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Recruitment: Initial Questions

w Before you even start the process, ask yourself a
couple of questions

¢ What would I look for in an organization?

¢ What would attract me to an organization?

¢ Where would I look for opportunities?

¢ Who is the ideal candidate and where are they?
¢ What is the timeframe?

¢ Do | have an outlet to share information?



Recruitment: Job Description

w Importance of well written job descriptions:
¢ One of the most important keys to employee success
¢ Gives a basis for job evaluation
¢ Creates a guide for performance management
¢ Best tool to write an effective job posting
¢ Defines expectations



Recruitment: Job Description

w Explain purpose
w Outline expectations
w ldentify core competencies

¢ detall orientation, customer service, technology,
compassion, communication, problem solving, work
ethic

w List essential duties and responsibilities
w Detall skills and requirements

w Define success

w Describe evaluation process



Recruitment: Job Description

w Best practices
¢ Create for volunteers and employees
¢ Be as detailed as possible
¢ Update regularly
wlncorporate into performance review
wRequest active participation from employee

¢ Evaluate as one of the first steps of the recruiting
process



Recruitment; Job Advertisement

w Use job description as a guide
w Clearly state job duties and requirements
w Provide brief description of organization
w Grab attention
¢ What makes your organization different?
¢ Why would someone want to work there?
w Build interest to learn more
w Provide contact information and details on how to apply



Recruitment: Job Posting

w Where would you look?

w Go where the candidates are, instead of thinking they
will come to you

w ldentify organizations, networking opportunities,
websites, online and local communities, referral
networks, etc.
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Recruitment: Job Posting

w Internally
wNotify staff of opportunity
wldentify any internal applicants
wAsKk for referrals

wSpread the word with directors and board
members



Recruitment: Job Posting

w Externally
wNonprofit specific sites
wJob board€ nonprofit category

¢ Madison.com @ MADISON.COM
¢ Jobing.com @ﬂgﬂ

¢ Craigslist.com
wASssociations

¢ Association of Fundraising Professionals (AFP)
www.afpnet.org

¢ Wisconsin Nonprofits Association
http://wisconsinnonprofits.org/

wPrint
® ¢ Isthmus, Madison Times, audience specific >

craigslist

online community



http://www.afpnet.org/
http://wisconsinnonprofits.org/
http://www.google.com/imgres?imgurl=http://www.startrenting.com/images-new/jobing_logo.jpg&imgrefurl=http://startrenting.com/rs.php%3Fmkt%3D&usg=__Fa-Zk004MGs_fOxn6wsB8rdcUBc=&h=387&w=964&sz=133&hl=en&start=4&itbs=1&tbnid=6ss2FmbwGgGhLM:&tbnh=59&tbnw=148&prev=/images%3Fq%3Djobing.com%26hl%3Den%26gbv%3D2%26tbs%3Disch:1

Recruitment: Job Posting

Are you using social media?

mn
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Recruitment: Job Posting

w Social Media
¢ Go where they are
¢ Grow a community of followers proactive vs. reactive
¢ Very cost effective
w LinkedIn
¢ Build a brand for your nonprofit (company page)
¢ Free networking
¢ Create a group
w Post jobs
w Build awareness and publicize events, news, etc.
w Others
¢ Facebook

¢ Twitter
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Recruitment: Job Posting

w On Campus Recruiting
¢ Students are involved more than ever

¢ Build relationships with student organizations,
on campus offices, and career services

¢ Offer internships
¢ Very cost effective
w Free to recruit on campus
¢ Benefits of students and recent grads
w Strong technology skills
w Innovative
w Eager
w Trainable
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Recruitment: Hiring System & Evaluation

w Have a hiring system in place
¢ Systematic approach to gathering applicants

¢ Make it easy for them to apply and demonstrate
Interest

¢ More effective and efficient way to track applicants
and move them through your process

w Collect applications, resumes, requested materials

w Create an outline of how you will evaluate them

w Select potential matches

w Provide feedback/response to any that do not meet the
requirements
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Recruitment: Interview Process

w Have an established and consistent interviewing proces:
In place
¢ Candidates appreciate a well implemented process
w Involve other people in the process
w ldentify stages that will be used

