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Employee Requisition

Use this worksheet as a guide to creating an employee requisition form for your recruiting system.

	Replacement For:

     
Addition      FORMCHECKBOX 

Regular        FORMCHECKBOX 

Temporary   FORMCHECKBOX 

Full-time      FORMCHECKBOX 

Part-time      FORMCHECKBOX 

Salary/Compensation:      


Job Title:      
Department:      
Supervisor:      
Manager:      
JOB DESCRIPTION:      
REQUIREMENTS


Education:      
Skills:      
Personal Qualities:      
Other:      
SIGNATURES:


Department Manager:      
Chief Executive Officer:      
Script To Invite Candidates to

Your Hiring Seminar

Using the example on the previous page as a model, draft your script for inviting candidates to your hiring seminar below.

Hiring Seminar Presentation Worksheet

Use this worksheet to develop your ideas for your hiring seminar presentation.  You can draw on your Company Story, Strategic Purpose, and Strategic Objective for the elements of your “game” you’d like to highlight in the presentation.

THE KEY ELEMENTS OF YOUR PRESENTATION ARE:


Who you (the company) are:


What you do:


Why you do it:


What it means to potential employees:


Description of the position you’re recruiting for:

Description of the process (presentation followed by brief, 10-minute interview for those who are interested):

Other considerations, such as any distinctive characteristics of your company and/or the position not mentioned above:


Hiring Seminar Presentation Worksheet (cont’d)

Using the components you identified on the previous page, develop a draft of your hiring seminar presentation script.  Draft a script for the company-wide segment of your presentation.  Then select one position in your company (a currently open position in your company, if there is one), and draft the position-specific segment of the presentation.

Sample Short Interview Questions

Greet candidate and introduce yourself
Hello,      .  My name is      .  As       said, I only have a few questions for you today.  We’ll be contacting you in the next week to find out if you’re interested in pursuing this further, and to let you know if we are, too.  Okay?  Great.  My first question is…

1. What is it about what you heard today that touched you?

2. Tell me one thing that seemed impossible to do but you did it anyway, and what happened?

3. What difference would you make if you came here?

After responses
Thank you!  We need to keep this brief so I’d just like to confirm that you can be reached at this number:      .

After response
Great!  I’ve enjoyed meeting you.  Good-bye.

DEVELOP THREE QUESTIONS FOR A SHORT INTERVIEW TO FOLLOW THE HIRING SEMINAR:

1.      
2.      
3.      
Format for Call Back To Arrange Long Interview

The following is a sample format to follow during the call back to those candidates you’d like to invite for a long, individual interview:  The purpose of this call is to further “qualify” candidates – to explore their interest  - and then to schedule the interview if the interest is mutual.

1. Now that you’ve had a chance to reflect on our hiring presentation, how do you feel about what you heard?

2. How do you think you best meet the qualifications of the position as you understand it?

3. What would you like the next step to be?

If the candidate is enthusiastic about your company and the position, and seems to understand the information you provided about them in the hiring seminar, schedule the long interview.  If the candidate seems unsure, suggest that they think about the information and call you back when they’re clear about what they want.

DEVELOP A FORMAT FOR YOUR CALLS TO CANDIDATES YOU’D LIKE TO SCHEDULE FOR INDIVIDUAL INTERVIEWS:

     
Thank You Letters Worksheet

Using the thank you letters on the previous page as models, draft thank you letters that your company will use to respond to candidates who send in resumes and/or attend hiring seminars and interviews.

Ideal Candidate Profile

Make copies of this worksheet and use them to develop profiles for the ideal candidates for your open positions.

POSITION:      


Education:      


Degree:      


Training:      


Years Experience:      


Specific Skills:      


(including certifications)



Personal Qualities:      


Other:       
Sourcing Strategy Worksheet

Make copies of this worksheet and use them to develop sourcing strategies for you current open positions.









Position:      








Recruiting Budget:      
Where is your “ideal candidate” now?

Kind of Company/School:      
Job Title/Year in School:      
Location(s):      
What is he/she looking for in a job or a company?

     
Elements of the recruiting message:

What is it about our company that will attract this candidate? 

     
What is it about our “game” that will attract this candidate?

     
What is it about the job that will attract this candidate?

     
Other attractions:

     
Recruitment Ads Worksheet

Choose one or two positions in your company and draft recruitment ads below to attract candidates for those positions.
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