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PROGRAM TITLE:  Parts Manager
DUTY: Manage Human Resources
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COMPETENCY F-1: Recruit New Employees
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INTRODUCTION:

Recruiting new employees is the foundation to building a competent staff. This guide will provide you with the general knowledge and skills needed to recruit new employees for your store.  As a Parts Manager, it is important to understand and be able to recruit, interview, and hire qualified staff for your store to grow and be profitable.  This guide will help you become successful in those efforts.

PERFORMANCE OBJECTIVE:

Given the need to manage human resources, recruit new employees so as to meet the RVDA standards of excellence outlined in the Performance Test on pp. 25-26.

ENABLING OBJECTIVES:

1.   Practice recruiting prospective employees.

2.   Practice interviewing prospective employees.

3.
Practice hiring qualified staff.

PREREQUISITES, IF ANY:

· Knowledge of market area

· Knowledge of position requirements for store positions

· Knowledge of company procedures for recruiting and interviewing

· Knowledge of store staffing plan

LEARNING EXPERIENCE #1

	ENABLING OBJECTIVE #1: Practice recruiting prospective employees.

	Learning Activities
	Special Instructions

	Read the Information Sheet titled “Recruiting Prospective Employees” on pp. 3-6.

Discuss with your Parts Manager the recruiting techniques that have worked successfully for him/her at your dealership.  Discuss new techniques that may not have been tried but could possibly work for your dealership.
You may wish to read about some advanced online recruiting techniques that are available at the website www. recruiting-online.spaces.live.com.  
Demonstrate your knowledge of recruiting prospective employees by completing the Self-Check on p. 7.

Check your answers against the Self-Check Model Answers on p. 8.

Identify and discuss with a co-worker how to recruit prospective employees.  Ask your co-worker to use the checklist titled “Recruiting Prospective Employees” on p. 9 of the Practice Exercise as a guide for assessing your progress.


	Ask your mentor to suggest a co-worker who can observe and help you with your practice sessions and the Practice Checklist.


INFORMATION SHEET
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RECRUITING PROSPECTIVE EMPLOYEES
Staffing Plans and Turnover

Your success as a manager is directly dependent on your ability to recruit, interview and hire qualified employees.  First, you will need to develop a staffing plan (sometimes included as part of the budgeting process) to project how many new employees you will need to hire.  The formula for projecting the number of new employees you will need to hire is:

Number of New Hires =  projected turnover plus (+) projected growth

For example, if you project three employees will quit or be terminated, and you expect to hire two more employees because of projected growth, you will need to plan to recruit and hire five new employees.  Before you begin recruiting, however, you should examine if there are changes you should make with your current staff (i.e. combining jobs, reconfiguring job responsibilities, etc.) to gain efficiency and reduce costs without sacrificing customer service.

Your turnover rate includes employees who quit or are terminated over a specified period of time compared to your average headcount for the same time period.  The formula for calculating turnover on an annualized basis is:

Turnover % = No. of Terminations X 100

            Ave. Headcount

Example:  Your headcount at the beginning of the year is 60.  Your headcount at the end of the year is 66.   Your average headcount for the year is therefore is 63 (60 + 66 divided by 2).  3 employees quit during the year, and you fired 2, so you had 5 terminations.  5 divided by 63 times 100 equals 7.9% or 8% turnover for the year.  Remember that turnover costs your company money because of the hidden costs to the company to recruit, interview, train and process new employees.  Turnover rates that exceed 50% in our industry are considered high.  If you are experiencing high turnover, you need to examine how well you are hiring, training, paying and managing your staff and develop specific strategies to reduce your turnover.
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INFORMATION SHEET (continued)

Sourcing

The term sourcing refers to the method or places from where you recruit potential new employees.  Where did you find your current employees?  What resources exist in your market to assist employers in their recruiting efforts?  What are some untapped sources you have not tried 

or used before?  What sources have your peers in other companies used successfully?  These are all questions you need to ask yourself.  By answering these questions, you should be able to identify a list of sources that you can recruit from for new employees.

Traditional Sources

Traditional sources of new employees include: 

1. Referrals from current employees (many companies pay their employees a bonus of $50—$100 for each new employee they refer that stays with the company for six months or more).

2. Ads placed in local or suburban newspapers, the Internet or company website, and trade magazines.

3. Referrals from customers, or your customers themselves (customers may get a store credit for new employees they refer).

