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A Complete Guide to Recruitment
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Introduction
It’s no secret that a good recruitment process can make or break your 
organisation. Making the right hire means creating a better employee culture, 
increasing your retention rate, improving your employer brand and boosting 
productivity and engagement. 

Making the wrong hire, on the other hand, is a mistake that not only costs the 
employee’s salary and all the recruitment costs that went into hiring,  
but also affects employee morale and productivity. In fact, 80% of employee 
turnover can be attributed to bad hiring decisions, according to the 
Harvard Business Review. Additionally, a Glassdoor survey found that 95% 
of employers suffer from at least one bad hire every year. 

With the introduction of a new generation into the workforce, making the 
right hire means staying up to date with new recruitment trends. Now more 
than ever, a successful recruitment process is also a digital one. But more 
than that, it should be authentic, strategic and thoroughly planned. 

The following recruitment guide covers everything from creating a 
recruitment budget to choosing the best interview questions to help you 
make the right hire the first time. It details tried and tested tactics as well as 
up and coming techniques that will put you ahead of the competition and 
help you attract the top talent in your industry. Master the recruitment 
process today in six easy steps with this complete guide to recruitment.  
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1.  Create a  
Recruitment Strategy

T he first step for a successful recruitment process is 
preparation. Before you jump right into sourcing and 
interviewing candidates, you first have to strategise 

how to attract the best talent. This involves collaborating 
with business heads and your HR team to establish company 
requirements and overall KPIs (key performance indicators) 
for your department or organisation. You want to ensure that 
your new hire will be successful both in the position and your 
company as a whole. 

Creating a thorough recruitment strategy will save you time 
and money in the long run, allowing you to focus on your top 
prospects rather than investing in ineffective recruitment 
channels, receiving numerous applications that don’t match 
what’s required and having no clear candidate profile. After 
creating your perfect strategy, you will know exactly where 
to advertise, how many hires to take on and what kind of 
candidate will be most successful. 
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1. CREATE A RECRUITMENT STRATEGY

A) DECIDE WHERE TO ADVERTISE
Thanks to the ever changing technology landscape, there are currently more ways than ever to advertise your job opening. Gone are 
the days of ‘Help Wanted’ signs posted in windows; you can now find your next hire through a multitude of different digital spaces. 

According to the 2015 McQuaig Global Talent Recruitment Survey, the top four channels that HR professionals are using to source 
candidates are employee referral programmes, online job boards, social media sites and company careers pages.

1. EMPLOYEE REFERRAL PROGRAMMES

In the 2018 Recruiting Trends Report by Entelo, 78% of the talent 
professionals surveyed named employee referrals as their most 
successful source of hires. This is because hiring referred candidates 
has been proven to save you time and improve your retention rate. 

According to a study by JobVite, it takes an average of 29 days to 
hire a referred candidate, as opposed to 55 days through a career 
site. The same study also found that 46% of referred hires stayed 
with the company for at least a year after they were hired, which 
is more than twice that of the 22% of candidates hired through job 
boards.	Implementing	a	digital	referral	programme	may	be	your	first	
step to a more successful recruiting process. 

2. ONLINE JOB BOARDS

While employers may prefer employee referral programmes, the 
majority of job seekers (60%) are still turning to online job 
boards to look for their next position,	according	to	LinkedIn.	
Depending on your hiring needs, there are two types of job boards 
you	should	use:	niche	job	boards	and	global	job	boards.	

Niche	sites	are	better	if	you	are	looking	for	a	candidate	with	a	very	
specific	set	of	skills	or	qualifications.	These	can	include	boards	such	
as	Engineering.jobs	and	GoodFoodJobs,	which	focus	on	a	particular	
job sector, or IrishJobs.ie and reed.co.uk, which narrow candidates 
down by location. However, if you want to reach a wider audience, or 
if	a	specific	skill	set	isn’t	required	for	the	open	position,	you	should	
focus	on	broader	job	boards	such	as	Indeed	or	Glassdoor.

http://IrishJobs.ie
http://reed.co.uk
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1. CREATE A RECRUITMENT STRATEGY

3. SOCIAL MEDIA 

A	study	by	the	Aberdeen	Group	discovered	that	73% of millennials 
found their last position through a social media platform. 
As	millennials	take	over	the	workforce,	social	media	is	becoming	
increasingly important for a successful recruitment strategy. 

Data from the Social Media Strategies Summit showed that 78% 
of	recruiters	have	hired	through	a	social	network.	Of	the	social	
networks	used,	LinkedIn	is	the	most	popular	(although	in	reality,	
LinkedIn	is	more	of	a	professional	networking	site,	it	is	technically	
classed	as	a	social	network),	with	92%	of	recruiters	having	hired	
someone through the platform at least once. However, these 
researchers	found	that	job	seekers	actually	prefer	Facebook	(83%)	
to	LinkedIn	(36%).	Facebook	also	has	the	advantage	of	paid	job	ads	
that can be tailored to attract your ideal candidate. If you advertise 
where	your	audience	is,	you	are	more	likely	to	attract	the	candidate	
you	are	looking	for.

4. COMPANY CAREERS PAGES 

Thanks	to	the	ubiquity	of	technology	and	job	seekers’	increased	
focus	on	company	culture,	more	candidates	are	doing	background	
checks	on	employers,	as	opposed	to	the	other	way	around.	
Because of this, careers pages on company websites are more 
important than ever, accounting for 94% more hires in 2015 
than in 2011. 

According	to	LinkedIn’s	2016	Global	Talent	Trends	report,	59%	of	
job	seekers	go	to	a	company’s	website	before	applying	for	an	open	
position. They are researching the company’s culture and values 
(66%),	it’s	perks	and	benefits	(54%)	and	it’s	mission	and	vision	
(50%).	Additionally,	90%	of	job	seekers	rely	on	the	perspective	of	
current employees when learning about an employer, according 
to	Glassdoor.	An	attractive	careers	page	that	supplies	all	of	
this	information	will	help	candidates	feel	more	confident	and	
enthusiastic about applying to your company--and ultimately 
accepting	your	job	offer.	

“73% of millennials found their 
last position through a social 

media platform”
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1. CREATE A RECRUITMENT STRATEGY

B)		UTILISE	DATA	TO	PROJECT	REQUIREMENTS
In addition to using analytics to determine which recruitment 
channels to use, you can also analyse your previous year’s churn 
(your	company’s	turnover	rate	and	time-to-hire	rates)	in	order	to	
plan your current year’s projected number of hires.

Based on last year’s turnover rate, how many people do you 
think you will lose this year?	This	is	a	good	marker	for	how	many	
new hires you need to recruit this year in order to maintain your 
current number of employees, or how many extra hires you need 
to	recruit	in	order	to	grow,	making	sure	to	take	into	account	the	
potential	need	for	seasonal,	temporary	or	contract	staff.

To	create	a	data-driven	plan,	take	these	elements	into	consideration:	
how many losses did you have last year; were those losses voluntary 
or involuntary; what is your average source-to-close rate? 

You can predict how many employee losses you will have this year 
with the percentage of turnover you had last year. A percentage 
rather	than	a	flat	number	will	allow	you	to	make	an	accurate	
prediction	while	still	keeping	in	mind	your	plans	for	growth.	Once	you	
have determined your projected number of losses for this year, you 
will	know	how	many	additional	people	you’ll	need	to	hire	in	order	to	
reach your projected growth outside of strategic or additional hires. 

