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There is a unique 
opportunity going 
on right now

Be the opportunity that knocks
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²Ŝ ŀƭƭ ǿŀƴǘ ǘƻ ƘƛǊŜ ά!-tƭŀȅŜǊǎέ
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Special Thanks
Crystel Anders, Executive Director

http://www.madisonmagazine.com/
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ωBefore you even start the process, ask yourself a 
couple of questions

ςWhat would I look for in an organization?

ςWhat would attract me to an organization?

ςWhere would I look for opportunities?

ςWho is the ideal candidate and where are they?

ςWhat is the timeframe?

ςDo I have an outlet to share information?

Recruitment:  Initial Questions
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ω Importance of well written job descriptions:

ςOne of the most important keys to employee success

ςGives a basis for job evaluation

ςCreates a guide for performance management 

ςBest tool to write an effective job posting

ςDefines expectations

Recruitment:  Job Description
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ωExplain purpose

ωOutline expectations 

ωIdentify core competencies

ςdetail orientation, customer service, technology, 
compassion, communication, problem solving, work 
ethic

ωList essential duties and responsibilities

ωDetail skills and requirements

ωDefine success

ωDescribe evaluation process

Recruitment:  Job Description
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ωBest practices

ςCreate for volunteers and employees

ςBe as detailed as possible

ςUpdate regularly

ωIncorporate into performance review 

ωRequest active participation from employee

ςEvaluate as one of the first steps of the recruiting 
process

Recruitment:  Job Description
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ωUse job description as a guide

ωClearly state job duties and requirements

ωProvide brief description of organization

ωGrab attention

ςWhat makes your organization different?

ςWhy would someone want to work there?

ωBuild interest to learn more

ωProvide contact information and details on how to apply

Recruitment:  Job Advertisement
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ωWhere would you look?

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

ωIdentify organizations, networking opportunities, 
websites, online and local communities, referral 
networks, etc.

Recruitment:   Job Posting 
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ω Internally

ωNotify staff of opportunity

ωIdentify any internal applicants

ωAsk for referrals

ωSpread the word with directors and board 
members

Recruitment:   Job Posting 
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ω Externally

ωNonprofit specific sites

ωJob boards ςnonprofit category

ςMadison.com

ςJobing.com

ςCraigslist.com 

ωAssociations

ςAssociation of Fundraising Professionals (AFP) 
www.afpnet.org

ςWisconsin Nonprofits Association 
http://wisconsinnonprofits.org/

ωPrint 

ςIsthmus, Madison Times, audience specific 

Recruitment:   Job Posting 

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
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Recruitment:   Job Posting 

Are you using social media?
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ω Social Media

ςGo where they are 

ςGrow a community of followers ςproactive vs. reactive

ςVery cost effective

ω LinkedIn

ςBuild a brand for your nonprofit (company page)

ςFree networking

ςCreate a group 

ωPost jobs

ωBuild awareness and publicize events, news, etc.

ω Others

ςFacebook

ςTwitter 

Recruitment:   Job Posting 
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ω On Campus Recruiting

ςStudents are involved more than ever

ςBuild relationships with student organizations, 
on campus offices, and career services

ςOffer internships

ςVery cost effective

ωFree to recruit on campus

ςBenefits of students and recent grads

ωStrong technology skills

ωInnovative

ωEager

ωTrainable 

Recruitment:   Job Posting 
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ωHave a hiring system in place

ςSystematic approach to gathering applicants

ςMake it easy for them to apply and demonstrate 
interest

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

ωCollect applications, resumes, requested materials

ωCreate an outline of how you will evaluate them

ωSelect potential matches

ωProvide feedback/response to any that do not meet the 
requirements

Recruitment:  Hiring System & Evaluation
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ωHave an established and consistent interviewing process 
in place

ςCandidates appreciate a well implemented process

ωInvolve other people in the process

ωIdentify stages that will be used

ςPhone interview ςsaves time, weed through 
potential matches 

ςOnsite interview ςtwo rounds

Recruitment:  Interview Process
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ωTypes of Interview Questions

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

ςBehavioral Based ςpast behavior is the best 
predictor of future performance 

ω¢Ŝƭƭ ƳŜ ŀōƻǳǘ ŀ ǘƛƳŜ ǿƘŜƴΧ

Recruitment:  Interview Process
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ω Interview Questions

ςCreate good questions, based on the job description, 
that will allow you to evaluate the candidates match 
to the job