4. Participation in career days or job fairs sponsored by a local tech school, university, or government agency.

5. Signs placed in store windows or on outdoor store signs advertising available positions.

All of these sources are viable, but the trick is to figure out which method or combination of methods work best for you.  Remember that sourcing takes some effort, so the more creativity and energy (not necessarily money) you put into it, the better your results will be.

Nontraditional Sources

Some of the more nontraditional and often overlooked sources of potential employees include:

1. Active recruiting.  Carry business cards with you so that anytime you encounter an employee somewhere who provided you good service or seemed sharp, hand them your card and ask them to call you if they might be interested in a good opportunity.  This happens in the course of your daily activities.

2. Posting current openings in churches, schools, grocery stores, or other places people frequent.

3. Contacting the local unemployment, government office or non-profit agency for potential referrals according to your specifications.  There are other incentives for hiring workers through government or non-profit agencies. Not only do employers nab employees for those hard-to-fill entry positions, but also very often the government provides additional incentives. For instance, if a company hires a person transitioning from welfare-to-work, it can save between 25 percent and 40 percent in federal income tax per employee. (To qualify, employers must complete a pre-screening notice, IRS Form 8850, before hiring the qualified applicant.) 
INFORMATION SHEET (continued)

4. Holding an open house at your store to showcase your company and have the undivided attention of applicants.  Be creative and make sure you’re providing value to those who attend.

5. Utilizing temporary services. The temporary market is growing rapidly as more and more employees take advantage of the opportunity to try out various jobs. Employers can benefit from trying out employees before they hire as well. While agencies have 
Restrictions on exactly what you can and cannot do in terms of recruiting temporary staff, these individuals can be a rich recruitment source.
6. Other employers. Sometimes the problem isn't getting applicants—it's getting the right applicants. An applicant that's not right for your company, though, may be right for another company down the street. Consider ways that you can partner with other area businesses to share applicant information or make referrals.

7. Area schools can be a great source of applicants—from high schools to community colleges to universities. You may already have relationships with these institutions, but are you taking advantage of every opportunity to build strong relationships with students? Do representatives from your company regularly make career presentations? Are you involved in internship or school-to-work programs? Do you advertise job openings in school publications? Do you provide job postings for school bulletin boards? Do you attend job fairs at the schools? These efforts take time and resources, and results may be difficult to measure, but over time a strong relationship can help build your company's image—and your applicant pool!

8. “Working” the applications.  Many companies have a steady stream of "off the street" applicants who fill out applications expressing general interest in working for the company. Too often, though, these applications find their way into a filing cabinet, never to be retrieved again. Even if you don't have the resources to purchase a sophisticated applicant tracking system, you can set up a simple database on your computer to help keep track of applications received. Including fields for date received, job interest, special skills, education, etc., will allow you to readily search and retrieve applicants when you're trying to fill a specific position. While you're building this database, also consider how you communicate with the applicants who contact you. These people are hot prospects. Do you follow up with them? Do you maintain contact? Do you inform them when positions open up that they are qualified for?
Summary

There are a number of creative recruitment techniques that small businesses have found to be successful that are low/no cost and easy to implement.  Use your imagination and creativity to develop a mix of recruiting sources that will work for you without spending a lot of money.

INFORMATION SHEET (continued)

TOOLS AND MATERIALS NEEDED

The following tools and materials are needed to successfully recruit new employees:

· Computer with Internet access

· Application forms

· Peer contact information

· Job descriptions

· Help wanted signage

· Contact list of schools and universities

· Company website

· Employee/customer referral program

· Business cards

· Ads for newspapers and trade magazines

WORKER BEHAVIORS

Worker behaviors play a key role in successfully recruiting prospective employees.  Success will depend on whether workers possess the following behaviors or personal attributes:

· Organized
· Attentive to detail
· Ability to communicate effectively
· Creative
· Sincere
· Confident
· Caring
· Personable
· Honest
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SELF-CHECK


	DIRECTIONS:  Check your knowledge of recruiting prospective employees by responding to the following questions.  For True/False questions, circle “TRUE” if the statement is correct and circle “FALSE” if it is incorrect.  For multiple choice questions, select the response that is most correct.  For short answer questions, write a brief response to the question. Check your answers with those on the Self-Check Model Answers page that follows.



