘ ȅƻǳΩǊŜ ŀƴƎǊȅ ƻǊ ŎƭƻǎŜŘ Řƻǿƴ ŘǳǊƛƴƎ ǘƘŜ ƛƴǘŜǊǾƛŜǿ ŎƻƴǾŜǊǎŀǘƛƻƴΦ  

¶ Take notesτwriting notes verbatim can help you remember better later. However, do not mark 

down the race, gender, physical characteristics or any other notes about a candidate that could 

ōŜ ǳǎŜŘ ŀƎŀƛƴǎǘ ȅƻǳ ƛƴ ǘƘŜ ŜǾŜƴǘ ǘƘŀǘ ȅƻǳ ŘƻƴΩǘ ƘƛǊŜ them and are later charged with 

discrimination. 

¶ Make sǳǊŜ ǘƻ ƭƛǎǘŜƴ ǘƻ ǘƘŜ ƛƴǘŜǊǾƛŜǿŜŜΩǎ Ŧǳƭƭ ŀƴǎǿŜǊΣ ǿƛǘƘƻǳǘ ƛƴǘŜǊǊǳǇǘƛƴƎΦ ¦ǎŜ follow-up 

questions and silence to get more information from candidates. 

¶ Consider touring the work area with the candidate. You can observe the iƴǘŜǊǾƛŜǿŜŜΩǎ ǊŜŀŎǘƛƻƴ ǘƻ 

the workplace (e.g., a disappointed look at your open office space), and a tour helps the 

candidate assess whether they can see themselves working for your company.  

¶ Close the interview by asking for questions, then asking the candidate if he or she is interested in 

the position now that he or she has learned more about the job and company during the 

interview. You may learn even more about a candidate and his or her fit for the role based on the 

questions he or she asks of you. 
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After the Interview  

¸ƻǳ ƭƛƪŜƭȅ ǿƻƴΩǘ ƘŀǾŜ ŀƴ ƛƴǎǘŀƴǘ ŀƴǎǿŜǊτŀƴŘ ŎŜǊǘŀƛƴƭȅ ǎƘƻǳƭŘƴΩǘ ƎƛǾŜ ƻƴŜτwhen you part ways with the 

interviewee. Good follow-up practices will help you make the best hiring decision and keep the candidate 

informed of what is happening: 

¶ Asƪ ǘƘŜ ǊŜŎŜǇǘƛƻƴƛǎǘ ŀƴŘ ƻǘƘŜǊǎ ǿƘƻ ƛƴǘŜǊŀŎǘŜŘ ǿƛǘƘ ǘƘŜ ŎŀƴŘƛŘŀǘŜ άǳƴƻŦŦƛŎƛŀƭƭȅέ ŦƻǊ ǘƘŜƛǊ 

opinionsτǎƻƳŜ ƛƴŘƛǾƛŘǳŀƭǎ ŀŎǘ ǾŜǊȅ ŘƛŦŦŜǊŜƴǘƭȅ ǿƘŜƴ ǘƘŜȅ ŘƻƴΩǘ ǘƘƛƴƪ ǘƘŜȅΩǊŜ ōŜƛƴƎ ǿŀǘŎƘŜŘ ƻǊ 

evaluated.  

¶ Follow up with your top candidates by conducting reference checks. Although references will 

often only confirm employment or the completion of a degree, sometimes you can gain good 

insight about a candidate. 

¶ Follow up with the candidate, whether or not you decide to hire him or her. 
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Evaluating Candidates  

After interviewing several candidates, you will have formed impressions of each one and have good notes 

to review. As you assess the candidates to make your decision, you need to consider how each matches 

up with the education, technical skills, characteristics and cultural fit needed to succeed in the open 

position. 

General Evaluations  

¶ Education and experienceτOften, you will be looking for a candidate with a certain educational 

background or number of years of experience in a related position. Unless truly necessary, be 

careful about being too rigid with this requirement. Often, education and experience can be 

replaced with one another, or a combination can give a candidate the necessary background to 

be successful in a new job. wŜǾƛŜǿƛƴƎ ǘƘŜ ŀǇǇƭƛŎŀƴǘΩǎ ǊŜǎǳƳŜ ŀƴŘ ŀǎƪƛƴƎ ŀǇǇǊƻǇǊƛŀǘŜ ǉǳŜǎǘƛƻƴǎ 

will help you determine if the candidate has the necessary education and experience for the role. 

¶ Technical skills or abilitiesτThe importance of a solid job description is especially relevant when 

determining whether the candidate has the necessary basic skills and abilities to perform a job. 

For a position such as a software developer, certain technical skills are non-negotiable. For other 

roles, your list of skills may include use or knowledge of certain software products. But, if you 

have an otherwise qualified candidate who has never worked with a certain tool, you may want 

to consider hiring the candidate and simply providing training for that software. It is highly 

unlikely that you will find a perfect candidate, so prioritize which skills are central to the job and 

which are nice to have but can be taught on the job. Reviewing the resume or application, as well 

as asking questions or administering a skills-based test, will help you assess and compare a 

candidateΩs skills and abilities. 

