From the Desk of the HR and Business Specialist

Do your homework before you hire – make a recruitment plan!
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Before you hire make sure you have given consideration to the following:

· Are there efficiencies that should be considered in the work, the team and or the job before committing to bringing in a new staff member?
· Have you analysed your turnover and asked the question as to why staff leave you and/or stay with you?


· Have the job duties and responsibilities been documented and has good consideration been given to the skills, abilities and knowledge required?
· What if any testing and or screening (i.e. medical) are required for this position? – remember there has to be a bona fide occupational reason for doing the testing

· Are there internal candidates that might be a good match for the job?  
· Be creative with how you seek out potential candidates.  Consider using your network and the network of staff to advertise the position; consider social media (Facebook, LinkedIn as examples) to access potential candidates; look for appropriate websites to post your ad and don’t forget about professional and trade associations.
· Decide who will conduct the interview and develop in advance the interview questions you will ask.  Develop the questions around the requirements you have itemized in the job description.  

· Screen the applications and contact your top pick of applicants for an interview.  Plan for an hour interview and schedule it such that it is uninterrupted time.

· Ask the same questions to all candidates and don’t make a hiring decision until you have interviewed all candidates.
· Check references

· Make the offer and document the offer in a letter that details the position, start date, reporting relationships, salary, benefits, hours of work, and important company policies and procedures.
· Plan for the employee's first day and make sure they have a good orientation that will give them a good start to the position and your company.
Hiring mistakes can be costly.  Do your homework and mitigate your risk of making a poor hire.

Need help – contact Salopek Consulting – your HR and Business Specialists
Located in Alberta and Ontario

403 681 1232

1 877 681 1232 (toll free)

www.salopekconsulting.com
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