1. A staffing plan projects the number of people you will need to hire based on projected turnover and growth.

TRUE

FALSE

2. An annual turnover rate of 75% is considered good.

TRUE

FALSE

3.   Last year you had four employees quit, and you terminated two.  Your average headcount for the year was 50 employees.  Your turnover rate last year was:

a. 20%.
b. 12%.
c. 8%.
d. 4%.
4.   An example of a traditional sourcing method for new employees is:

a.   Sending letters to customers announcing a position opening.
b. Partnering with another business to trade applications on file.
c. Handing business cards to employees in the course of your daily activities.
d. Placing a help wanted ad in the local newspaper.
5.  Which of the following statements is true about non-traditional sourcing methods?

a.
They generate a greater response than traditional sources.
b.
They are generally more expensive than traditional methods.
c.
They are an often overlooked sourcing method.
d. They generally work best in large companies.
6.   Identify three traditional and three non-traditional sourcing methods.

7.   What does it mean to “work” the applications you have already received?

SELF-CHECK MODEL ANSWERS



	1.
	TRUE
	

	2.
	FALSE
	  A turnover rate of 75% is high; 50% or lower is considered good in the RV industry.

	3.
	b.
	6 total terminations divided by 50 equals 12%.

	4.
	d.
	Newspaper ads are one of the most used sourcing methods.

	5.
	c.
	They are often overlooked because the more traditional methods are most often used.

	6.
	TRADITIONAL:

NON-TRADITIONAL
	· ads in newspapers, Internet, trade magazines, or company website

· referrals from employees or customers

· signs in store windows or outdoor signs

· active recruiting as part of daily activities

· temporary services

· open houses

	7.
	MODEL ANSWER:
	“Working” the applications means you catalog them in a database so the information can be easily retrieved when an opening exists.



PRACTICE EXERCISE



	Recruiting Prospective Employees



	Topics


	Level of Performance

	
	Yes
	With Help
	No

	When practicing recruiting prospective employees, the learner…

1. Developed a staffing plan (or accessed an existing one) to identify projected hiring needs.
	
	
	

	2.   Determined the store’s or department’s turnover rate for the previous 
year.
	
	
	

	3.   Developed a list of multiple sourcing methods that appear to be most viable for the store’s market area.
	
	
	

	4.   Implemented one or more of the sourcing methods to generate applicants.
	
	
	

	5.  Received applications and entered them into a simple database for immediate or future use. 
	
	
	




LEARNING EXPERIENCE #2

	ENABLING OBJECTIVE #2: Practice interviewing prospective employees.

	Learning Activities
	Special Instructions

	Read the Information Sheet titled “Interviewing Prospective Employees” on pp. 11-14.

Read the interviewing tips and techniques found on the human resources website About.com. 

You may wish to discuss with your Parts or Service Manager the techniques they find effective when interviewing prospective employees.  Ask them to share specific examples of methods they use to conduct an effective interview.
Demonstrate your knowledge of the interviewing process by completing the Self-Check on p. 15.

Check your answers against the Self-Check Model Answers on p. 16.

Practice your skills in interviewing prospective employees while an experienced co-worker observes and offers help, as needed.  Ask your co-worker to use the checklist titled “Interviewing Prospective Employees” on p. 17 to assess your progress.


	The website address is:
http://humanresources.about.com/od/interviewing/Interviewing_Tips_and_Interviewing_Techniques.htm 

Ask your mentor to suggest a co-worker who can observe and help you with your practice sessions and the Practice Checklist.


INFORMATION SHEET


INTERVIEWING PROSPECTIVE EMPLOYEES

Reviewing Applications

Once you have generated a body of applicants for your open position(s) and screened them to determine which ones are most qualified, you are now ready to begin the interview process to make a selection.  The completed application will serve as your source of information to plan and conduct your interview.

As you review the application, look for the following:

1. Completeness and neatness—make sure all required information is provided.  Observe how neatly the form is completed.  Check to be sure the application is signed and dated.  Incomplete applications suggest the applicant may have something to hide or simply passes over items requiring more time and thought.  

2.   Previous experience/qualifications—determine if the applicant appears to have relevant previous experience or the qualifications required to perform the job.
3.   Gaps in employment—notice if there are any gaps in the applicant’s employment history.  Unexplained gaps may suggest the person was incarcerated, had employment they didn’t list, or dropped out of the workforce for some reason.  These are areas to probe further in the interview.

4.   Reasons for leaving—review the reasons the applicant left previous positions.  Were they for more money or responsibility, lack of opportunities, or because of involuntary termination?  These too should be further discussed in the interview.

5.   Time in previous jobs—notice how long the applicant has stayed at previous jobs.  Short term employment (2 years or less) suggest the person may be a job hopper or have difficulty holding a job.
6. Previous employment contact information—notice if the information provided is sketchy or missing.  This may be a sign the applicant doesn’t want you talking to their previous employers.

Your goal in reviewing the completed application is to identify any “red flags” that will need further clarification.  Plan your interview by writing down the questions you will want to ask.