¶ Characteristics and soft skillsτCharacteristics are traits in a candidate that are necessary for 

success in the role, but they are things that are not easyτor are impossibleτto teach. For 

example, this might include looking for an energetic, outgoing candidate for a customer-facing 

position, or flexibility for a job that requires constant reprioritization of tasks. Soft skills, such as 

good verbal communication, are also important to consider when choosing a candidate. A face-

to-face interview is often the best way to assess whether the candidate possesses the 

characteristiŎǎ ŀƴŘ ǎƻŦǘ ǎƪƛƭƭǎ ƴŜŎŜǎǎŀǊȅΦ ! ŎƻǾŜǊ ƭŜǘǘŜǊΣ ǿǊƛǘƛƴƎ ǎŀƳǇƭŜǎ ŀƴŘ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ 

presentation of themselves can tell you a lot about personal characteristics and how they affect 

ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ǿƻǊƪΦ .ŜƘŀǾƛƻǊŀƭ ƛƴǘŜǊǾƛŜǿ ǉǳŜǎǘƛƻƴǎ ǿƛƭƭ ŀƭǎƻ ƘŜƭǇ ȅƻǳ ŀǎǎŜǎs past performance 

and how well the candidate used various skills to achieve work goals. 

¶ Cultural fitτThe most subjective of all requirements, cultural fit considers how well the 

candidate will work with others on the team and in the company. Know what values are central 

ǘƻ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΣ ŀƴŘ ŘŜǘŜǊƳƛƴŜ Ƙƻǿ ǿŜƭƭ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ǾŀƭǳŜǎ ŀƭƛƎƴ ǿƛǘƘ ǘƘŜƳΦ wŜƳŜƳōŜǊ 

that cultural fit is not about liking the person, but about him or her having the values and 

characteristics that would help him or her work well on the team. You should also be cautious 

ŀōƻǳǘ ƛƴŀŘǾŜǊǘŜƴǘƭȅ ŎƻƴǎƛŘŜǊƛƴƎ ŀ ǇǊƻǘŜŎǘŜŘ ǎǘŀǘǳǎ ŀǎ ǇŀǊǘ ƻŦ Ŧƛǘ όŜΦƎΦΣ ŘƻƴΩǘ ŀƭƭƻǿ ǊŀŎŜ ƻǊ ǎŜȄ ōƛŀǎ 

to incorrectly become part of your cultural fit criteria). Cultural fit can be assessed throughout the 
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interviŜǿƛƴƎ ǇǊƻŎŜǎǎΦ vǳŜǎǘƛƻƴǎ ǘƘŀǘ ǎƻƭƛŎƛǘ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ƻǇƛƴƛƻƴ ƻŦ ǇǊŜǾƛƻǳǎ 

experience with key company values may give you the most objective perspective on the 

ŎŀƴŘƛŘŀǘŜΩǎ ŦƛǘΦ 

Checking References  

One way that you can learn more about candidates is by speaking with their professional and personal 

ǊŜŦŜǊŜƴŎŜǎΦ 5ƻƛƴƎ ǎƻ ƻŦǘŜƴ ƎƛǾŜǎ ƛƴǎƛƎƘǘ ƛƴǘƻ ŀ ŎŀƴŘƛŘŀǘŜΩǎ ǿƻǊƪ ŜǘƘƛŎ ŀƴŘ ǎƪƛƭƭǎΣ ƘŜƭǇƛƴƎ ȅƻǳ ŎƻƴŦƛǊƳ ŀƴȅ 

ǎǇŜŎƛŦƛŎ ŘŜǘŀƛƭǎ ŦǊƻƳ ŀƴ ƛƴǘŜǊǾƛŜǿ ƻǊ ŀ ŎŀƴŘƛŘŀǘŜΩǎ ǊŜǎǳƳŜΦ /ƘŜŎƪƛƴƎ ǊŜŦŜǊŜƴŎŜǎΣ ǘƘƻǳƎƘΣ can be difficult, 

ŜǎǇŜŎƛŀƭƭȅ ƛŦ ȅƻǳ ŘƻƴΩǘ ƪƴƻǿ ǿƘŜǊŜ ǘƻ ōŜƎƛƴΦ ¢Ƙƛǎ ǎŜŎǘƛƻƴ ǇǊƻǾƛŘŜǎ ŀƴ ƻǾŜǊǾƛŜǿ ƻŦ ǊŜŦŜǊŜƴŎŜ-checking best 

practices. 