¢ Phone interviewg saves time, weed through
potential matches

¢ Onsite interviewg two rounds
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Recruitment: Interview Process

w Types of Interview Questions

¢ Traditional-- Get to know candidate, build rapport,
gauge cultural fit, learn about background

¢ Behavioral Based past behavior is the best
predictor of future performance

wt STt YS [o2dzi | GAYS g
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Recruitment: Interview Process

w Interview Questions

¢ Create good gquestions, based on the job description,

that will allow you to evaluate the candidates match
to the job

¢! al O0KS GNARIKGE ljdzSaiagazy
¢ Build questions around core competencies

¢ Ask questions related to the job, skills, and
organizational culture

¢ Be consistent

¢ Create a guide that will allow you to evaluate
responses and gauge qualifications/fit
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Recruitment: Hiring Tools

w Assessments can help by:

¢ Providing an objective evaluation of knowledge,
skills, abilities, attitudes, and personality traits that
may be hard to determine through an interview

w Use consistently

w Do not use as a stand alone evaluation method, but in
conjunction with other steps

w! YRSNAUGIYR GKIFG af ATSE O2
demonstrating characteristics differently
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Recruitment: Hiring Tools

w Examples
¢ Predictive Index
¢ Wonderlic
w DISC Profile http://onlinediscprofile.com/

¢ Nonjudgmental tool for understanding behavioral types and
personality styles

¢ Explores behavior across four primary dimensions
wDominance
wInfluence
wSteadiness
wConscientiousness
¢ 28 questions personality profile and behavioral assessment
¢ Validated and cost effective (pay per test)
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Recruitment; Offer & Hire

W, 2dzQPS F2dzy R {cKdv whalPh I K ( €
¢ Move into the offer stage
wCreate the offer, outlining the detalls
wExtend the offer
wSet a deadline for their decision
¢ Hiring contingencies
wReference checking, background check, etc.

w Provide proper and timely feedback to all other
candidates not selected
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Recruitment: Key points

w Recruiting is a critical step, and directly contributes to
the success of your organization and team

w Create a well defined plan

w Be consistent in your practices

w ldentify where your candidates are, and go to them

w Be open and honest, no surprises

w! a1 GKS aNAIKOGE jdzSaldAz2ya
wlLy @2t @S 1Sé LIS2L) ST 6K2Qa
w Always bring back a second time

wUsethed2 2dzZf R L g1 yest 2 YYuyyy
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Employees who are a good fit with your organizational
culture can be hard to find

A1 ANBE F2NJ I GGA G dzR ¢

d  Life’s Little
H| Instruction Book

511 suggestions, ohservations, and veminders
on how to live a happy and rewarding life
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-Jim Collins

GREAT
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Retention: Top Performers

wTop performers make up 20% of the team
but traditionally create 80% or more of the
success and growth
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Retention: Orientation & Oroarding

w First, and critical, step

¢ New Employee Orientation & Onboarding
w Have an established process
w Acclimate to new position and culture
w Clearly communicate expectations

¢ Two way street

WWSOASY 220 RSAONALIIAZ2Y YR
w Outline performance evaluation
w Communicate strategy/mission/vision
w Build connection with organization
w Understand motivation
w Mentor program
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Retention: Engagement

w Definition: the extent to which employees are deeply
Involved In their work, are willing to give their
discretionary effort, and are loyal to their employer

w Engaged employees have a higher sense of
commitment, are more productive, and will move your
organization forward

w Three key players in engagement
¢ Employee
¢ Organization
¢ Manager

MRA T The Management Association, Inc. www.mranet.org 28



Retention: Engagement

w Seven Drivers of Engagement

N o O s wbdRE

Pride in the Organization
Job Fit

Nature of the Job
Trustintegrity-Credibility
Supportive Culture
Emotional Connection
Employee Development

Institute of Management Journal
MRA T The Management Association, Inc. www.mranet.org
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