ς!ǎƪ ǘƘŜ άǊƛƎƘǘέ ǉǳŜǎǘƛƻƴǎ

ςBuild questions around core competencies

ςAsk questions related to the job, skills, and 
organizational culture

ςBe consistent

ςCreate a guide that will allow you to evaluate 
responses and gauge qualifications/fit

Recruitment:  Interview Process
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ωAssessments can help by:

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

ωUse consistently

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

ω¦ƴŘŜǊǎǘŀƴŘ ǘƘŀǘ άƭƛŦŜέ ŎƻƴǘǊƛōǳǘŜǎ ǘƻ ŜŀŎƘ ŎŀƴŘƛŘŀǘŜ 
demonstrating characteristics differently 

Recruitment:  Hiring Tools
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ω Examples

ςPredictive Index

ςWonderlic

ω DISC Profile-- http://onlinediscprofile.com/

ςNonjudgmental tool for understanding behavioral types and 
personality styles

ςExplores behavior across four primary dimensions

ωDominance

ωInfluence

ωSteadiness

ωConscientiousness

ς28 questions personality profile and behavioral assessment 

ςValidated and cost effective (pay per test)

Recruitment:  Hiring Tools

http://onlinediscprofile.com/
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ω¸ƻǳΩǾŜ ŦƻǳƴŘ ǘƘŜ άǊƛƎƘǘέ ǇŜǊǎƻƴ ςnow what?

ςMove into the offer stage

ωCreate the offer, outlining the details

ωExtend the offer

ωSet a deadline for their decision

ςHiring contingencies

ωReference checking, background check, etc.

ωProvide proper and timely feedback to all other 
candidates not selected

Recruitment:  Offer & Hire
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ωRecruiting is a critical step, and directly contributes to 
the success of your organization and team

ωCreate a well defined plan

ωBe consistent in your practices

ωIdentify where your candidates are, and go to them

ωBe open and honest, no surprises

ω!ǎƪ ǘƘŜ άǊƛƎƘǘέ ǉǳŜǎǘƛƻƴǎ

ωLƴǾƻƭǾŜ ƪŜȅ ǇŜƻǇƭŜΣ ǿƘƻΩǎ ƻǇƛƴƛƻƴ ȅƻǳ ǾŀƭǳŜ

ωAlways bring back a second time

ωUse the ά²ƻǳƭŘ L ǿŀƴǘ ǘƻ ψψψψψψΚέ test

Recruitment:  Key points 
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Employees who are a good fit with your organizational 
culture can be hard to find  

άIƛǊŜ ŦƻǊ ŀǘǘƛǘǳŘŜΣ ǘƘŜƴ ǘǊŀƛƴ ŦƻǊ ǎƪƛƭƭǎέ

wŜŎǊǳƛǘƳŜƴǘΥ  [ƛŦŜΩǎ [ƛǘǘƭŜ LƴǎǘǊǳŎǘƛƻƴ
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άtŜƻǇƭŜ ŀǊŜƴΩǘ ȅƻǳǊ ƎǊŜŀǘŜǎǘ ŀǎǎŜǘΧΦ

ǘƘŜ wLDI¢ ǇŜƻǇƭŜ ŀǊŜΦέ

- Jim Collins

Retention
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ωTop performers make up 20% of the team, 
but traditionally create 80% or more of the 
success and growth

Retention:  Top Performers
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ω First, and critical, step

ςNew Employee Orientation & Onboarding

ωHave an established process

ωAcclimate to new position and culture

ωClearly communicate expectations

ςTwo way street

ωwŜǾƛŜǿ Ƨƻō ŘŜǎŎǊƛǇǘƛƻƴ ŀƴŘ ƛŘŜƴǘƛŦȅ άǎǳŎŎŜǎǎέ

ωOutline performance evaluation

ωCommunicate strategy/mission/vision

ωBuild connection with organization

ωUnderstand motivation

ωMentor program

Retention:  Orientation & On-boarding
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ωDefinition:  the extent to which employees are deeply 
involved in their work, are willing to give their 
discretionary effort, and are loyal to their employer

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

ωThree key players in engagement

ςEmployee 

ςOrganization

ςManager 

Retention:  Engagement

MRA ïThe Management Association, Inc. www.mranet.org
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ωSeven Drivers of Engagement

1. Pride in the Organization

2. Job Fit

3. Nature of the Job

4. Trust-Integrity-Credibility

5. Supportive Culture

6. Emotional Connection

7. Employee Development

Retention:  Engagement

Institute of Management Journal

MRA ïThe Management Association, Inc. www.mranet.org


