Develop a Hiring Strategy – 12 Tips
The staff you select and hire are crucial to your Business Continuity program; therefore, it is important to take the necessary time up front to develop a hiring strategy to avoid a bad hire as well as a long drawn out unnecessary process.
1) Assess your company needs. -  What type of professionals work best within your company culture?  For example, if your organization is known to be a fast-paced, dynamic environment it would make most sense to hire someone who has been accustomed to a similar environment.  List five culture points that distinguish your company from others.
2) Assess your team and program needs. – What type of professional will work best within your team as well as program?  For example, you can not have a team of all visionaries.  A successful team is comprised of skill sets and competencies that complement each other.  You will also want to assess the future of your program and determine what type of professional will best meet the goals of your program now and in the future.
3) Define competencies needed. – Competency can be defined as the sufficient skill, knowledge or experience needed.  After determining your company needs, team and program needs you can move forward and define the competencies needed for your new hire.  Some of these can be tangent skills acquired from previous organizations.  Others can be soft skills such as presentation, leadership, or strategic thinking.  You can also define the type of competencies needed for your company culture, such as the ability to work in a fast paced environment or the ability to make quick, effective decisions.
4) Develop a job description – The job description is often over looked, which is unfortunate because candidates will decide to apply to your job based on the responsibilities and how the position is communicated.  If the job description is written too junior you will fail to attract the right caliber of candidates.  Another common mistake is that job descriptions will highlight the hiring manager’s wish list when in fact the hiring manager may be flexible on many points.  The danger here is that either candidates will not reply if they do not meet all the required skills or your HR department will fail to make you aware of some very qualified candidates who do not meet all points of the wish list. 
5) Determine recruiting approach – Hiring managers tend to rely on the HR department too much for this point.  You are the hiring manager.  Don’t you want to make sure you get the best person for the job?  If so, it is essential to think out side of the box.  Traditional recruiting methods have gone to the side with our Internet age.  It is now important to network amongst your peers and be strategic when recruiting to fill your position.  Recruiters can also be valuable if they can save you money, time and identify candidates that you or your recruiting department may not have been able to reach out to.
6) Determine the interviewing team – In the beginning you want to assess who within your company should be involved in the interviewing and hiring decisions.  Typically it is best to involve those individuals who will extensively be working with the new hire.  You want to avoid getting too many people involved as this will draw out the interview process.  Many companies include 3 – 6 interviewers.  Keep in mind that some of these interviews can be group interviews to save on time. 
7) Determine interview style and questions – There are several interview styles to choose from.  Many hiring managers tend to focus on behavioral interviews.  These questions can be used to identify how past behaviors will predict future behaviors.  There are also fact finding, open questions that get the interviewee talking about situations or their involvement within previous teams.  With a slate of interviewers it is best to determine which interviewers will ask which questions.  This will help in accurately comparing the candidates throughout the process.
8) Define how candidates will be compared– The interviews can definitely blend together with the more interviews you conduct.  It is best to determine up front how candidates will be assessed.  You can potentially use a scoring benchmark in order to properly compare each candidate based on their experience, demeanor and how they answer the questions.  Make a point to discuss the candidates once each person on the interviewing team has had a chance to interview.  Never discuss candidates prior to another interviewer’s meeting to avoid mislead perceptions.
9) Interview and follow-up in a timely manner – It is best to select a slate of candidates to interview and then dedicate the necessary time to conduct the interviews.  Try to avoid too much time between the interviews as this can draw out the interview process, give the initial candidates the wrong idea as well as make it more difficult to accurately assess the candidates’ credentials.  Timely feedback is also crucial and often overlooked.  The contingency profession is a small niche field and people talk.  If you do not provide timely feedback, future candidates are less likely to put forth their resume.
10) Select final candidates – Never just go forward with one candidate.  It makes sense to go forward with 2-3 candidates because you may lose your top candidate to another job offer.  Define a new score card system to accurately assess each candidates advantages and disadvantages as they relate to the job.  It is also smart to conduct reference checks on your final 2-3 candidates.  This ensures that you are getting other opinions on the each candidate’s credentials. 
11) Extend the offer - You will want to do your homework up front on your top candidate’s salary expectations.  It is absolutely devastating to get this far to find out that compensations are not in line.  It is also important to be fair and realistic here.  As a hiring manager you want to make an offer that the candidate will be excited about as long as you fit within your company salary parameters.  If your company salary parameters are too low, you will need to be proactive up front in defining the market trends and the parameters needed to attract the right caliber of candidates.  Background checks are typically conducted once the candidate accepts an offer with your company.

12) Follow-up – Once the candidate has accepted the position you will need to make sure everything is completed to ensure that your new hire has a smooth transition to their new company.  If your HR department and not you made the offer, than it is important to call your new hire personally and welcome them aboard.  Make sure they have all the necessary information for their first day on the job.  Make sure that all the administrative work internally is taken care of up front, such as office space, computer, email, codes, keys, parking, new hire kits, etc.