Before Contacting References 

.Ŝ ǎǳǊŜ ǘƻ Řƻ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ōŜŦƻǊŜ ȅƻǳ ǊŜŀŎƘ ƻǳǘ ǘƻ ŀ ŎŀƴŘƛŘŀǘŜΩǎ ǇŜǊǎƻƴŀƭ ƻǊ ǇǊƻŦŜǎǎƛƻƴŀƭ Ǌeferences: 

¶ Make sure applications note that a background check and reference check will be required and 

that falsified information is grounds for application rejection or termination. 

¶ Require candidates to sign a release form to obtain their consent for a background check or 

reference check. Be sure to send a copy of this release and your credentials to the reference(s) 

you will be contacting. 

¶ Clarify with the candidate who may and may not be contacted as a reference.  

Contacting References 

.Ŝ ǎǳǊŜ ǘƻ Řƻ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǿƘŜƴ ǎǇŜŀƪƛƴƎ ǿƛǘƘ ŀ ŎŀƴŘƛŘŀǘŜΩǎ ǊŜŦŜǊŜƴŎŜόǎύΥ 

¶ IƴǘǊƻŘǳŎŜ ȅƻǳǊǎŜƭŦΣ ŜȄǇƭŀƛƴ ǘƘŜ ǊŜŀǎƻƴ ȅƻǳΩǊŜ ŎƻƴǘŀŎǘƛƴƎ ǘƘŜƳ ŀƴŘ ǇǊƻǾƛŘŜ ŀƴ ƻǾŜǊǾiew of the 

position. 

¶ LŜǘ ǘƘŜ ǊŜŦŜǊŜƴŎŜ ƪƴƻǿ ǘƘŀǘ ȅƻǳΩŘ ŀǇǇǊŜŎƛŀǘŜ Ƙƛǎ ƻǊ ƘŜǊ ŎŀƴŘƻǊΦ 

¶ !ǎƪ ŀ ƳƛȄ ƻŦ Ŝŀǎȅ ǉǳŜǎǘƛƻƴǎΣ ǎǳŎƘ ŀǎ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ŜƳǇƭƻȅƳŜƴǘ ŘŀǘŜǎ ŀƴŘ Ƨƻō ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎΣ 

to help you verify the information given by the candidate. This step also helps the reference 

warm up to the conversation.  

¶ Aǎƪ ǘƘŜ ǊŜŦŜǊŜƴŎŜ ǎǇŜŎƛŦƛŎ ǉǳŜǎǘƛƻƴǎ ŀōƻǳǘ ŀ ŎŀƴŘƛŘŀǘŜΩǎ ǿƻǊƪ ŜǘƘƛŎΣ Ǉŀǎǘ ǿƻǊƪ ŜƴǾƛǊƻƴƳŜƴǘ ŀƴŘ 

any issues that were present during their tenure to ensure you get as candid of a response as 

possible.  
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Considerations to Keep in Mind  

¢ƘŜǊŜ ŀǊŜ ŀ ŦŜǿ ǘƘƛƴƎǎ ǘƘŀǘ ȅƻǳ ǎƘƻǳƭŘ ƪŜŜǇ ƛƴ ƳƛƴŘ ǿƘŜƴ ȅƻǳΩǊŜ ŎƻƴǘŀŎǘƛƴƎ ŀ ŎŀƴŘƛŘŀǘŜΩǎ ǊŜŦŜǊŜƴŎŜόǎύΣ 

including the following: 

¶ Always get a second opinion. Some references will give a glowing recommendation. But, to obtain 

a full picture of a candidate, be sure to contact at least two references.  

¶ 5ƻƴΩǘ ōŜ ŀŦǊŀƛŘ ǘƻ ŀǎƪ ŦƻǊ ŜȄŀƳǇƭŜǎΦ {ƻƳŜ ǊŜŦŜǊŜƴŎŜǎ ǿƛƭƭ ǇǊƻǾƛŘŜ ƎŜƴŜǊŀƭƛȊŜŘ ǎǘŀǘŜƳŜƴǘǎ ŀōƻǳǘ ŀ 

ŎŀƴŘƛŘŀǘŜ ǘƘŀǘ Ƴŀȅ ƴƻǘ ƎƛǾŜ ȅƻǳ ƎƻƻŘ ƛƴǎƛƎƘǘ ƛƴǘƻ ŀ ŎŀƴŘƛŘŀǘŜΩǎ ǿƻǊƪ ŜǘƘƛŎ ƻǊ Ƨƻō ǊŜǎǇƻƴǎƛōilities. 

It may be uncomfortable, but pressing the reference to further explain themselves or to give you 

ŜȄŀƳǇƭŜǎ ǿƛƭƭ ōŜ ƘŜƭǇŦǳƭ ǿƘŜƴ ƛǘΩǎ ǘƛƳŜ ǘƻ ƳŀƪŜ ŀ ƘƛǊƛƴƎ ŘŜŎƛǎƛƻƴΦ  

¶ Be skeptical of only positive or only negative feedback. A good reference will not only give you 

positive feedback, but also dictate areas of improvement that a candidate might have. If a 

reference is only giving you positive or negative feedback, try to obtain specifics whenever 

possible to try to understand why the reference feels that way.  