Determining whether last year’s losses were voluntary (an 
employee retiring or leaving for a different company) or 
involuntary (an employee being terminated) will help you 
understand	your	quality	of	hires	and	where	you	need	to	make	
improvements. 
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1. CREATE A RECRUITMENT STRATEGY

If more losses were involuntary, you should consider spending 
more time during the screening and interview process when 
hiring	in	order	to	ensure	that	you	are	picking	the	right	candidate.	
If they were voluntary, however, you may need to explore why 
this	is	happening	through	employee	feedback.	You	should	also	
consider improving areas such as company culture, learning and 
development programs, managerial training and career progression 
opportunities	for	staff.

Finally, you should analyse last year’s time-to-hire in  
order to determine when you need to start recruiting. 
Your time-to-hire is the amount of time that passes between a 
candidate entering the recruitment process and that candidate 
being	officially	hired.	

This	essentially	tells	you	how	long	it	takes	a	candidate	to	complete	
each recruitment stage, such as your interview process, so that you 
can	make	improvements	where	necessary.	

“Once you have determined 
your projected number of losses 
for this year, you will know how 
many additional people you’ll 
need to hire in order to reach 
your projected growth outside 

of strategic or additional hires.”
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1. CREATE A RECRUITMENT STRATEGY

C)	CREATE	A	CANDIDATE	PERSONA
According to Ideal, 52% of talent acquisition leaders say that 
the hardest part of the recruitment process is screening 
candidates from a large applicant pool. If you determine 
what	kind	of	candidate	you	are	looking	for	before	you	start	taking	
applications, you’ll have an easier time sorting through the masses. 

Work	with	your	hiring	team,	as	well	as	the	manager	of	the	role	for	
which you are hiring, in order to narrow down your list of must-have 
requirements	for	the	position.	This	should	include	hard	skills	that	
are essential for success, such as experience with a certain software 
or	a	background	in	engineering,	rather	than	preferences	such	as	
education	level	or	skills	that	can	be	learned	on	the	job.	These	must-
haves will be the foundation for your candidate persona. 

Again,	you	can	analyse	your	collected	data	in	order	to	make	a	
confident	prediction	about	what	it	takes	to	thrive	at	your	company-
-in	this	case,	you	should	profile	your	highest-performing	employees	
in order to determine the qualities and experience that are most 
important in a new hire. 

JetBlue, for example, evaluates candidates based on certain target 
traits	that	the	hiring	team	deemed	essential	for	a	successful	flight	
attendant.	However,	when	they	analysed	their	customer	feedback	
data, they found that employees who were “helpful” out-performed 
those who were “nice.” 

After	tweaking	their	recruitment	process	according	to	this	newfound	
data,	they	noticed	a	significant	rise	in	both	employee	retention	and	
customer satisfaction rates. 

You	can	narrow	down	specific	traits	that	lead	to	higher	
performances based on your current successful employees, 
as well as through your company culture and values.  Are 
you	looking	for	more	creative,	collaborative	workers,	or	more	
detail-oriented,	self-sufficient	employees?	You	want	to	find	new	
employees that have the experiences and values that push your 
company	to	where	you	want	it	to	be,	rather	than	just	fitting	in	with	
what it already is. 
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1. CREATE A RECRUITMENT STRATEGY

This is also the stage of the recruitment process where you should 
consider your diversity goals. According to a report by EY, companies 
that	rate	at	the	top	for	racial	and	ethnic	diversity	are	35%	more	likely	
to	have	financial	returns	that	are	above	the	national	average	for	their	
industry. This is probably why hiring professionals named diversity as 
their	top	priority	for	recruitment	in	2018,	according	to	the	LinkedIn	
Global	Recruiting	Trends	Report.	

Based on your current employees and hires, see where you can 
implement more diversity--whether that is based on race and 
ethnicity or gender. Try to identify and discard any unconscious bias 
your hiring team might have, and tackle the issue of diversity 
before you even start interviews. 

“Companies that rate at the 
top for racial and ethnic 

diversity are 35% more likely 
to have financial returns 

that are above the national 
average for their industry”
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2.		Work	out	a	Budget

Once you’ve nailed down your recruitment strategy, 
you’re ready to make the most cost-effective budget 
for your specific hiring needs. Properly planning 

where to allocate your budget before you dive into the 
recruiting process will help you maximise your allocated 
recruitment budget as part of your overall company HR 
budget for the year. In order to work out your recruitment 
budget, you need to consider all the cost factors spent 
on recruitment to date and how to prioritise what has 
worked best for you. 

As part of this planning it is very worthwhile to research 
and budget for investment in software that will improve 
your hiring process and ultimately save you money, as well 
as onboarding and training, which can directly affect your 
employee retention and impact future recruitment costs. 
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2. WORK OUT A BUDGET

A)	CONSIDERATIONS	FOR	YOUR	BUDGET
Depending on your predictive analytics, you can allocate your budget to the parts of your recruitment process that are the most 
likely to bring you quality candidates, fast. 

ADVERTISING

Consider your recruiting metrics and data in order to determine 
what channels you should pay to advertise on. For example, you 
don’t	want	to	allocate	40%	of	your	budget	to	a	job	board	if	you	only	
get	15%	of	your	qualified	candidates	from	that	particular	site.	If	you	
project that social media will be your most useful channel, consider 
spending a larger portion of your advertising budget on these types 
of platforms. 

MAN-HOURS

According	to	Workable,	you	should	have	one	in-house	recruiter	per	
every 50 hires planned in a year. However, external help can be a 
worthwhile investment during the recruitment process. In order to 
account for these man hours, you need to combine the salary of 
your	hiring	manager	(or	combined	salaries	of	your	hiring	team)	with	
any	external	help	(e.g.	external	recruiters)	you	hire.

External recruiters from agencies usually charge about 20% of 
a base salary and freelance graphic designers or social media 
specialists	(to	help	you	with	your	careers	page	and	employer	brand)	
are	generally	billed	per	hour.	Make	sure	to	properly	calculate	all	
external costs when calculating man-hours.
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2. WORK OUT A BUDGET

SOFTWARE & TECHNOLOGY

Software can be a lifesaver during the recruitment process, and 
it can help you with everything from posting job descriptions on 
various channels to screening CVs. Many recruitment software 
programmes can be accessed through the cloud and charge on a 
monthly or annual basis, but there are also certain tools, such as 
background	check	software,	that	have	a	single	fee.	

The software you choose will depend on what you want to prioritise 
and streamline in the recruitment process. If, in previous years, your 
hiring team has been too busy screening CVs to focus on creating a 
positive candidate experience, you may want to allocate more of this 
year’s	budget	to	a	software	that	can	take	away	that	workload.	Assess	
where your hiring team needs extra assistance, then budget for a 
software that gets the job done.

EMPLOYER BRANDING

An	employer	brand	can	have	a	huge	influence	on	a	candidate’s	
decision	to	accept	a	job	offer,	but	creating	an	attractive	brand	takes	
work	and	money.	This	is	especially	true	if	you	are	looking	to	recruit	
passive	candidates	that	are	not	actively	seeking	a	new	job,	as	your	
company brand may be the factor that sways them to leave their 
current position. 

Your recruitment budget should include any funds you put toward 
your brand, from content creation for your social media and careers 
pages, to attending and hosting industry events. According to a 
2015	survey	commissioned	by	Glassdoor,	US companies spend 
an average of $129,000 on their employee brand each year. 
Allocating a part of your budget to your employer brand will ensure 
that you can compete for the best candidates available. 



15

2. WORK OUT A BUDGET

B)	INVEST	IN	EMPLOYEE	REFERRALS
As we mentioned above, employee referral schemes are an excellent 
way to attract quality hires, and they can also shave hundreds--or 
thousands--off	of	your	recruitment	budget.	

