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STRATEGY 1.
ROLE DESIGN

According to the market research, the single most important
reason why employees quit their job is because the work they do does
not have any meaning or purpose.
This is why taking time to think about the role and asking yourself 4 main
questions, will help you not only create a killer job posting but also define
the core purpose of the job and set you up for success in selling it to the
right candidate.
Here are the 4 questions:
1.What is my vision for this role: what challenges in my business is this
person going to solve?
2.What are the values and behaviors that I am looking for in dream
candidate?
3.What hard and soft skills the ideal employee in this position should have?
4.What does success mean for this role and how am I going to measure it?

STRATEGY 2.

Now that you have designed the role for internal purposes, you can move
on to preparing a job description.

KILLER JOB POSTING

Keep in mind that writing a job description is really like writing a copy. You
want to attract the best talent to your business.
At the same time, a great job description will be doing a preliminary triage
deterring the candidates that would not be a good fit and saving you time.
Here is how to write off a killer job posting in 6 points:
1. Come up with an attractive job title.
2. Introduce the job in one paragraph.
3. Introduce your business.
4. In the main section describe the position in more details and sell it!
5. Describe the application process
6. Summarize why your dream candidates should apply?

STRATEGY 3.

As the applications start pouring in, performing proper initial screening
will save you lots of time down the road.

INITIAL SCREENING

Note: You do not need to see or talk to every candidate that applies for the
position. Reading the resume and cover letter and knowing what to look for
will tell you a lot about the candidates.
Here is are a few basics you want to look for:
1. Proper spelling and grammar;
2. Customization of the application to your position;
3. Candidates’ employment history: are there any gaps? what is the average
tenure at a job?
4. The indication of your go-no-go skills
Once you pick the candidates you’d like to interview, start by setting up a
15-20 mins phone screens. Pick 3-5 main questions, same for all
candidates, where answers to them will give you a clear indication if the
candidate is right to move on to the next stage or not.

STRATEGY 4.
CORE INTERVIEW
PROCESS

If you can conduct the main interviews in person, this is your unique chance to get
to know the candidates better not only by what they say but also by how they
behave and not tell.
If the position is remote and you are unable to see each candidate personally,
ensure you do a live video conference so that you mimic a real live interview as
closely as possible.
A few core strategies can be applied at this stage:
1. Ensure you are not the only interviewer. Engage other people: HR, colleagues,
candidate’s future teammates or even friends if you are a solopreneur just starting
to hire.
2. Divide the roles so that each person can focus on a different aspects of the
screening (hard skills, soft skills, body language, culture fit, etc.)
3. Debrief with all interviewers before moving to the next stage
4. Shortlist the candidates after the first round and see the successful proponents
at least one more time. The second in-person interview will allow you to drill down
on things that you did not cover and/ or the ones with which you were not fully
satisfied the first time around.

STRATEGY 5.
JOB OFFER

Before you offer your dream candidate the position, take time to do a reference
check. As excited as you might be to hire them ASAP, skipping this step never pays
off.
Ask for at least three references and if you cannot get hold of them for more:
- Design your questions so you can find out things about the candidate that are
important to you in their new role;
- Listen to what is said explicitly or what is not being said i.e. read between the lines.
No matter the job, asking the candidate to provide criminal background check is
always a prudent practice.
If your future employee is currently working do not make them quit their current job
cold turkey. Respect other employers’ business if you want yours to be respected.
Have your HR department or lawyer prepare proper offer letter that spells out the
conditions of employment (PS. make them as attractive as possible).
Present the offer to the candidate, have them sign it, and along with it submit any
other documents that you require and CELEBRATE!