Employers should always check references once they have made a conditional job offer, but they need to 

be concerned about their legal liability when checking references. Employers may not ask references 

anything they may not request of the job applicant. In addition, employers who elect to hire a third party 

to make background inquiries regarding applicants and employees are regulated by the FCRA.  

Legal Considerations  

Employers should ensure that there is no discriminatory bias in their selection standards. Federal law 

does not preclude the use of testing or measuring as a means of selecting employees, provided that the 

tests do not discriminate. If an ability test or standard has a disproportionate impact on minorities or 

protected classes, it must be job-related and justified by business necessity. As a rule of thumb, 

employers should always consider whether an applicant needs to meet a standard (for example, college 

degree, experience and English language ability) to perform the job.  

Use of physical screening is subject to the same anti-discrimination guidelines as mental and ability 

testing. There must be a relationship between the job and the results of the examination. The routine 

physical is the most common screening test utilized by employers.  

Under the ADA, employers may not require pre-offer physicals, but may condition a job offer upon an 

applicant successfully passing a post-offer physical, provided it is a requirement of all prospective 

applicants within that job category. Drug tests are exempt from the ADA and may be required at the pre-

offer stage. However, since drug tests may reveal other medical information about an applicant, it may be 

a best practice to require drug tests after the job offer is made.  

If an employer withdraws a job offer because the medical examination reveals that the employee does 

not meet certain criteria, the employer must show that these criteria are job-related and are essential to 
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certain job functions. Employers must also show that there is no reasonable accommodation that would 

enable the individual to perform the essential function of the job or that any accommodation would place 

an undue burden on the employer.  

Extending a Job Offer 

Business necessity should be the key to all decisions relating to hiring, placement and promotion. The 

same concern for neutrality in recruitment and selection language attaches to offer language. When 

making your offer of employment, consider the following: 

¶ Avoid comments that could imply a discriminatory bias. 

¶ Avoid verbal and written assurances of employment security or longevity. 

¶ Avoid language in an offer of employment that may suggest an implied contract of employment. 

¶ Avoid statements that may limit your right to terminate an employee. 

¶ tǊƻǾƛŘŜ ǇŜǊǎƻƴƴŜƭ ŀƴ ƻŦŦŜǊ άǎŎǊƛǇǘΦέ 

¶ Make all offers in writing using a standard format. 

¶ Review the employee handbook and make sure it contains a disclaimer that it is not a contract. 

Remove any statements that could be interpreted to imply contractual rights. 

¶ Make sure that jobs that require equal skill, effort and responsibility and are performed under 

similar working conditions are equal in pay. 

Salary Negotiations  

LǘΩǎ ƴƻ ǎŜŎǊŜǘ ǘƘŀǘ ǘƻǇ ǘŀƭŜƴǘ ŜȄǇŜŎǘǎ ǘƻ ōŜ ǇŀƛŘ ǘƻǇ ŘƻƭƭŀǊΦ ¢ƘŀǘΩǎ ǿƘȅ ȅƻǳ ƴŜŜŘ ǘƻ ōŜ ǇǊŜǇŀǊŜŘ ŦƻǊ ŀ 

ŎŀƴŘƛŘŀǘŜ ǊŜǎǇƻƴŘƛƴƎ ǘƻ ȅƻǳǊ Ƨƻō ƻŦŦŜǊ ǿƛǘƘ ŀ ǎŀƭŀǊȅ ƴŜƎƻǘƛŀǘƛƻƴΦ ²ƘƛƭŜ ǊŜǉǳŜǎǘƛƴƎ ŀ Ƨƻō ŀǇǇƭƛŎŀƴǘΩǎ ǎŀƭŀǊȅ 

history is one way that employers can gauge whether they can realistically pursue the applicant, many 

industry experts are advising against this practice. Additionally, many states have laws in place banning 

salary history questions. Instead, you can base new-hire salaries on local market value, ask candidates 

what their target salary range is and conduct internal audits to find out the pay range for certain positions 

within your organization.  

Onboarding  Your New Hires  

Onboarding is a process that involves teaching new hires the social and performance aspects of their jobs, 

introducing them to company culture and helping them get acclimated as quickly as possible. Onboarding 

takes training and orientation programs to the next level. Unlike a traditional orientation program, 

onboarding is a systematic process that extends well beyond the first day of employment. The goal of the 
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onboarding process is to cultivate a long-term relationship between the employer and the employee 

while fostering a feeling of belonging and an affirmation of making the right choice. 

An effective onboarding program provides employers with a solid starting point during which they can 

communicate their values to their employees and explain why they do what they do. It also helps new 

hires easily acclimate to company culture.  