Factor referral schemes into your budget by multiplying any 
incentives and bonuses in the programme by the number of 
hires you expect to receive. The bonus might change depending 
on your company culture. For example, incentives such as extra 
annual leave days or team retreats might be more motivational to 
your employees than a monetary bonus. 

You should also consider the cost of creating and promoting 
your referral programme. You can download a software that will 
efficiently	run	the	programme	for	you	at	a	monthly	or	annual	cost.	
HireUp, for example, streamlines your referral programme on one 
centralised platform. 

With this software, your hiring team can upload new job openings, 
employees can share these openings to any of their social channels  
with	a	single	click,	and	candidates	can	directly	apply	to	the	opening	
from	a	shared	post.	HireUp	can	also	be	used	to	track	who	brought	
in which candidates and how many resulted in a hire, which can help 
you better predict the outcome of future referral schemes. 

“78% of the talent professionals surveyed named employee 
referrals as their most successful source of hires”

https://hireuponline.com/
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2. WORK OUT A BUDGET

C)	FACTOR	IN	ONBOARDING	AND	TRAINING
While onboarding and training may seem too far in the future to 
start budgeting for before you even begin hiring, it is important to 
make	sure	that	you	are	prepared	for	it	before	you	make	an	offer.	

Onboarding is the factor that determines whether your recruitment 
process really is over. That’s because 20% of employee turnover 
happens in the first 45 days according to a Jobvite report. Without 
an	effective	onboarding	process,	you	might	end	up	right	back	at	
square one, searching for new candidates. According to a survey 
by	BambooHR,	the	top	three	reasons	for	this	early	turnover	are:	
new	hires	didn’t	enjoy	the	work;	new	hires	felt	that	their	jobs	were	
different	than	what	they	expected	in	the	interview;	and	new	hires	
didn’t feel welcomed by their manager. In the same survey, new hires 
that left their jobs early on said that they would have stayed longer 
if they had received clear guidelines as to what their responsibilities 
were,	if	they	had	been	given	effective	training	and	if	they	had	spent	
time	with	a	friendly	or	helpful	co-worker.	

While you may want to stop your spending once the recruitment 
process	is	over,	allocating	a	portion	of	your	budget	to	effective	
onboarding and training will save you money in the long run. 
According to the Society for Human Resources Management, 69% 
of employees are more likely to stay with a company for 
three years if they experienced a great onboarding process. 
However,	it	can	take	a	new	hire	up	to	eight	months	to	become	fully	
productive, so it is worthwhile to create a long term onboarding and 
training plan to account for this.

When determining your 
onboarding budget, you 

should consider the 
following:	

• The man-hours of both 
the manager and the new 
hire during training and 
orientation

• The instruction materials and 
equipment used for training

• The cost of a mentor’s time

• The loss of productivity until 
the new hire gets settled into 
the role
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2. WORK OUT A BUDGET

D) HOW TO CALCULATE COST PER HIRE 
Your cost per hire is the average amount of money you spend 
on one hire, and you can use this information to plan your future 
recruitment	budget.	According	to	Glassdoor,	cost per hire is the 
most important metric for talent analytics. It can help you 
make	strategic	recruiting	decisions	that	can	potentially	save	your	
company money and hire better candidates.

To calculate cost per hire, you need to add all of your internal 
recruitment costs and all of your external recruitment costs, 
and then divide that number by the total number of hires you 
made in one time period. 

Your internal recruitment costs include the salaries of your hiring 
team, the cost of time for the department manager and other  
co-workers	that	contributed,	and	your	employee	referral	
programme. Your external recruitment costs include your 
advertisements, any  software that you use, and any external help 
from	recruitment	agencies	or	freelance	workers.	

HERE IS THE EQUATION

CPH =
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3.  Attract the  
Right Candidates

Recruiting high-performing employees 
takes more than purely posting your job 
and hoping that qualified candidates find 

you. If you want to hire the best talent before 
your competition does, you need to make your 
company and position stand out. 

This is increasingly true now that 73% of 
candidates are passive, according to a 2018 
CareerBuilder survey. In order to attract 
top talent, you need a clear and catchy 
job description, a memorable careers 
page and employee testimonials that job 
seekers can trust.
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3. ATTRACT THE RIGHT CANDIDATES

A)	CREATE	THE	PERFECT	JOB	DESCRIPTION
A	job	description	is	an	applicant’s	first	look	at	your	company,	so	
the	more	compelling	it	is,	the	better.	In	addition	to	making	an	
impact, however, your job description is also responsible for clearly 
describing the job responsibilities, introducing your company culture 
and outlining the expectations of the job and the individual. 

The	first	step	to	creating	an	effective	job	description	is	to	perform	a	
job analysis. You should include everyone involved with the position, 
such as current employees and the department manager. Indeed 
recommends always having a job description vetted by someone 
who	has	already	worked	in	that	role,	as	they	know	first	hand	which	
skills	and	qualifications	are	absolutely	necessary,	and	which	can	be	
learned on the job. This analysis will help you paint a better picture 
about day-to-day life in this position. 

Next	you	need	to	craft a headline that is catchy but also clear 
and easily searcable. Although a creative title may express your 
company culture, it has the potential to attract the wrong candidates 
and be missed by the right ones. Your headline should clearly 
advertise the job title using industry-standard language, rather than 
something	witty	such	as	“computer	ninja”	or	a	company-specific	title	
such as “web designer II.”

It is also recommended that the headline stays between 5 and 80 
characters	in	order	to	rank	well	with	search	engines	and,	therefore,	
easily discoverable by your target candidates. 

The body of the job description has more room for creativity, but 
like	your	headline,	it	should	be	clear,	concise	and	readable	on	any	
device.  This is your chance to illustrate what a typical day would 
entail in this role, as well as your attractive company culture. 
Get	creative	to	show	what	kind	of	personality	will	thrive	at	your	
organisation,	attract	applicants	with	the	perks	and	benefits	that	
make	your	company	culture	unique,	such	as	a	collaborative	studio	
space	or	the	freedom	to	work	remotely.	However,	keep	the	facts	
and	requirements	for	the	position	clear	and	straightforward.	Make	
sure to outline your must-have requirements in order of importance, 
such	as	required	education	and	certifications,	but	don’t	include	too	
many	“preferred”	skills,	as	these	may	discourage	a	candidate	who	is	
otherwise	qualified.	Indeed	also	found	that	a	certain	length	attracts	
more applicants, with descriptions that range between 700 and 
2,000 words receiving up to 30% more applications. 



20

3. ATTRACT THE RIGHT CANDIDATES

Pay attention to the language you use and how you are conveying 
this position. For example, you can replace the phrase “ideal 
candidate” with “you” in order to draw applicants in.

You can also use gender-neutral language to ensure that you are 
inclusive of all candidates. For example, ZipRecruiter chose to adopt 
neutral	language	in	order	to	attract	more	diverse	talent	and	fill	
vacancies faster, which resulted in 42% more applicants than 
when they used gendered words. 

“ZipRecruiter chose to adopt 
neutral language in order to 
attract more diverse talent 

and fill vacancies faster, 
which resulted in 42% more 
applicants than when they 

used gendered words.“
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3. ATTRACT THE RIGHT CANDIDATES

B)  BUILD	A	BRILLIANT	BRAND	AND	 
A	CATCHY	CAREERS	PAGE

An attractive employer brand can do a lot more for your company 
and your recruitment process than just give you a good reputation.

As mentioned in Chapter 2, a successful brand is essential for 
attracting and recruiting passive candidates, but it is also useful 
in helping you stand out from the competition and receive better 
applications.	According	to	a	LinkedIn	Employer	Brand	report,	an	
effective	employer	brand	can	reduce	cost-to-hire	by	50%	and	bring	
in	50%	more	qualified	candidates.	The	majority	of	job	seekers	
surveyed also noted that they consider an employer’s brand before 
sending in an application.

