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Recruiting

As a small business owner, every job opening is a new experience and every hire is a critical hire. A poor
hiring decision has a greater impact in a small business. Recruiting and interviewing takes time and
money. Training and orientation takes time from your managers and staff. A “bad hire” costs even
more in time, money and customer satisfaction...and you need to start recruiting all over again.

This toolkit will help you identify the critical knowledge, experience and soft skills required for success in
positions and your company culture before you spend time interviewing candidates without the critical
skills your company needs. This toolkit will give you everything you need to set up and implement a
consistent, effective and objective recruiting system.

Contents:

- Step-by-step process you can use today — when, where, how to advertise openings, interview and
select employees

- Forms to interview and evaluate job candidates
o Phone screening and onsite interview questions
o Interviewing Tip sheet for interviewers — legal aspects and tips for success
o Candidate evaluation grids — generic format and sales position samples
o Reference checking questions
o Sample Job Offer letter
- Lessons Learned / Tips and Tricks
o Job postings: writing compelling job postings, where to post
o How to effectively screen resumes
o Creating interview questions that “dig deeper” into candidate experience

o Using the STAR interview method (Specific, Task, Action, Result)
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