A study published in the Academy of Management Journal found that the first 90 days of employment is a 

pivotal time period for employees to build rapport with a company, its management and their co-

workers. Furthermore, according to a study by the Wynhurst Group, when employees go through 

structured onboarding, they are 58% more likely to remain with the organization after three years. When 

ȅƻǳ ǎƘŀǊŜ ȅƻǳǊ ŎƻƳǇŀƴȅΩǎ Ǝƻŀƭǎ ŀƴŘ ǾŀƭǳŜǎ ǿƛǘƘ ȅƻǳǊ ŜƳǇƭƻȅŜŜǎ ǿƘƛƭŜ ǎƛƳǳƭtaneously showing them how 

to do their jobs, everyone benefits.  

Practicing Onboarding  

Employers who have high retention rates typically have a formalized onboarding program in place. While 

onboarding will look different from company to company, there are a few general steps employers can 

follow to create a successful onboarding program:  

Preboard new hires by alleviating any stress that accompanies first-day jitters. Send a welcome 

letter or email along with information about the company and any other useful first-day 

information.  

Be realistic about the job description. Companies that are more honest about their job 

descriptions have 50% less turnover. 

Foster the manager-employee relationship from Day 1. The first day is a good opportunity for 

managers to meet with their new hires, introduce them to other team members, take them out 

to lunch and make them feel comfortable. 

Consider a mentoring program. Assigning mentors to new hires can be highly advantageous to 

both parties. New hires know who to contact with questions, and mentors develop confidence 

and pride in their jobs. 

Communicate management expectations early on. ItΩs important for the manager to 

ŎƻƳƳǳƴƛŎŀǘŜ ǘƘŜ ŘŜǇŀǊǘƳŜƴǘΩǎ ƎƻŀƭǎΣ ŀǎ ǿŜƭƭ ŀǎ Ƙƻǿ ǘƘŜ Ǝƻŀƭǎ ŀǊŜ ǘǊŀŎƪŜŘΦ ¢Ƙƛǎ ŜƴǎǳǊŜǎ ƴŜǿ 

hires are set up for success. 

Remember, onboarding does not happen overnight. It takes dedication and follow-through from both the 

new hires and whoever is guiding them. An easy pitfall to slip into is leaving new hires to their own 

devices during the onboarding period, perhaps to review training materials. Try to avoid isolating new 

employees, and instead encourage them to talk with others and establish contacts who can help them 

with questions during their onboarding.  
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Retaining Your New Hires  

Your goal as a company should be retaining the talented individuals you spent a significant amount of 

ǘƛƳŜ ŀƴŘ ƳƻƴŜȅ ǊŜŎǊǳƛǘƛƴƎΦ ! ǊŜŎǊǳƛǘŜǊΩǎ ǿƻǊǎǘ ƴƛƎƘǘƳŀǊŜ ƛǎ ƘŀǾƛƴƎ ƴŜǿ hires leave after a few months. 

With this in mind, it is paramount that you define clear paths for new hires within the organization. Let 

them know where their position can lead if they stay with the company, or what career opportunities 

there are in other departments. The key is to keep them, even if they decide the roles they were hired for 

do not align with their ultimate career goals.  

If new hires are not acclimating to their new position, do not give up without a fight. Help plot a course 

for internal ŎŀǊŜŜǊ ŘŜǾŜƭƻǇƳŜƴǘ ƻǇǇƻǊǘǳƴƛǘƛŜǎ ǘƘŀǘ ŀƭƛƎƴ ōŜǘǘŜǊ ǿƛǘƘ ǘƘŜ ƴŜǿ ƘƛǊŜΩǎ ƛƴǘŜǊŜǎǘǎΦ In many 

ŎŀǎŜǎΣ ȅƻǳΩǾŜ ǎǇŜƴǘ ŀ ƭƻǘ ƻŦ ǘƛƳŜ ǊŜŎǊǳƛǘƛƴƎ ŀƴŘ ƻƴōƻŀǊŘƛƴƎ ŜƳǇƭƻȅŜŜǎΣ ǎƻ ǘǊȅƛƴƎ ǘƻ ǊŜǘŀƛƴ ǘƘŜƳ ǎƘƻǳƭŘ ōŜ 

ŀ ƎƻŀƭΦ IƻǿŜǾŜǊΣ ƛƴ ŎŜǊǘŀƛƴ ǎƛǘǳŀǘƛƻƴǎΣ ƛŦ ŀ ƴŜǿ ƘƛǊŜ ƛǎƴΩǘ a great fit, it may be better to cut your losses and 

let the employee go.  

Engage Early and Often  

According to Gallup, only 30% of the U.S. workforce feels engaged in their work. The rest are either not 

engaged, or, even worse, actively disengaged. Employees who are not engaged show a lack of enthusiasm 

and are less committed to their workplaces. Actively disengaged employees are more likely to steal from 

their employers, negatively influence their co-workers, miss workdays and drive customers away. 