INFORMATION SHEET (continued)

Administering Pre-employment Tests

Some companies use pre-employment testing to evaluate a candidate’s knowledge/skills/abilities in certain job-related areas.  You should have your Human Resources or legal advisors review 
the test(s) to make sure they are job relevant and legal.  If you use them, it is important that they be administered consistently to all applicants to avoid potential legal problems.

Interviewing Methods

There are numerous interview methods that have been developed to obtain the information needed to make a sound hiring decision.  Some of the more common ones are:

1. Behavioral interview—the interviewer using this method asks the candidate questions that require them to share how they performed (behaved) in previous situations.  The premise of this technique is that past performance/behavior is an accurate predictor of future performance/behavior.  An example of a behavioral question is “describe for me a particularly difficult customer situation and how you handled it”.  Many companies train their interviewers in this method because of its reliability.

2. Conversational interview—with this method, the interviewer asks open-ended questions (those that can’t be answered simply “yes” or “no”) that relate to the previous information provided the applicant provided, much like a conversation between two people.  This method requires the interviewer to think spontaneously of questions that yield the desired information.  The premise of this technique is that it relaxes the candidate, allowing him/her to reveal information they might not otherwise provide.

3. Structured interview—the interviewer using this method asks the candidate a series of questions that have been prepared in advance.  All applicants are asked the exact same questions.  The premise of this method is that by not deviating from a “script”, the interviewer is not going to ask any question that is illegal or unrelated to the job.

Your company may provide interviewing training in other techniques or methods not described here.  You should always use the method or technique the company provides during training.  If you are an inexperienced interviewer and your company doesn’t provide this type of training, consider enrolling in an interviewing seminar in your area.

Lawful and Unlawful Inquiries

You should be aware of the kinds of questions an interviewer can and cannot ask in an interview setting to prevent claims of discrimination.  The following chart provides a general overview of lawful and unlawful questions when interviewing candidates.

	INQUIRY AREA
	LAWFUL
	UNLAWFUL

	1. Name
	Name only
	Inquiry into any title which indicates sex, race, color, religion, age, or ancestry

	2. Age
	Any inquiry limited to establishing that applicant meets any minimum age requirement established by law
	· Requiring birth certificate before being hired

· Any inquiry which may reveal date of high school graduation or whether applicant is at least 40

	3. National Origin
	None
	· Any inquiry into place of birth, national origin or ancestry.

	4.  Sex or Race
	None
	· Any inquiry which would indicate sex or race/color


INFORMATION SHEET (continued)

	INQUIRY AREA
	LAWFUL
	UNLAWFUL

	5. Height/Weight
	Inquiries as to ability to perform essential job functions or job requirements
	Being of a certain height or weight would not be considered a job requirement for most jobs

	6. Religion/Creed
	None
	· Any inquiry which would identify religious denomination

· Requesting a clergyman’s recommendation

	7.  Disability
	Inquiries necessary to determine applicant’s ability to substantially perform the job without significant hazard
	· Any inquiry into past or current medical conditions not related to the position applied for

· Any inquiry into past Worker’s Comp claims

	8.  Citizenship
	· Whether a US citizen

· If not, whether applicant intends to become one

· If US residence is legal

· May require proof of citizenship after being hired
	· If native born or naturalized

· Proof of citizenship before being hired

· Whether parents or spouse are native-born or naturalized

	9.  Education
	· Inquiry into nature and extent of academic, professional or vocational training

· Inquiry into language skills such as reading/writing of foreign languages, if required
	· Any inquiry which would reveal the nationality or religious affiliation of a school

· Inquiry as to one’s mother tongue unless required for the job in terms of how the foreign language was acquired

	10. Relatives
	Inquiry as to name, relationship and address of person to be notified in case of emergency
	Any inquiry about a relative which would be unlawful if made about the applicant

	11. Organizations
	Inquiry into membership in professional organizations/offices held
	Inquiry into every club or organization where membership is held

	12. Military Service
	· Inquiry into service in the US Armed Forces if such service is a job qualification

· Requiring military discharge certificate after being hired
	· Inquiry into military service in armed services of any country but the US

· Request military service records

	13. Work Schedule
	Inquiry into willingness or ability to work required work schedule
	Any inquiry into willingness or ability to work any particular religious holidays

	14. References
	General personal and work references which do not reveal the race, color, religion, national origin, sex, age or ancestry of applicant
	Request references specifically from clergymen or any other persons who might reflect the same protected items or areas.