According	to	ERE,	job	seekers	regard	company	careers	pages	
as the most valuable source of information about an employer 
brand. According to Inc, companies experience 50% less 
turnover in a 12-month period when they hire directly from 
their careers page rather than a job board. Their cost-to-hire 
is also 70% less when they receive candidates from their website 
as opposed to a third party site.  

Essentially, your careers page is a window into your company culture, 
and	it	should	inspire	candidates	to	want	to	work	for	you.

L’Oréal, for example, refocused their employer branding strategies 
a few years ago in order to reach more passive candidates and 
boost their online reputation. After relaunching their careers page to 
include more video media and creating social media campaigns such 
as #LifeatLoreal, they noticed that candidates were spending six 
to eight minutes on their page rather than two, and they had 
an increase of 200,000 unique impressions on their Instagram. 

Within	five	months	they	started	reaching	more	talent	and 
recruiting better candidates, and their careers page bounce 
rate has decreased to 25%. Since focusing more on employer 
branding strategies, L’Oréal has been able to reach candidates 
that they never could before. 
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C) LET	YOUR	EMPLOYEES	DO	THE	SELLING
Before	a	candidate	chooses	to	work	for	your	company,	it	makes	
sense	that	they	will	first	want	to	get	a	better	idea	of	who	your	
employees	are.	According	to	a	LinkedIn	Employer	Branding	Statistics	
report, job seekers trust current employees three times more 
than an employer to provide them with accurate information 
about a company. Because of this, your employees are your most 
powerful	influencers	when	it	comes	to	attracting	new	candidates.	

Employee	testimonials	are	essential	for	giving	job	seekers	a	
trustworthy	look	into	your	company	culture.	While	they	can	
be used everywhere from your social media pages to your job 
description,	testimonials	are	most	effective	when	displayed	where	
candidates	go	for	information	on	your	company	first;	your	careers	
page. This page allows candidates to learn about your company 
culture	and	what	your	current	employees	love	most	about	working	
there--as told by the employees themselves. This will give job 
seekers	a	genuine	insight	into	your	company	and	connects	that	
information to real faces and names. 

A “Meet the Team” section on your careers page can give your 
organisation a more personal, authentic touch and showcases a 
culture that values employees as individuals. The company Wistia, 
for	example,	includes	a	“Class	Yearbook”	on	their	careers	page	that	
features individual photos, job titles and Twitter handles for each of 
their employees, along with their testimonials. 

Make	your	employee	
testimonials 

especially 
impactful	with:	

• A call to action encouraging job 
seekers to apply

• A link to reviews and ratings 
from third party sites such as 
Glassdoor

• An employee quote that  
expands on each stage of  
the hiring process

https://www.glassdoor.ie/index.htm.
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D)		OFFER	GROWTH	AND	PROGRESSION	 
FROM THE START

According	to	Gallup	research,	87%	of	millennials	state	that	
personal	development	strategies	are	a	key	factor	to	professional	
satisfaction.	The	ever-growing	millennial	workforce	is	searching	for	
companies	that	offer	room	to	grow	and	develop	professionally,	so	
it’s important to have a career progression plan in place--and to 
promote	it	right	off	the	bat.	

According	to	SHRM,	implementing	career	paths	in	the	workplace	
improves employee morale, career satisfaction, motivation, 
productivity and engagement. It also found that when 
companies don’t invest in training and development, they are more 
likely	to	lose	valuable	employees	to	their	competition.	In	fact,	a	
Deloitte	survey	discovered	that	lack	of	career	progress	was	the	top	
factor	that	caused	employees	to	look	for	new	employment.	In	order	
to retain employees--and attract valuable candidates--you should 
have a clear plan in place. 

While many companies start career planning after an employee is 
hired by sitting down and discussing their individual goals, you can 
stay ahead of the competition by addressing growth strategies in 
the	recruitment	process.	During	an	initial	interview,	ask	candidates	
where	they	hope	to	be	in	five	years,	or	what	aspects	of	the	company	
they	are	interested	in	outside	of	the	specific	position	they	are	
applying for. 

In response to their answers, you can promote your training or 
mentorship opportunities. If you are hiring for an entry level position, 
you can also discuss how your candidate can move up in the 
company over time.

You should also get creative when creating career progression plans. 
While seminars and mentorship programmes are traditional, online 
training applications or job rotation between roles will help you 
stand	out.	You	can	also	implement	flexibility	when	assigning	projects,	
fitting	high	or	low-intensity	tasks	with	each	employees’	current	
desires	for	work-life	balance.	
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E)	INVEST	IN	WELLNESS
A	wellness	programme	is	essential	to	keep	your	employees	happy	
and healthy, and it can also help improve productivity.

According	to	Inc.,	85%	of	employees	state	that	they	are	more	likely	
to	take	initiative	when	they	are	happy	at	work.	Additional	research	
by	the	Irish	Business	and	Employers	Confederation	found	that	60%	
of	employees	were	more	likely	to	stay	at	their	job	long-term	if	their	
employer showed concern for their wellness, while almost 50% said 
that they would leave a job if their employer did not. 

Taking	care	of	your	employees	will	directly	improve	your	retention	
rate, but in order to attract new hires you should ensure that 
your	wellness	programmes	is	holistic	and	up-to-date.	A	2016	ESRI	
report found that the two largest categories of work-related 
illnesses were musculoskeletal disorders and stress, 
anxiety and depression. 

With	stress	becoming	more	pervasive	in	modern	work	environments,	
offering	a	wellness	programme	that	targets	mental	health	in	addition	
to physical health will help you stand out. 

According to Forbes, some ways to combat stress and anxiety in 
the	workplace	are	with	onsite meditation sessions, mental 
health days, stress management programmes and 
emotional health education. 

More and more companies are beginning to incorporate a holistic 
approach	to	their	wellness	programmes.	For	example,	Facebook	
offers	financial	well-being	programmes	in	addition	to	mindfulness	
classes	and	physical	health	screenings.	A	study	by	GreenPath	
Financial Wellness found that 71% of employees reported that 
personal	finances	were	their	top	source	of	stress,	so	financial	
health resources are extremely helpful and unique. Forbes 
suggests	offering	tuition	assistance,	financial	planning	resources	
and educational lunch sessions. 
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One way to help your wellness programme stand out is to use 
an employee well-being software. The employee engagement 
software Wrkit, for example, has a digital wellness tool called 
POWR that assigns well-being plans to employees based on 
their	individual	answers	to	questions	about	the	six	key	areas	of	
wellness:	life,	mind,	work,	food,	activity	and	sleep.	This	tool	can	
also provide group challenges to connect your entire team and 
can analyse company-wide data in order to gather insights for 
future wellness programmes. 

No	matter	what	approach	you	take,	make	sure	your	candidates	know	
that your company cares about their wellness from the very start 
of the recruitment process. It might be the determining factor in a 
candidate choosing you over another employer. 

“60% of employees were 
more likely to stay at 

their job long-term if their 
employer showed concern 

for their wellness, while 
almost 50% said that they 
would leave a job if their 

employer did not. ”

https://wrkit.com/
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Channels

According to the 2019 Global Recruiting Survey by  
Social Talent, the top two sources for finding 
candidates who are ultimately hired are online 

professional networks (50.4%) and job boards (21.7%). 
Direct applicants and referral programmes are also high 
on the list, as are social media platforms and third party 
recruitment agencies. 