Disengaged employees cost the United States an average of $500 billion each year in lost productivity. 

This illustrates how important engagement during the onboarding process can be. 

To feel engaged, new hires must understand that what they will be doing matters to the company and 

ǘƘŀǘ ǘƘŜƛǊ ǇŜǊŦƻǊƳŀƴŎŜ ǿƛƭƭ ƳŀƪŜ ŀ ŘƛŦŦŜǊŜƴŎŜΦ LƭƭǳǎǘǊŀǘŜ ǘƘŜ ƛƳǇŀŎǘ ƻŦ ƴŜǿ ŜƳǇƭƻȅŜŜǎΩ ǊƻƭŜǎ ƛƴ ǘƘŜ 

company by encouraging your workforce to own their work and to take pride in what they do. You should 

be engaging with new hires and stressing these points throughout the onboarding process. 

An employee engagement survey is a great starting place for addressing this issue. Many consulting firms 

offer such surveys, but you can also create and conduct one on your own. They typically gauge opinions 

on management, direct supervisors, co-workers, employer-employee communication, opportunities for 

advancement, job characteristics and HR policies. Consider asking new employees to complete the survey 

after 90 days of employment, once they have a chance to form opinions.  

By identifying areas that are hindering employee engagement, your company can focus on improving 

those areas so it can move toward a more productive and profitable workforce. Engaging early and often 

in the onboarding process can get new hires accustomed to having dialogues with their managers. This 

open communication can pay off hugely and help encourage employees to speak up when they have 

concerns. If engagement is ignored during onboarding, employees may be less likely to speak up down 

the road. 
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Conclusion  
Although it can be complex and confusing, the hiring process is vital to the overall success of your 

organization. Finding the right employees while meeting all of your compliance obligations can be a 

difficult task, but following a formal hiring process can help mitigate risk. 

With the guidelines provided in this toolkit, your organization can work toward bolstering or formalizing 

your hiring process. Below you will find an extensive appendix with helpful resources and sample forms to 

help you get started.  

As previously mentioned, this toolkit is intended for informational use only and does not cover 

compliance or legal obligations that might be specific to your company. For more information on your 

compliance obligations or any of the business topics within this toolkit, contact Ohio Plan. 
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Appendix  A 

Speak with Ohio Plan if you have any questions about these resources. Note that some sections may 

require customization.  

 

Printing Help 

There are many printable resources in this appendix. Please follow the instructions below if you need 

help printing individual pages. 

1. /ƘƻƻǎŜ ǘƘŜ άtǊƛƴǘέ ƻǇǘƛƻƴ ŦǊƻƳ ǘƘŜ άCƛƭŜέ ƳŜƴǳΦ  

2. ¦ƴŘŜǊ ǘƘŜ ά{ŜǘǘƛƴƎǎέ ƻǇǘƛƻƴΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ŀǊǊƻǿ ƴŜȄǘ ǘƻ άtǊƛƴǘ !ƭƭ tŀƎŜǎέ ǘƻ ŀŎŎŜǎǎ ǘƘŜ ŘǊƻǇ-

Řƻǿƴ ƳŜƴǳΦ {ŜƭŜŎǘ ά/ǳǎǘƻƳ tǊƛƴǘέ ŀƴŘ ŜƴǘŜǊ ǘƘŜ ǇŀƎŜ number range you would like to print, 

ƻǊ ŜƴǘŜǊ ǘƘŜ ǇŀƎŜ ƴǳƳōŜǊ ǊŀƴƎŜ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ǇǊƛƴǘ ƛƴ ǘƘŜ άtŀƎŜǎέ ōƻȄΦ 

3. /ƭƛŎƪ άtǊƛƴǘΦέ CƻǊ ƳƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴΣ ǇƭŜŀǎŜ Ǿƛǎƛǘ ǘƘŜ aƛŎǊƻǎƻŦǘ ²ƻǊŘ printing support page. 

 

https://support.office.com/en-us/article/Print-a-document-in-Word-591022c4-53e3-4242-95b5-58ca393ba0ee


 
 
 

31 
 
 

 
Hiring |  Provided by: Ohio Plan 

  Hiring |  Provided by: [B_Officialname] 

Basic Employment Information  

Please complete this reference form for your employee file.  

Employee Information 

Full Name: ______________________________________________  Birth Date: _________________ 

Address: _____________________________________________________________________________ 

Main Phone: ___________________________   Personal Email: ____________________  

Social Security Number: ______________________________    Marital Status: _____________________ 

{ǇƻǳǎŜΩǎ bŀƳŜΥ ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ  

{ǇƻǳǎŜΩǎ 9ƳǇƭƻȅŜǊΥ ψψψψψψψψψψψψψψψψψψψψψψψψ {ǇƻǳǎŜΩǎ tƘƻƴŜΥ ψψψψψψψψψψψψψψψψψψψψψψψψψ 

Job Information 

Job Title: _________________________________________             Supervisor: _________________________ 

Work Location: ____________________________________            Work Email: _________________________ 

Work Phone: ___________________________    

Start Date: __________________________              Salary: ________________________  

Dependent Information (For Insurance Purposes Only) 

Name of Dependent Relationship to Employee 

___________________________________ ___________________________________ 

___________________________________ ___________________________________ 

___________________________________ ___________________________________ 

___________________________________ ___________________________________ 
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Form I -9 
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Form W-4 
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Direct Deposit Form  

Please print and complete all the information below.  
 