INFORMATION SHEET (continued)

TOOLS AND MATERIALS NEEDED

The following tools and materials are needed to successfully interview prospective employees:

· Completed application form/resume
· Job descriptions to define job qualifications/requirements
· Calendar for scheduling interviews

· Room to conduct interviews/tests
· Test forms/answer key (if required)
· List of prepared questions
· Paper/pen for note taking
WORKER BEHAVIORS

Worker behaviors play a key role in interviewing prospective employees.  Your success will depend on demonstrating the following behaviors or personal attributes:

· Conscientious
· Analytical
· Ability to communicate effectively
· Good listener
· Attentive to detail
· Confident
· Organized
· Inquisitive
· Punctual
· Courteous
· Responsive
· Energetic
· Upbeat
· Courteous
· Persistent
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Final thought:  Interviewing is a skill all successful managers must master.
SELF-CHECK


	DIRECTIONS:  Check your understanding of interviewing prospective employees by responding to the following questions.  For True/False questions, circle “TRUE” for the statements that are correct and circle “FALSE” for the statements that are incorrect.  For multiple choice questions, select the response that is most correct.  Check your answers with those on the Self-Check Model Answers page that follows.



1. You may request to see a person’s birth certificate after they are hired.

TRUE

FALSE

2.  It is acceptable to take notes on the completed application form.

TRUE

FALSE

3.   Gaps in a person’s employment indicate a red flag that should be probed in the interview.

TRUE

FALSE

4.   An interviewing style where the interviewer asks the applicant to describe how they handled a particular situation is called:

a. Conversational.
b. Structured.
c. Behavioral.
d. Intentional.
5.
An interviewing style where the interviewer asks the same prepared questions of all applicants is called:

a.
Conversational.
b.
Structured.
c.
Behavioral.
d.
Intentional.
6.
Which of the following is a lawful inquiry directed to an applicant during an interview?

a. Asking about a person’s military service

b. Asking the person if they have ever filed a Worker’s Compensation claim

c. Asking a person if they are willing to work on Christmas

d. Asking a person if they are a U.S. citizen
SELF-CHECK MODEL ANSWERS



	1.
	TRUE
	 This may be one of the documents a person provides for the I-9 form.

	2.
	FALSE
	You should never make notes of any kind on a person’s application.

	3.
	TRUE
	All gaps in employment should be investigated further in the interview.

	4.
	c.
	The behavioral style of interviewing asks an applicant to describe how they handled (behaved) in a particular situation.

	5.
	b.
	The structured interviewing style asks the same questions to all applicants.

	6.
	d.
	  It is lawful to ask an applicant if they are a U.S. citizen.



PRACTICE EXERCISE



	Interviewing Prospective Employees



	Topics
	Level of Performance

	
	Yes
	With Help
	No

	When interviewing prospective employees, the learner…

1.   Reviewed completed applications to plan for interviews.
	
	
	

	2.   Set an appointment for the initial interview.
	
	
	

	3.   Administered required testing, if required.
	
	
	

	4.   Conducted the interview according to company-defined procedures.
	
	
	

	5.
Asked only lawful questions during the interview.
	
	
	

	6.   Reviewed the job description with the applicant to determine if reasonable accommodations are required under the Americans With Disabilities Act (ADA).
	
	
	

	7.  Set an appointment for a second interview (if appropriate).
	
	
	



LEARNING EXPERIENCE #3

	ENABLING OBJECTIVE #3: Practice hiring qualified staff.

	Learning Activities
	Special Instructions

	Read the Information Sheet titled “Hiring Qualified Staff” on pp. 19-21.

Review the packet of information new hires must complete at your dealership when they come on board.  Identify the purpose of each form in the packet.

Recall a new employee orientation you had somewhere during your career.  What made that orientation especially good or bad?  Discuss with your mentor how to get a new employee up to speed as quickly as possible.

Demonstrate your knowledge of hiring qualified staff by completing the Self-Check on p. 22.

Check your answers against the Self-Check Model Answers on p. 23.

Practice your skills in hiring qualified staff while an experienced co-worker observes and offers help, as needed.  Ask your co-worker to use the checklist titled “Hiring Qualified Staff” on p. 24 to assess your progress.

Arrange to complete this Learning Guide on Recruit New Employees by asking your mentor to evaluate your performance using the criteria in the Performance Test on pp. 25-26.


	Ask your mentor or HR rep to explain any forms you may not understand.
Ask your mentor to suggest a co-worker who can observe and help you with your practice sessions.