Since we have already covered direct applicants (i.e. your 
careers page) and referral programmes in Chapter 3, this 
chapter is going to focus on the pros and cons of online 
professional networks, global boards, niche boards, social 
media and recruitment agencies.

https://www.socialtalent.com/
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A)	ONLINE	PROFESSIONAL	NETWORKS:	LINKEDIN
With the ever-growing popularity of digital networking, online networking sites are now the most used channel for finding candidates 
that are ultimately hired. LinkedIn is the number one professional networking site. It has unique features (such as skills and expertise 
searches) and a global community that make it the ultimate source for professional knowledge. 
However, with more and more companies using this site to promote their employer brand and recruit candidates, LinkedIn has a lot of 
competition for top talent.

PROS

An	online	professional	network	is	a	powerful	tool	for	connecting	
candidates directly with companies, via customisable company pages and 
professional	profiles	for	hiring	managers.	Members	can	follow	one	another,	
or	join	specific	professional	groups,	in	order	to	stay	up	to	date	on	new	posts	
and open positions. This allows for both candidates and companies to build 
a	large	network	of	professional	contacts,	which	can	lead	to	faster	and	more	
reliable	hiring.	These	professional	networking	sites,	such	as	LinkedIn,	also	
offer	easy-to-use	search	options	that	can	be	targeted	at	specific	keywords,	
relationships, industries and years of experience. Candidates can also use 
these sites to search you, so they are the perfect platform to post about your 
company culture and boost your employer brand. 

CON 

With	the	rise	of	online	networking,	you	will	have	many	other	company	
profiles	to	compete	with.	According	to	Glassdoor,	92%	of	Fortune	1000	
companies	are	customers	of	LinkedIn,	meaning	that	active	and	passive	
candidates have an abundance of job openings to choose from. This 
means	you	have	to	work	hard	to	stand	out	and	appeal	to	your	ideal	
candidates, which can be quite time intensive and expensive.

FRONT RUNNER: LINKEDIN RECRUITER 

In	addition	to	using	LinkedIn	as	a	networking	platform	to	connect	with	
candidates and boost your employer brand, you can also become a part of 
their	membership	programme	called	LinkedIn	Recruiter.	According	to	the	
site, 75% of recruiters said they were more successful when they 
used LinkedIn Recruiter. This programme gives you advanced search 
filters	and	smart	suggestions	to	help	you	define	and	find	the	talent	you’re	
looking	for.	Features	such	as	Apply	Starter	allow	candidates	to	send	you	
their	LinkedIn	profile	when	they	start	your	application,	so	you	can	stay	
in	contact	with	them	whether	they	finish	the	application	or	not.	LinkedIn	
Recruiter	can	also	help	you	analyse	candidates	based	off	of	the	profiles	of	
your current high performing employees, so you can have a better insight 
about who will be the right hire for your company. However, even without 
using	this	recruiter	programme,	LinkedIn	is	an	essential	platform	for	
connecting with and attracting top talent.

https://www.linkedin.com/
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B)	GLOBAL	BOARDS
Global job boards are a great resource when you want your job description in front of a lot of eyes. However, they can also make 
narrowing down your pool of candidates especially difficult.

PROS

Global	job	boards	reach	millions	of	potential	candidates	every	day.	
These big sites are also usually compatible with a range of digital 
devices,	so	job	seekers	can	upload	CVs	and	apply	for	jobs	whenever	
and	wherever.	Global	jobs	boards	are	also	particularly	helpful	if	you	
want to recruit freelancers or remote employees, as they give the 
option of advertising in multiple countries.

CONS

Because these boards reach so many people, all with a range 
of	different	qualifications	and	experiences,	you	may	receive	
hundreds of applications, many of which aren’t targeted 
specifically	at	your	position.	This	can	result	in	a	time-intensive	
and possibly fruitless process for your hiring team. Posting and 
promoting a position can also be very expensive--especially if you 
want to remain at the top of searches.

FRONT RUNNERS

Indeed: The number one job site in the world, Indeed has over 
250 million unique visitors every month and is available in over 
60	countries.	Employers	have	the	option	to	pay	per	click	in	order	
to have their jobs promoted on the site, and you can search for 
candidates	based	on	location,	education	and	skills.	

Monster: One of the oldest global job boards, Monster has been 
around for approximately 20 years and still has thousands of job 
seekers	searching	their	site	every	minute.	Although	it	doesn’t	reach	
as	many	countries	as	Indeed,	Monster	offers	premium	job	ads	
that it will distribute to over 500 sites. It also uses data to source 
candidates on social media sites.

Glassdoor: Although	it	is	most	well-known	for	its	employee	reviews,	
Glassdoor	receives	millions	of	monthly	job	seekers.	It	is	the	leading	
global job board for improving your employer brand, as it attracts 
candidates	that	want	to	know	everything	about	your	company,	from	
CEO	approval	ratings	to	office	photos.

https://ie.indeed.com/
https://www.monster.ie/
https://www.glassdoor.ie/index.htm.
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C)	NICHE	BOARDS
Niche job boards that target job seekers in a specific location or industry can help you narrow down your applicant pool to a more 
direct and local group, but they can be significantly more expensive and may not be used by your target candidates.

PROS

Niche	boards	have	the	potential	of	saving	you	time	(and	recruitment	
costs)	during	hiring	by	narrowing	down	the	number	of	qualified	
applications that you receive. You should have less competition 
when	you	post	on	these	job	boards,	as	job	seekers	won’t	see	open	
positions in other countries or sectors. Also, the candidates that visit 
these	sites	are	more	likely	to	be	more	relevant	in	terms	of	location	or	
skill	set	for	your	industry.	

CONS

While local job boards can be useful in limiting the number of 
applications you receive, that doesn’t necessarily mean that the 
applications you do get will be high quality. On the other hand, 
industry-specific	job	boards	may	bring	you	more	high	quality	
applicants,	but	those	candidates	might	live	in	an	entirely	different	
country. Also, because of the amount of recruitment channels 
available to candidates, the top talent may not be using these 
niche channels.

FRONT RUNNERS

IrishJobs.ie:	This	is	Ireland’s	number	one	recruitment	website,	with	
1.6	million	visitors	every	month.	This	site	focuses	on	its	networking	
opportunities, partnering with Irish universities and industry bodies 
as well as supporting local events and fundraisers. 

AllRetailJobs: This has been the number one retail job board 
since 2001, and it achieves top listings on search engines for job 
seekers	that	use	the	keyword	“retail.”	Its	clients	report	competitive	
cost-to-hire and lower turnover, and it exhibits at a number of 
industry	trade	shows	each	year	where	employers	can	network	with	
potential candidates. 

ComputerJobs.ie:	This	niche	job	board	is	both	industry-specific	
and	location-specific,	so	it	is	extremely	helpful	for	narrowing	down	
your number of applicants. It is Ireland’s number one job board that 
is completely dedicated to Irish IT professionals across all levels and 
categories.	It	also	has	a	searchable	CV	service,	so	employers	can	pick	
candidates before they even apply.

http://www.IrishJobs.ie/
https://www.allretailjobs.com/
http://www.computerJobs.ie
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D) SOCIAL MEDIA
Increasing numbers of millennial job seekers are finding positions through social media platforms. With passive and active 
candidates already regularly using social media and following the companies they support, these channels can be a cost-effective 
way to recruit employees.

However, using social media for recruitment can also bring in more applications that may not be relevant.

PROS

As	millennial	and	Generation	Z	workers	take	over	the	workforce,	
companies are meeting candidates where they already spend their 
time, on social media. Posting a job opening on social media can 
potentially	reach	huge	numbers	of	qualified	candidates,		these	
candidates, in turn can share your post to an even wider audience. 
Social media pages are also perfect for improving your employer 
brand; you can post pictures and videos about your company 
culture, as well as employee testimonials and blog posts. Social 
media	recruiting	is	also	cost-effective,	as	you	can	create	a	page	for	
free and implement highly targeted ads on a small budget. 