Name: __________________________________________________________________ 
  
Street Address: ____________________________________________________________ 
 
City, State, ZIP: ____________________________________________________________ 

 

 
 

Name of Bank: ____________________________________________________________ 

Account Number: __________________________________________________________ 

9-digit Routing Number: _____________________________________________________ 

Amount:     $ ____________        ____________%  or  Entire Paycheck 

Type of Account:  Checking  Savings (Circle One) 

Please attach a voided check for each bank account to which funds should be deposited. 

 is hereby authorized to directly deposit my pay to the account listed above. This authorization will 

remain in effect until I modify or cancel it in writing. 

 

____________________________________________________________             ___________________ 

Employee Signature        Date 
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New Employee Announcement 
 

 

Dear [insert department name]: 

I am pleased to announce that [ƛƴǎŜǊǘ ƴŜǿ ŜƳǇƭƻȅŜŜΩǎ ƴŀƳŜ] is joining  as [insert job title of new 

employee] beginning [insert start date]. Please extend a warm welcome to our new colleague and do 

whatever you can to make [insert name] feel at home.  

During the onboarding process, [insert mentor name] will be assigned as a mentor to [insert name]. Of 

course, help is welcomed from everyone. Please make a point of introducing yourself and welcoming 

[insert name] to the  team. 

Sincerely, 

[LƴǎŜǊǘ ǎǳǇŜǊǾƛǎƻǊΩǎ ƴame] 
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Employee Emergency Contact Form 

Employee Name: __________________________________________________ 

Primary Phone Number: _____________________  Primary Email Address: ______________________ 

Full Address: ________________________________________________________________________ 

In Case of Emergency 

Primary Contact Name: _____________________________________________ 

Relationship to Employee: ________________________ 

Primary Phone Number: ____________________ Alternate Phone Number: __________________ 

 

Secondary Contact Name: _____________________________________________ 

Relationship to Employee: ________________________ 

Primary Phone Number: ____________________ Alternate Phone Number: __________________ 

 

Primary Physician Name or Preferred Hospital: _____________________________________________ 

Primary Phone Number: _______________________________ 

Full Address: ________________________________________________________________________ 

 

  



 
 
 

42 
 
 

 
Hiring |  Provided by: Ohio Plan 

  Hiring |  Provided by: [B_Officialname] 

Employee Referral Form  

Referral Guidelines 

1. To refer a candidate for a position within the company, you must fill out this form, attach a copy 
ƻŦ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ǊŜǎǳƳŜ ŀƴŘκƻǊ ŀǇǇƭƛŎŀǘƛƻƴΣ ŀƴŘ ǊŜǘǳǊƴ ƛǘ ǘƻ human resources. 

2. To be eligible for a referral bonus, the candidate you refer must not already work for the 
Company, and must not have already been sourced by the company. 

3. If the candidate you refer is hired, you will receive a referral bonus of [insert amount] [insert 
number of days] days after the referred candidate begins work for the Company. Both you and 
the referred candidate must be employed by the company on the payout dateτif this is not the 
case, the referral bonus will not be paid. 

4. Employees involved in the hiring decision for a position are not eligible to collect referral bonuses 
for that position (e.g., recruiters and hiring managers). 

5. Only one employee can receive a referral bonus for each candidate. If multiple employees refer 
the same candidate, the referral bonus will be given to the first employee to refer that person. 

Employee Information 

Employee Name: _____________________________________________      Date: ________________ 

Department: _________________________________    Employee ID Number: _________________ 

Email Address: _______________________________         Phone Number: ______________________ 

Referral Information 

Candidate Name: _________________________________________________ 

Position Referred For: __________________________________________________ 

Email Address: _______________________________         Phone Number: ______________________ 

Briefly explain why this candidate is qualified for this position: 

 

 

 

 

 

Date received: _____________ 

Interviewed? No | Yes 

Hired? No | Yes ς If so, award date: ______________  
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Receipt of  Employee Handbook 

I acknowledge that I have received a copy of the  Employee Handbook. I agree to read it thoroughly, 

including the statements describing the purpose and effect of the handbook. 

I understand that this handbook is designed to introduce employees to the organization, familiarize them 

with Company policies, provide general guidelines on work rules, disciplinary procedures and other issues 

related to employment with , and to help answer many of the questions that may arise in connection with 

employment at . 