INFORMATION SHEET


HIRING QUALIFIED STAFF

Once your interviews have been completed and you have decided who you are going to hire, there are a number of activities you will need to complete to get your new employee “processed” and ready to work.  

Pre-employment Background Testing

Depending on your company’s policies, you may be required to complete a background check, driver’s license and/or social security number verification, and drug screening.  These checks are done prior to a person’s employment, so they are called pre-employment tests.  Any offer of employment you make should be contingent on the applicant successfully passing all required pre-employment tests.  Employers utilize these tests more routinely today to make sure they are getting an employee who meets the company’s standards.  These tests can also limit the company’s risk for any negligent hiring decision.  Negligent hiring is when the employer fails to take steps to ensure they are hiring a person who poses a risk to the company or other employees.  Be sure to follow your company’s procedures for administering preemployment background tests.

Reference Checking

Another activity performed prior to hiring is the reference check.  This includes a check of both the applicant’s professional and personal references which may include the applicant’s former employer.  Before contacting an applicant’s employer, always confirm with the applicant it is OK to do so in order avoid jeopardizing the applicant’s current employment.

Some companies have a standard reference checking form which the applicant signs authorizing the person to release information to the new employers without liability.  Company policy often dictates how many acceptable references must be checked prior to hiring the applicant.

Keep in mind the references the applicant provides will generally always provide nothing but favorable information about the person.  Therefore, it is important that you develop insightful questions to ask the references in order to get useful information to make a final hiring decision.  Many companies have a very restrictive policy when it comes to providing reference information on former employees.  They will only verify factual information such as position(s) held, pay rate and employment dates.  Performance information is sometimes considered subjective which is why company Human Resources departments will not provide this information.  They do so only to protect their liability to the former employee.  If you can talk directly to the person’s former supervisor without going through HR, you stand a better chance of getting useful information.
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INFORMATION SHEET (continued)

Salary Negotiations

Some companies are willing to negotiate pay rate/salary with new employees while others are not.  If your company policy permits this practice, you should negotiate fairly for the company.  Factors to consider in arriving at your “final number” include 1.) the person’s previous pay history, 2.) the pay rate/salary defined by your company’s salary range for the position, 3.) the knowledge and skills the new hire will bring to your organization given his or her previous experience, 4.) when they are eligible for another increase, 5.) the new hire’s personal circumstances, and 6.) your company’s hiring policies.   As a general rule, a 5-10% increase over their previous pay rate for a comparable position is a good starting point.  Many applicants are not willing to make a job change if they are going to earn only what they do presently.
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New Hire Paperwork

There is always considerable paperwork a new hire must complete to get them officially on the payroll.  Many companies organize all of the required paperwork into new hire packets to make it easier for hiring managers to administer.  Generally this packet includes items such as the I-9 form, employee handbook sign-off, federal and state tax withholding forms, and benefit election forms.  Whatever your company’s requirements, you need to ensure the new hire completes it timely and accurately if your Human Resources department doesn’t do it for you.  This will avoid unnecessary delays in getting the person started to work and paid properly.

Offer Letters

Many companies confirm the terms of their offer to the new employee in writing with an offer letter. If this is your company’s practice, review offer letters sent to other recent new hires to know what you should include in the letter.  It is a nice courtesy to send such letters, and it confirms your company’s professionalism.

Other New Hire Requirements

Your company may have other requirements for new hires you are expected to meet.  For example, if the employee will be wearing uniforms or will need safety equipment, you may need to provide these items.  You may need to give the new employee a tour of the facility and introduce them to other employees.  Depending on your company, you may need to conduct a new hire orientation.  Check with your Human Resources department or manager if you not familiar with your company’s requirements.

INFORMATION SHEET (continued)

TOOLS AND MATERIALS NEEDED

The following tools and materials are needed to successfully hire qualified staff:

· Background check, reference check, and drug testing forms
· Completed application
· Employee handbook/policy and procedures manual

· Uniform order form and other supplies
· New hire packet
· Salary range
· Map of the facility (for tour)

WORKER BEHAVIORS

Worker behaviors play a key role in correctly hiring qualified staff.  Your success will depend on demonstrating the following behaviors or personal attributes:

· Detail-oriented
· Organized 
· Consistent
· Confident
· Personable
· Sincere
· Friendly
· Responsive
· Responsible
· Good listener
· Courteous

SELF-CHECK


	DIRECTIONS:  Check your knowledge of hiring qualified staff by responding to the following questions.  For True/False questions, circle “TRUE” in front of the statements that are correct and circle “FALSE” in front of the statements that are incorrect.  For multiple choice questions, select the response that is most correct.  Check your answers with those on the Self-Check Model Answers page that follows.


