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It(s not as easy to interview as you think!  Consider the following checklist and see how many of these steps you take when hiring a new employee.  Remember -- you invest a lot of time, effort and money in new employees, so you want to hire the best applicants to insure a successful employment relationship.  Here are some dos, don’ts and steps to take which you should keep handy at your desk:

1.
Have completed a good employment application which has all the appropriate waivers and disclaimers ( insist on it being fully completed, signed and dated.  It is okay to accept a resume, but resumes are carefully drafted to say positive things and omit negative items.  Review the application and any resume carefully for any gaps in time (was the gap in time that which was spent in the penitentiary?).  Go over the application in detail with the applicant at the outset of the hiring interview.  Make notes but be careful what you write.  It may be subpoenaed some day.

2.
Respond promptly to all inquiries for employment because good employees are hired quickly by competitors and applications go stale quickly.

3.
Insist upon and check all references ( most employers are reluctant to contact references and discuss applicants in detail.  Consider having the employee sign a release to keep the references immune from liability.  If the applicant has acquaintances in your organization, speak with them.  Remember that the Fair Credit Reporting Act governs detailed background checks.  

4.
Consider personality profile testing for important jobs ( employers are using this type of testing more frequently than ever before to test the ability to achieve, dedication, willingness to learn, compatibility, leadership skills, incentives, team spirit and many other factors which can spell success.

5.
Have a good job description which accurately reflects the duties, responsibilities and job requirements, and use this as a benchmark for performance.

6.
Be brutally honest in the interviewing process about the job and your company so that an applicant(s expectations are not unrealistic.

7.
Show the applicant the actual work environment.

8.
Interview in a team of two so that you have more than one perspective of the applicant.

9.
Give the intended immediate supervisor the opportunity to meet and perhaps interview.

  
10.
Utilize employment agreements with nondisclosure of confidential information and covenants not to compete if this applicant will be a key person in your organization.

11.
Listen first and talk later -- don(t explain in detail what you are looking for in the applicant until the applicant talks to you about what they have to offer.

12.
Retain the application information for one year from creation or your action on the application (whichever is longer) as required by law.

Here are 15 handy questions to ask job applicants:
1.
What did you do at your last job?  What were your accountabilities and responsibilities?

2.
What aspects of your job did you like best?

3.
What aspects did you like the least?  (If these match the new job requirements, you have found enough to reject the candidate.)

4.
Why did you leave your job?  (Watch for excuses ( blaming others or circumstances for his/her own failures or poor attitude.)

5.
If you could have made one suggestion to your past management, what would it have been?

6.
What have you done that you(re proud of?  (A dry well here suggests excessive or fake modesty or limited abilities.)

7.
Describe the best boss(es) you ever had.

8.
Describe the worst boss(es) you ever had.  (If the list is lengthy, you may have a (problem personality,( someone who won(t work through tough situations.)

9.
The physical and mental requirements of the job are ________.  Do you have the ability to meet these requirements?

10.
What is your greatest strength?

11.
What kinds of things bother you the most?

12.
What else should I know about your qualifications?  Is there anything in particular you want to tell me about yourself?

13.
What are your career plans for the next year?  The next five years?

14.
What are you seeking in this company?

15.
What would you like to know about our company/organization? (Ask last)

Your employees are your most important asset.  Carefully choose your employees by using this information and select the right person for the job.  If you need a model employment application form, information about the Fair Credit Reporting and Disclosure Act which regulates some background checks or a sample employment agreement with nondisclosure and covenant not to compete provisions, contact Bob Dunlevey.