I understand that this handbook and any other provisions contained in it do not constitute a guarantee of 

ŜƳǇƭƻȅƳŜƴǘ ƻǊ ŀƴ ŜƳǇƭƻȅƳŜƴǘ ŎƻƴǘǊŀŎǘΣ ŜȄǇǊŜǎǎ ƻǊ ƛƳǇƭƛŜŘΦ L ǳƴŘŜǊǎǘŀƴŘ ǘƘŀǘ  ƛǎ ŀƴ άŀǘ-ǿƛƭƭέ ŜƳǇƭƻȅŜǊ 

and as such, employment with  is not for a fixed term or definite period and may be terminated at the will 

of either party, with or without cause, and without prior notice. No supervisor or other representative of 

the company (except the president, in writing) has the authority to enter into any agreement of 

employment for any specified period of time, or to make any agreement contrary to the above. 

In addition, I understand that this handbook states  policies and practices are in effect on the date of 

publication. I understand that nothing contained in the handbook may be construed as promising future 

benefits or a binding contract with  for benefits or for any other purpose. Personnel policies are applied at 

the discretion of .  reserves the right to change, withdraw, apply or amend any of our policies or benefits, 

including those covered in this handbook, at any time.  may notify employees of such changes via email, 

by posting on the cƻƳǇŀƴȅΩǎ ƛƴǘǊŀƴŜǘΣ ǇƻǊǘŀƭ ƻǊ ǿŜōǎƛǘŜΣ ƻǊ Ǿƛŀ ŀ ǇǊƛƴǘŜŘ ƳŜƳƻΣ ƴƻǘƛŎŜΣ ŀƳŜƴŘƳŜƴǘ ǘƻ ƻǊ 

reprinting of this handbook, but may, in its discretion, make such changes at any time, with or without 

notice and without a written revision of this handbook. 

By signing below, I acknowledge that I have received a copy of the  Employee Handbook, and I 

understand that it is my responsibility to read and comply with the policies contained within it and any 

revisions made to it. Furthermore, I acknowledge that I am employed at will and that this handbook is 

neither a contract of employment nor a legal document. 

_______________________________________  ______________________ 

Signature      Date 

_______________________________________________________________ 

Please print your full name 

Please sign and date one copy of this notice, and then return it to Human Resources. Retain a second copy for your reference. 
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Job Offer Form  

 

[Insert first name] [Insert last name] 

[Insert home address] 

[Insert city, state and ZIP] 

 

Dear [First name]: 

We are excited to extend an offer of employment with our organization as [insert job title]. Your base 

salary will be at an annualized rate of $[insert amount] per year. In addition, you will be eligible for a 

$[insert amount] annual bonus, based upon the achievement of mutually agreed upon goals to be 

determined.  

You will be eligible for our benefit program offered to our employees effective [insert date]. You 

previously received a summary of the employee benefit program along with a detailed position 

description. 

We are excited about having you join our organization to contribute to the continued growth and 

development of . Please return this form to [insert contact email] by [insert deadline]. If you have any 

questions in the meantime, you may contact us at [insert contact information]. 

 

By signing below, you agree to the terms listed above and acknowledge that you have read and 

ǳƴŘŜǊǎǘŀƴŘ ȅƻǳǊ ǇƻǎƛǘƛƻƴΩǎ ŘŜǎŎǊƛǇǘƛƻƴΦ 

 

_______________________________________________________  ___________________ 

Signature         Date 



 
 
 

45 
 
 

 
Hiring |  Provided by: Ohio Plan 

  Hiring |  Provided by: [B_Officialname] 

Time Off Request Form 

Employees of  must submit their time off requests for approval at least [insert amount of time] in 

advance. Time off may be taken in full days or [insert number]-hour increments. 

Employee Name 

 

Supervisor Name 

 

Department 

 

Requested Date(s)             Total Number of Hours 

  

Reason for Time Off 

 

The section below is for supervisors only. 

Is this time off request approved?  

 Yes  No 

_____________________________________________                                        ___________________ 

Supervisor Signature                                                                                                               Date 
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Life Event Form  

Employee Name Phone Number 

  

Job Title Employee ID Number 

  

What type of life event is this? 

 Marriage  Birth/adoption of a child  Divorce/annulment 

 Death in family  FMLA  Dependent loss of eligibility 

 Retirement  Beneficiary change  New hire 

 Spouse loss of other coverage  Error correction  Beneficiary class change 

 Change in insurance coverage  Other (specify): __________________________ 

When will this life event take place? 

 

Comments 

 

I hereby certify that the information provided above is accurate. 

 

___________________________________________________   _________________ 

Employee Signature        Date 
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Onboarding Scorecard   

Low risk. Contact Ohio Plan to confirm: 0-6 

 

Medium risk. Contact Ohio Plan today: 7-14 

 

High risk. Contact Ohio Plan today: 15-20 

 






