1.  All of the following statements about pre-employment tests are true except:

a.
Offers of employment should be made contingent on their results.
b.
Drug screening is a type of pre-employment test.
c.
They are completed after the employee is hired.
d.
They may limit the company’s exposure to charges of negligent hiring.
2.  To obtain useful information from an applicant’s references, you should:
a.    Talk to as many people as you can who know the applicant.
b.  Try to talk to the applicant’s current or former supervisor.
c.  Send the written form to the reference to complete and return to you.
d.  Focus on professional references rather than personal references.
3.  Letters of offer are sent to prospective employees to:


a.
Confirm the terms of employment.

b.    Verify that their mailing address is correct.

c.
Determine their interest in the company.

d.
Obtain reference information and clarification.
4.  A 20—25% pay increase is a reasonable starting point for salary negotiations.

.


TRUE


FALSE

5.   Hiring supervisors/managers are responsible to see that new hire packets are completed timely and accurately.


TRUE


FALSE

6.   Many companies have restrictive policies on providing reference information on former employees because the company may be held liable for the information they give out.

TRUE

FALSE

SELF-CHECK MODEL ANSWERS



	1.
	c.
	They are completed before the employee starts work, not after.

	2.
	b.
	Former supervisors are most likely to provide useful information about their former employees.

	3.
	a.
	Letters of offer confirm the terms of employment.

	4.
	FALSE
	5—10% is a reasonable increase in starting pay from the former position.

	5.
	TRUE
	

	6.
	TRUE
	



PRACTICE EXERCISE


	 DIRECTIONS:   
· Observe an experienced co-worker hiring qualified staff.  

· Practice your skills in hiring qualified staff while an experienced co-worker observes and offers help, as needed.  Ask your co-worker to use the checklist below to evaluate your strengths and identify areas for improvement.  Practice on more than one requisition, if possible, until a Yes rating is achieved on all items.




	Hiring Qualified Staff



	Topics
	Level of Performance

	
	Yes
	With Help
	No

	When practicing hiring qualified staff, the learner…

1. Administered the required pre-employment test(s), including:

a.
drug screen.
	
	
	

	b.
background check.
	
	
	

	c.
driver’s license and/or social security number verification.
	
	
	

	2.   Checked personal and professional references per company policy. 
	
	
	

	3.   Negotiated the starting salary, if appropriate.
	
	
	

	4.   Coordinated completion of new hire paperwork, if appropriate.
	
	
	

	5.   Reviewed company policies and procedures, if appropriate.
	
	
	

	6.   Provided the new hire with uniforms and tools, if appropriate.
	
	
	

	7.   Conducted a tour of the facility for the new hire, if appropriate.
	
	
	




PERFORMANCE TEST

	 Learner’s Name


	Date

	 Competency:  F-1  Recruit New Employees
	Test Attempt

1st                 2nd               3rd

	 Mentor’s Signature/Approval
	OVERALL EVALUATION

	Directions:  Your mentor will provide you with one or more opportunities to recruit new employees.  You are to perform the actions needed to deal with the situation(s) in a way that meets company requirements and ethical business practices.  Your mentor will evaluate your performance using the criteria listed below.
	Level

Achieved
	PERFORMANCE LEVELS

	
	
	4 – Can perform this skill without supervision and with initiative and adaptability to problem situations.

	
	
	3 – Can perform this skill satisfactorily without assistance or supervision

	
	
	2 – Can perform this skill satisfactorily, but requires some assistance and/or supervision.

	
	
	1 – Can perform parts of this skill satisfactorily, but requires considerable assistance and/or supervision.

	
	Mentor will initial level achieved.


	PERFORMANCE STANDARDS

For acceptable achievement, all items should receive a “Yes” or “N/A” response.
	Yes
	No
	N/A

	When practicing recruiting prospective employees, the learner…

1.   Developed a staffing plan (or accessed an existing one) to identify projected hiring needs.
	
	
	

	2.   Determined the store’s or department’s turnover rate for the previous year.
	
	
	

	3.   Developed a list of multiple sourcing methods that appear to be most viable for the store’s market area.
	
	
	

	4.   Implemented one or more of the sourcing methods to generate applicants.
	
	
	

	5.   Received applications and entered them into a simple database for immediate or future use. 
	
	
	

	When practicing interviewing prospective employees, the learner…

6.   Reviewed completed applications to plan for interviews.
	
	
	

	7.   Set an appointment for the initial interview.
	
	
	


PERFORMANCE TEST – (continued)

	PERFORMANCE STANDARDS

For acceptable achievement, all items should receive a “Yes” or “N/A” response.
	Yes
	No
	N/A

	When practicing interviewing prospective employees, the learner…(continued)

8.      Administered required testing, if required.
	
	
	

	9.      Conducted the interview according to company-defined procedures.
	
	
	

	10.
Asked only lawful questions during the interview.
	
	
	

	11.    Reviewed the job description with the applicant to determine if reasonable accommodations are required under the Americans With Disabilities Act (ADA).
	
