Recruiting Process
· Job Description and “Hidden Job”
· Reviewed  by team – management and employees

· Create a Job Overview to give to candidates.  Overview would give purpose of positon with essential and marginal (optional) duties.  Be careful – not too much detail and standards.
· Compensation Analysis – using current market data
· Base salary or wage, Incentives, Benefits)
· Determine what equipment, resources, etc. needed for person in this position

· Create email templates – schedule phone screen, Thank you – no,  reviewing your resume, directions to office

· “Getting the Word Out” – Advertising.  Social Media, Internet, Associations
· Create Phone Screen and Main Interview Questions – these can be adjusted based on results of previous interview(s)
· Be prepared for 2 Pone Screens and 3 or more Interviews onsite – dependent on top candidates and positions.
· Receive and Review Resumes

· Establish separate email to receive resumes, etc.

· Compare to “Hidden Job” and Job Description

· Review Resumes and categorize - Yes, No, Maybe, Commute, Overqualified, Call for Salary/Wage

· Send “Thank you – No” email to non-qualified candidates

· Start Creating Training & Orientation Program

· Conduct Phone Screen # 1

· The phone screen to the candidate will begin to:

· uncover their motivations for responding to the ad or inquiry; 

· identify what they really want in their next job versus what your position can offer; 

· identify career plans (will they stay with you?); 

· uncover how they present themselves on the phone (will your clients want to hear from this person?); 

· list relevant experience; 

· gauge their understanding of the job and industry (are they interested in this industry at all – why would they stay with you if they weren’t interested in the financial planning industry?);

· determine if they have some of the essential job requirements.

· may or may not ask about desired compensation – but it should be asked before onsite interview

· Have research and/or writing exercise (dependent on position)

· Type of exercise will depend on the position, whether candidates could be new to industry or should have some experience

· Conduct Phone Screen # 2 – this can be optional; provided you gathered enough info in the first phone screen.  
· Need to ask candidate about desired compensation --- starting conversation point (Not the final say on compensation)

· 1st  Onsite Interview
· Greeted by Executive Management (exec officer, partner, business owner)

· Meet with some of executive management, certain employee(s) and human resource contact

· Questions are adjusted based on phone screen(s)

· May or may not complete  Exercises or Assessments at 1st onsite interview
· Meet and Decide next steps

· 2nd Onsite Interview – Questions are adjusted based on results of 1st Interview
· Test for Required Knowledge, Skills/Abilities, Behaviors, Work Style

· Relevant to Position

· Be able to identify what is required without being discriminatory

· Challenging – degree is dependent on position requirements

· Sign confidentiality – nondisclosure agreement if candidate is working with or looking at firm data.

· Examples:

· Case Analysis: investment, financial planning, insurance goals and knowledge

· Math:  financial or basic

· Create Situations – people, software, organization.  Ask candidate to solve

· Software

· Critical Thinking

· Work style

· Be careful with personality or psychology tests

· 3rd (or 2nd) Interview – Social Setting
· Getting to know the person – questions are more about the person

· Call the candidates who have gone through phone screens and/or onsite interviews that you are definitely not considering, send follow-up decline email
· Employment, Reference and Background checks
· Offer Position – Decide compensation  in offer with alternatives if negotiating

· Begin Incentive program creation

· Complete – training and orientation program outline. Make sure that people who will train and resources are available.

· Prepare outline for quarterly performance assessments/review

· Prepare for first day and week for new employee
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