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Planning is the most neglected aspect of hiring in many small businesses.

Q1. Expected hiring


a. in 6 months: Number ____ Main types _______________________


b. in 12 months: Number ____ Main types _______________________ 

Q2.  Pick one expected position/need to use for rest of this seminar.


Tentative title _________________________________________


Specific skills required  __________________________________


_____________________________________________________


_____________________________________________________


_____________________________________________________


_____________________________________________________


Required Education, Training, or Certifications


_____________________________________________________


Attitude


_____________________________________________________


Preferences


_____________________________________________________

Q3. What does your company offer of value to potential employees?

Q4.  Write Your “Ad” -  Attracting the Best Applicants

(to do so: Tell your story, describe some challenges of the work, and expected results.)
For Your “To-Do’ list - Defining Your Process for Hiring
What is needed: types, number, timing, resources

Who will be involved in hiring process?  What training does each need or have already?

What administrative paperwork and who will handle it?  Includes sourcing/advertising, application process, interview reports, reference checks, record-keeping, etc.)

Who will make the selection?  Who will make the offer?  Will you negotiate terms?

Who will oversee orientation and integration?

Additional Resources
Alexandria SBDC website, Resources section, has good info on hiring employees.

Three useful SHR blog posts: 

http://shrinsight.com/smarter-hiring-checklist/



http://shrinsight.com/tips-to-read-applicant-resumes-effectively/
http://shrinsight.com/top-tips-for-checking-references-successfully/
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