	
	

	12.    Set an appointment for a second interview (if appropriate).
	
	
	

	When practicing hiring qualified staff, the learner…

13.    Administered the required preemployment test(s), including:

a.
drug screen.
	
	
	

	b.
background check.
	
	
	

	c.
driver’s license and/or social security number verification.
	
	
	

	14.    Checked personal and professional references per company policy. 
	
	
	

	15.    Negotiated the starting salary, if appropriate.
	
	
	

	16.   Coordinated completion of new hire paperwork, if appropriate.
	
	
	

	17.   Reviewed company policies and procedures, if appropriate.
	
	
	

	18.   Provided the new hire with uniforms and tools, if appropriate.
	
	
	

	19.   Conducted a tour of the facility for the new hire, if appropriate.
	
	
	



DIRECTIONS: Compare your answers to the Self-Check with the model answers provided below.





Level of Performance:  When you are finished with this Practice Exercise, you should be able to comfortably discuss and perform any of the actions included in it.  Your ratings on the checklist for this Practice Exercise should be Yes for all items.  If you received With Help or No ratings for any items, review your performance with your mentor.





DIRECTIONS: Compare your answers to the Self-Check with the model answers provided below.





Level of Performance:  All items must receive a YES or NA response.  If any items receive a NO response, consult with your mentor to determine what additional activities you need to achieve competency in the weak area(s).








Level of Performance:  When you are finished with this Practice Exercise, you should be able to comfortably discuss and perform any of the actions included in it.  Your ratings on the checklist for this Practice Exercise should be Yes for all items.  If you received With Help or No ratings for any items, review your performance with your mentor.














TIP: 


The application is a legal document.  You should never write comments, questions or applicant responses to your questions on the application itself.  Use a separate sheet of paper.











CAUTION: 


The above is not necessarily a complete definition of what can and cannot be asked of applicants.  It merely attempts to answer the questions most frequently asked concerning the laws prohibiting discrimination against certain protected classes of people.  The laws are not intended to prohibit employers from obtaining all information about applicants that is clearly job related and which cannot be used for discriminatory purposes. The laws do not restrict employers from defining qualifications necessary for satisfactory job performance, but they do require that all standards of qualifications for hiring be applied the same to all persons regardless of race, color, age, religion, sex, national origin, disability or ancestry which are defined as protected classes.














Level of Performance: Your responses to the items on the Self-Check should match the Self-Check Model Answers.  If you missed some points or have questions, review the Information Sheet, or if necessary, consult with your mentor.








�





�





DIRECTIONS:


Observe an experienced co-worker interviewing prospective employees. 


Practice your skills in interviewing prospective employees while an experienced co-worker observes and offers help, as needed.  Ask your co-worker to use the checklist below to evaluate your strengths and identify areas for improvement.  Practice on more than one situation, if possible, until a Yes rating is achieved on all items.











Level of Performance: Your responses to the items on the Self-Check should match the Self-Check Model Answers.  If you missed some points or have questions, review the Information Sheet, or if necessary, consult with your mentor.








�





NOTE: 


Hiring procedures vary from company to company and may vary from the above descriptions.


Therefore, refer to your company operations manual for the specifics of your store’s hiring procedures.








Level of Performance: Your responses to the items on the Self-Check should match the Self-Check Model Answers.  If you missed some points or have questions, review the Information Sheet, or if necessary, consult with your mentor.








DIRECTIONS:


First, review how to recruit prospective employees with a co-worker using the following checklist as a guide.


Discuss with your co-worker the fundamentals of recruiting prospective employees.


Practice recruiting one or more prospective employees.


Ask your co-worker to use the checklist to evaluate your performance.





Level of Performance:  When you are finished with this Practice Exercise, you should be able to comfortably discuss and perform any of the actions included in it.  Your ratings on the checklist for this Practice Exercise should be Yes for all items.  If you received With Help or No ratings for any items, review your performance with your mentor.








DIRECTIONS:  Compare your answers to the Self-Check with the model answers provided below.
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