CONS

Although	having	access	to	someone’s	social	media	profile	has	the	
potential	benefit	of	reducing	screening	time,	it	can	have	the	adverse	
effect	of	creating	bias.	This	bias	can	be	formed	as	you	or	your	team	
will have the ability to see the candidate’s pictures, interests and, 
sometimes, their relationship status and political opinions.

FRONT RUNNERS

Facebook:	According	to	a	Jobvite	survey,	83%	of	active	candidates	
use	Facebook	to	search	for	a	new	job.	In	fact,	one	in	every	four	
recruiters	has	successfully	found	a	candidate	on	Facebook,	
according	to	the	same	survey.	Facebook	also	offers	free	and	paid	job	
ads	that	link	to	your	Facebook	business	page.	

Twitter: The	same	Jobvite	survey	also	found	that	54%	of	recruiters	
now use Twitter as part of their talent search. While most companies 
don’t hire directly from the social media site, it is useful for posting 
job	descriptions	that	link	back	to	your	company	page,	as	well	as	
using hashtags or third party accounts to promote your listings. 

Instagram: As of 2018, Instagram has over one billion users 
worldwide.	This	is	significantly	more	than	Twitter’s	300	million,	
as	well	as	LinkedIn’s	600	million.	With	such	a	large	audience,	
Instagram can be an invaluable platform for reaching more 
candidates, promoting your company culture and boosting your 
employer	brand.	It	also	offers	paid	ads	to	reach	job	seekers	that	
may not follow your company.

https://www.facebook.com/
https://twitter.com/
https://www.instagram.com/


31

4. THE TOP RECRUITMENT CHANNELS

E)	AGENCIES
Depending on the size of your company and the jobs you are hiring for, recruitment agencies can be an effective resource that 
significantly reduces your time-to-hire. 

Agencies have extensive industry knowledge and large databases of candidates, but you will be relying on an expensive third party to 
match a candidate with your company culture.

PROS

Many of the top recruiting agencies have been around for 20 or more 
years--much longer than online job boards. Because of this, they have 
invaluable	knowledge	about	the	recruitment	industry,	and	they	often	
have	specialised	departments	for	different	job	sectors.	They	also	have	
a	database	of	job	seekers	that	makes	it	easier	for	them	to	match	you	
up	with	the	right	fit	for	a	specific	position.	Many	agencies	will	also	
narrow down your applicants and schedule interviews for you, which 
will save your hiring team time during the hiring process.

CONS

Recruiting	agencies	usually	charge	20%	of	a	candidate’s	first	annual	
salary,	so	they	can	be	significantly	more	costly	than	finding	candidates	
through other recruitment channels. Also, an agency doesn’t 
necessarily	know	the	inner-workings	of	your	company,	so	they	may	
not	be	able	to	source	for	culture	fit	or	personality.	In	order	for	an	
agency to accurately hire for your position, you will also have to invest 
some time and energy to ensure that they understand all of your 
requirements.

FRONT RUNNERS

Hays: This agency is a leading global expert when it comes to 
recruitment,	as	they	have	employees	and	offices	all	around	the	
world. They have also been in operation for 50 years and have 
separated	their	services	into	20	different	specialised	job	sectors.	

Morgan McKinley: This	agency	draws	on	30	years	of	experience	
and employs over 800 recruitment consultants in 10 countries 
across	the	globe.	They	specialise	in	a	range	of	industries	and	offer	
insights and advice to help you hire the right candidate. 

IT Recruit UK: This is a niche agency that specialises in the 
IT	industry	specifically	in	the	UK.	They	also	offer	a	candidate	
matching service and a personality type assessment to help you 
narrow down candidates.

http://www.hays.ie/
https://www.morganmckinley.ie/
https://www.itrecruituk.co.uk/
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Interview Process

The interview stage is usually your first and last 
interaction with a candidate before you extend 
an offer to them, so this is your chance to get 

the right information and make a good impression. 
According to a LinkedIn Talent Trends report, 87% of 
job seekers say that a positive interview experience 
can change their mind about a role they were unsure 
about enough to accept an offer, while 83% said that 
a negative experience can cause them to decline 
an offer to a position that they had previously 
considered. 

In addition to making the interview and candidate 
experience positive, you also want to make it extremely 
thorough for both you and the candidate. Find the right 
fit and make an offer that can’t be refused by asking 
useful interview questions, accurately assessing the 
candidate’s skills, using non traditional interview 
styles and creating an efficient process.
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A)	TOP	50	INTERVIEW	QUESTIONS
In order to determine whether your candidate is the perfect fit for both the position and your company culture, you need to ask 
questions that target their analytical, problem-solving and communication skills, as well as their personality, emotional intelligence 
and cultural fit. Here are 50 tried and tested questions to inspire you for your next interview.

1. Can you tell me a little bit about yourself?

2. What made you want to apply for this position?

3. Why	do	you	want	to	work	for	our	company	specifically?

4. What inspired you to start a career in this industry?

5. How has your education and life experiences prepared you for 
your career?

6. Why did you leave your previous employer?

7. How	would	your	previous	co-workers	describe	you?

8. What were your responsibilities at your previous job? 

9. Did your responsibilities change or grow at that job?

10. What	did	you	like	best	about	your	previous	job?

11. What	did	you	like	least?

12. If you could change one thing about your previous job, what 
would it be?

13. Tell	me	how	you	have	resolved	a	past	conflict	or	issue	at	your	
previous job?

14. What	would	you	have	liked	to	do	more	of	in	your	past	positions,	
and	what	held	you	back?

15. What	project	or	task	would	you	consider	your	most	significant	
career accomplishment to date?

16. What	is	your	ideal	work	environment?

17. What	is	your	personal	work	style?

18. Do	you	work	best	alone	or	with	a	team?

19. What characteristics do you value most in your team members?

20. In	a	team	environment,	what	role	do	you	usually	take	on,	and	
can you give me an example?

21. What	types	of	projects	do	you	prefer	working	on?

22. What do you do when you are faced with an unfamiliar or 
challenging	task?

23. How do you handle tight deadlines, multiple priorities or 
stressful	work	situations?

24. What	is	the	one	skill	that	makes	you	most	qualified	for	this	
position?
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25. What	projects	have	you	worked	on	using	that	skill?

26. How	do	you	believe	that	your	skills	would	help	our	company	
achieve	its	specific	missions	and	goals?	 	 	

27. How	do	you	take	advantage	of	your	strengths	and	compensate	
for	your	weaknesses?

28. What	makes	you	stand	out	among	your	peers?

29. What	motivates	you	to	go	to	work	every	day?

30. What is most important to you in your job?

31. What about this opportunity excites you the most?

32. What are your career goals?

33. How do you plan to achieve your career goals?

34. Where	do	you	see	yourself	in	five	or	ten	years?

35. What	do	you	think	this	industry	will	look	like	in	five	years?

36. How do you stay up-to-date with advancements and news in our 
industry?

37. What	industry	skills	would	you	like	to	learn	more	about	or	
improve on?

38. Are there any other roles at our company that you are 
interested in?

39. What is your ideal position and why?

40. Tell	me	about	a	time	you	took	a	risk	to	achieve	a	goal.	

41. Tell me something about yourself that isn’t on your CV.   

42. What one word would you use to describe yourself?

43. What inspires you?

44. What criteria do you use to measure success?

45. What do you need to be successful at this job?

46. If you get this job, what would you hope to accomplish in the 
first	week	or	month?

47. Why should we hire you?

48. What is the most-used app on your phone?

49. How soon would you be able to start this position?

50. Do you have any questions for me?
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B)	HOW	TO	ASSESS	SOFT	SKILLS
While	soft	skills	are	often	ignored	during	
the initial part of the recruitment process, 
assessing these early on is essential to 
ensuring	you	pick	a	candidate	that	will	fit	
in with your company culture. According 
to	LinkedIn,	soft	skills	(such	as	leadership,	
communication,	adaptability	and	resilience)	
account	for	25%	of	the	skills	required	
to	succeed	at	a	job.	This	is	why	92%	of	
executives	rate	soft	skills	a	critical	priority	
when hiring candidates, according to 
Deloitte’s	2016	Human	Capital	Trends	report.

The most important soft skills to  
look out for when interviewing a 
candidate are

Many	of	these	skills	can	be	automatically	
assessed during the interview process 
through behavioral cues. For example, 
you can analyse a candidate’s timeliness, 
eye contact and level of respect for 
everyone	in	the	office	in	order	to	assess	
their	soft	skills	such	as	dependability,	
communication and empathy. 

However, to get a more accurate sense of a 
candidate’s	soft	skills,	you	need	to	ask open-
ended questions that target the skills 
you are looking for. A popular method to 
establish	this	skills	is	with	the	STAR	(situation,	
task,	action	and	result)	method,	in	which	
candidates describe how they handled 
various	work-related	situations.	For	example,	
you	could	ask	a	candidate	to	tell	you	about	a	
time	they	had	to	deal	with	a	difficult	colleague	
and how they reacted in order to assess their 
conflict	resolution	skills.

However, since these questions can easily 
be prepared by candidates, you should 
also pay attention to more subtle ways 
interviewees  exhibit their soft skills, 
or lack thereof.	Ask	colleagues	who	
interacted with the candidate what they 
thought, or invite a current employee to 
join you during the interview. You could 
also	section	off	one	part	of	the	interview	
process	specifically	for	assessing	hard	
skills--such	as	having	candidates	perform	
an	example	of	the	actual	work	they	will	
be required to do in the position--so that 
you	can	focus	on	soft	skills	when	you	meet	
them face to face or over the phone. 

“92% of executives 
rate soft skills a 

critical priority when 
hiring candidates”

• Communication
• Conflict Resolution
• Creativity
• Critical Thinking
• Self-Awareness
• Problem Solving
• Empathy
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5. FIND THE BEST INTERVIEW PROCESS

C)	MOVE	AWAY	FROM	TRADITIONAL	STYLES	
According to LinkedIn’s 2018 Global Recruiting Trends report, traditional interviews fail at: assessing soft skills (63%), understanding 
candidate weaknesses (57%) and removing bias of interviewers (42%). However, this report also found that there are various 
interview innovations that are helping employers hire the right candidates the first time. The top three that respondents deemed 
most useful were: using digital tools to assess soft skills, conducting job auditions and meeting candidates in casual settings.

DIGITAL TOOLS TO ASSESS SOFT SKILLS

New	online	surveys	and	mini	games	draw	
on	neuroscience	to	assess	soft	skills	such	as	
teamwork,	adaptability	and	problem	solving.	
When Footlocker added a single soft 
skill test to their recruiting process, 
their new hires produced double-digit 
increases in sales. In addition to potentially 
producing	higher	revenue,	LinkedIn	also	
reported that these assessment tools give 
more realistic snapshots of a candidate’s 
personality, removing unconscious bias that 
is often found in traditional interviews and 
resulting in a positive candidate experience. 

JOB AUDITIONS

As opposed to job interviews, job auditions 
involve placing a candidate directly into the 
job to assess how they perform in situ. This 
is especially easy for creative positions such 
as web designer or content writer, but a 
job audition doesn’t have to be limited to 
assigning	a	single	task	and	judging	the	result.	
Some employers host a full assessment day 
where candidates come and interact with 
current employees on their daily activities, 
while	others	even	offer	paid	week-long	trial	
periods.	Not	only	will	you	get	a	good	idea	
of how your candidate will perform in this 
position, but they will also get a good idea of 
what	working	for	your	company	would	look	
like.	LinkedIn	found	that	job	auditions	once	
again help reduce interview bias, as well as 
confirm	what	skills	your	candidate	has	and	
test	for	culture	fit.	

INTERVIEWS IN CASUAL SETTINGS

While this isn’t high tech or newly 
innovative,	the	LinkedIn	report	did	show	
that	scheduling	interviews	in	coffee	shops	
or restaurants is a rising trend. These 
meetings are more informal and relaxed 
for	both	parties	and	you	can	benefit	from	
seeing how the candidate interacts with 
cafe employees and other customers. This 
results in a better understanding of your 
candidate’s personality and a more positive 
candidate experience.
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5. FIND THE BEST INTERVIEW PROCESS

D)		THE	WORLD’S	MOST	EFFICIENT	INTERVIEW	PROCESS
Whether you have tens or hundreds of 
candidates,	it	can	be	hard	to	make	the	
interviewing	process	efficient.	Some	
companies conduct several interviews for 
each candidate, while others try to interview 
as many candidates in person as possible. 
However,	you	want	to	keep	your	interview	
process	concise	for	two	reasons:	

The	first	step	to	achieving	an	efficient	
interview	process	is	to	take	some	time	
to prepare before you start contacting 
candidates.	Work	with	your	hiring	team	
and the department’s manager or current 
employees to create a list of all the hard and 
soft	skills	you	are	looking	for.	

Also	prepare	a	few	base	questions	to	ask	
every candidate so you can easily and 
equally compare them once the interviews 
are over. 

Once you have a foundation with which to 
assess your candidates, you should conduct 
an initial screening test with short 
phone interviews. Pinpoint your deal 
breakers	up	front	so	that	you	can	determine	
who should or should not continue to an 
in-person	interview.	You	can	cost-effectively	
set up ten to twenty phone interviews that 
are	each	fifteen	minutes	in	order	to	narrow	
down candidates. This is where you would 
confirm	that	they	are	indeed	interested	in	
the	position,	as	well	as	make	sure	that	they	
have	the	hard	skills	and	industry	knowledge	
required for the job. 

These phone interviews should help you 
narrow down your list of candidates to the 
people with the most potential. You can 
add an audition piece or survey to this part 
of the process in order to help you narrow 
down your list. 

You can also give them a deadline for  
this	step,	so	they	can	work	on	it	
independently while you continue 
interviewing other candidates. 

Once you have narrowed down your pool 
of potential hires, you can schedule more 
detailed in-person interviews. While these 
types of interviews generally require more 
time,	energy	and	resources,	you	can	make	
them more worthwhile by having more 
than one interviewer for each candidate. 
By including the department manager or 
an employee in a similar position, you can 
better	assess	their	soft	skills	and	culture	
fit.	This	is	the	best	way	to	see	how	the	
candidate will interact with their colleagues 
and environment, and it gives them a 
better idea of what is to come if you hire 
them.	Also	make	sure	to	keep	notes	for	
each	candidate	so	that	you	can	efficiently	
compare afterward.

1. Saving time will save you money and 
decrease your time to hire.

2. If your process is not efficient or 
considerate of your candidates, you 
may lose out to competitors or create 
a negative candidate experience which 
can be damaging to your employer 
brand.
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6.		Job	Offers	&	 
Counter	Offers

You’ve finally narrowed down your large pool 
of candidates to that one perfect person--
congratulations! But before you introduce 

your new hire to your company, you have to make 
a compelling job offer, receive an acceptance, and 
negotiate any counter offers. 
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6. JOB OFFERS AND COUNTER OFFERS

A) THE	BEST	PRACTICE	FOR	JOB	OFFERS:	DOS	&	DON’TS
Making an attractive job offer and successfully hiring your top candidate can be tricky, but there are some practices 
to follow--as well as some mistakes to avoid-- that will help you increase your acceptance rate.

Do: 
• Make the offer over the phone instead of through 

email in order to express your enthusiasm. 

• Explain the salary, benefits and terms and 
conditions upfront to help them make an informed 
decision. 

• Reference the interview--mention how you were 
impressed with their specific experience or mention 
the training you can provide that aligns with their 
career goals.  

• Follow up with an official email that includes all the 
information about the position and your offer, such 
as the start date and the name of the department 
manager.

Don’t:
• Wait too long to extend an offer, as this gives the 

candidate time to accept an offer from somewhere 
else.

• Devalue candidate with a low salary offer--pay what 
is fair and industry standard, be willing to negotiate 
when necessary so that you can start off on the 
right foot. 

• Expect an answer right away or give an 
unreasonable deadline for when they need to make 
their decision. 

• Forget to follow up after an offer, or between an 
acceptance and a candidate’s first day. A tentative 
acceptance is not a contract. 
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B)	ABCC:	ALWAYS	BE	CLOSING	CANDIDATES
In order to ensure all the time, energy and money you spent on the recruitment process was worthwhile, you want your final job 
offer one that your top candidate can’t refuse. Follow these tips in order to make sure you will always be closing candidates (ABCC). 

TIP #1

Sell the candidate on company culture and lifestyle from the 
start.	According	to	a	2015	LinkedIn	report,	the	top	three	factors	
that	prompt	a	candidate	to	accept	a	job	offer	are	compensation, 
professional development and work/life balance. Additionally, 
Inc.	discovered	that	64%	of	US	millennials	would	rather	make	$40K	
a	year	at	a	job	they	love	than	$100K	a	year	at	a	job	they	find	boring	
or	unfulfilling.	This	means	that	a	candidate	is	more	likely	to	accept	
your	job	offer	based	on	your	entire	value	package	rather	than	just	
the	salary.	By	the	time	you	make	the	job	offer,	your	candidate	should	
have a good idea about your employee culture, your opportunities 
for	career	development,	your	standard	and	unique	benefits	(from	
annual	leave	days	to	monthly	employee	retreats)	and	your	office	
location or set-ups. 

TIP #2

Align the opportunity and your company values with the 
candidate’s values.	According	to	Forbes,	millennial	job	seekers	
want	to	feel	empowered	that	their	day-to-day	work	is	making	a	real	
impact.	Show	your	candidate	how	your	company	is	working	with	the	
community or enhancing your industry, and outline how this position 
will	give	them	the	opportunity	to	make	a	difference	with	something	
they care about. Additionally, if your candidate mentions how highly 
they	value	a	healthy	work-life	balance,	explain	your	company’s	
policies	for	paid	leave	or	remote	work.	If	they	value	creativity,	discuss	
the problem-solving responsibilities of the position.
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TIP #3

Make the candidate feel valued as a potential employee. 
In	addition	to	explaining	the	benefits	of	the	job,	you	also	want	to	
make	this	particular	candidate	feel	appreciated	and	wanted	for	their	
individual	values.	You	can	do	this	by	making	them	feel	like	part	of	the	
team and putting them into contact with important team members 
throughout	the	recruitment	process;	in	fact,	94%	of	candidates	said	
that	being	contacted	by	their	prospective	manager	can	make	them	
accept	a	job	offer	faster,	according	to	the	LinkedIn	report.	You	can	
also describe certain activities that will be part of their onboarding 
process,	such	as	a	first	day	lunch	with	the	team	or	a	tour	of	the	
office	building.	

TIP #4 

If your top candidate is wavering or seems unsure about the 
offer after its made, don’t be afraid to ask them why. You can’t 
resolve	a	problem	unless	you	know	what	it	is,	and	some	factors	that	
may	be	holding	a	candidate	back--such	as	a	long	commute--can	be	
easily negotiated, such as with an annual public transportation card 
or	the	option	to	work	from	home	one	day	a	week.		

“94% of candidates said that being contacted by their prospective 
manager can make them accept a job offer faster”
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C)	HOW	TO	HANDLE	COUNTER	OFFERS
If you’ve narrowed down hundreds of 
applicants to that one perfect candidate, 
chances are their current employer will 
make	an	attempt	to	retain	this	valued	
employee.	This	can	result	in	a	counter	offer,	
and if your candidate accepts then you are 
back	searching	for	another	perfect	fit.	

In	order	to	combat	counter	offers,	you	
need to stay in contact with your candidate 
between	their	acceptance	and	their	first	day.	
This will assure them that you are excited 
to bring them on board, and hopefully they 
too	will	be	looking	forward	to	this	new,	
great opportunity. Start your onboarding 
process immediately after their acceptance 
by	inviting	them	into	the	office	to	meet	
everyone. You can also invite them to any 
fun social events that your company is 
hosting to give them a taste of their new 
office	culture.

If	the	situation	of	a	counter	offer	arises	and	
the candidate decides to consider it, remind 
them why they decided to look for a 
new job in the first place and how your 
opportunity is in line with their career 
goals. If you haven’t already negotiated 
salary	or	benefits,	this	would	be	a	good	
time	to	discuss	where	you	can	offer	more	
and	what	your	final	offer	is.	You	should	
also reassess what they noted as their 
professional motivations and priorities in 
the interview process so that you can exhibit 
how this position at your company is a 
better opportunity for their individual needs. 

At the end of the day, though, you don’t 
want to guilt or manipulate a candidate into 
choosing your company. Your interview 
process can be useful in assessing the 
candidate’s true motivation for leaving their 
current	company;	you	want	to	make	sure	
that	the	candidate	isn’t	just	looking	for	
an	opportunity	to	receive	a	counter	offer	
from their current employer. Your new hire 
should be excited to join your team, and you 
should both consider their acceptance to be 
mutually	beneficial	in	order	to	increase	their	
engagement and retain this employee for 
years to come.

“In order to combat counter offers, 
you need to stay in contact with your 
candidate between their acceptance 

and their first day.”
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Conclusion
The recruitment process is multifaceted and complex, but with a strategy and a 

plan it can also be extremely successful. According to a LinkedIn report, 87% of 
active and passive candidates are open to new job opportunities. In order to get 

the top candidates to choose your company this year, you should:

1. Coordinate with your business heads and hiring department to create a 
recruitment strategy that will help you find the right candidates for your company. 

2. Work out the recruitment budget that works for you by factoring in internal and 
external costs, such as onboarding and employee referral programmes.  

3. Perfect your employer brand and company culture with everything from a catchy 
careers page to a holistic wellness programme in order to attract top talent. 

4. Source candidates on the top recruitment channels to find the best active and 
passive candidates for your company. 

5. Make your interview process successful and efficient by asking the right questions, 
assessing soft skills and trying a non-traditional style.  

6. Always be closing candidates with compelling and respectful job offers that 
outmatch any counter offers. 
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Conclusion
In addition to these six steps, consider 
implementing BidRecruit’s recruitment  
software into your hiring process to save your 
hiring team time, energy and money. Our  
user-friendly software helps you streamline 
your job description across 16+ job boards, as 
well as your careers page and social media sites, 
and we can even connect you with over 150 
specialist recruitment agencies. 

BidRecruit also uses A.I. technology to help you 
screen CVs and send automated customised 
emails to candidates. Proven to save you 4-5 
hours a week and 75% of your recruitment 
costs, BidRecruit is here to help you hire 
smarter, hire quicker and hire better. 

BOOK A 
DEMO

https://www.bidrecruit.io
https://www.bidrecruit.io/schedule-a-demo