STRATEGY 6.
MEMORABLE WELCOME

According to 2017 US study, approx. 34% of employees leave their job
within the first year of employment. Don’t let it be your excited new team
member!
New employees are always the most engaged. It is why their first months are your
best chance ever to turn them into loyal cheerleaders of your brand. Here is how:
1. Before the person starts, plan to on-board and train them properly.
2. Have everything ready for them on day one: their equipment, tools, and space if
they are working in your physical business location.
3. Make them feel welcome, walk them thru the building, introduce to coworkers
and other team members.
4. Talk about the culture, most essential processes and business practices they
need to know about right away.
5. Assign the training buddy or mentor for the first weeks. It should be someone
that embodies your values and way of working. This way they will train your newbie
on the systems, show in and outs of the job, and will act as a go-to person. Most
importantly, they will reinforce the culture you want to promote.

BONUS 1
30 INTERVIEW
QUESTIONS

Self-Awareness
1. Tell me about a specific situation when you made a substantial mistake.
What happened and what did you learn from it?
2. Tell me about a specific situation when you excelled at work. What was it
and what did you learn from it?
3. If I were to ask your manager, what are your 3 greatest qualities as an
employee, what would they tell me?
4. What do you think are the two things you need to improve on?
Teamwork & Work Relationships
5. What qualities should a good team player have?
6. In your opinion, what makes a good team?
7. Tell me a specific example when you worked on a team: what was your role?
And what have you accomplished?
8. What qualities do you think ideal an ideal boss should have?
9. How do you handle conflict with others?
10. Give me a specific example when you did not agree with something your
manager asked you to do. What did you do?

BONUS 2
30 INTERVIEW
QUESTIONS

Curiosity and Innovation
11. Pick a couple of most recent roles you have been in and tell me about one
thing in each you would change to improve it and make it better.
12. Give me an example of 3 things that you liked about your previous role and
one thing you did not. Explain why?
13. Give me a specific example when you had an idea for improvement
(process, product, anything). What was it and how did it improve your job,
process, operations of the company or specific product/ service?
14. What do you do if you have a problem to solve at work, but you don't know
the answer to it?
15. What do you do if you are tasked to do something but you do not know
how?
Customer Service
16. Give me an example when you went above and beyond in your role for a
customer?
17. What does excellent customer service mean to you?
18. How do you establish good relationships with customers?
19. Have you ever had to deal with an angry customer? Give me a specific
example and explain how you handled the situation.

BONUS 3
30 INTERVIEW
QUESTIONS

Motivation
20. What motivates you?
21. What are the 3 main things that demotivate you at work?
22. Tell me about 3 major changes in your career thus far; the pivot points –
what are they and why did they happen?
23. What are your values?
Technical Skills
24. Drill down on the technical skills you need for the job. Pick the most
important ones and ask the candidates specific questions about their
experience have them give you specific examples from their previous roles
that would show the mastery of their skills. If possible have them demonstrate
some of those skills for you during the interview process.
Common sense
25. Present a candidate with a simple real-life scenario from your business
where would have to prioritize. Ask them to explain to you how they would
prioritize in the situation you gave them and why. Look for the thought
process. Is it based on common sense and logic?

BONUS 4
30 INTERVIEW
QUESTIONS

Questions for a Managerial/ Team Lead Position
26. What is your leadership style?
27. What are the essentials of a high-performing team?
28. Give me examples of how you recognize your team
members?
29. Give me an example when you had to let someone go.
How did you handle it?
30. Give me an example coach somebody on a specific
area of improvement. What was it and what was the
outcome?
31. What do you look for in the candidates that you want
to hire?

CONCLUSION
First, I want to take a moment and thank you for your time. I hope you found
this guide useful and will be able to apply some strategies in your future hiring
endeavors.
As you grow your team and realize that managing people takes time and effort,
I can help you overcome any challenges you may encounter, yes with hiring too
:), and become the best leader you can be.
Great leaders bring the best out of their people and build cohesive teams. With
that they tap to one of the most significant competitive advantages that their
businesses have.
You can accomplish so much more with cohesive and high-performing teams,
where the outcomes far exceed the mere sum of individual contributions!
I know because I have done that over and over again in my corporate career.
Now I can help you as well to do the same: fix any issues and bring out all the
potential your business has through its people and processes.
You can find my contact information on the next page.
Let's talk!

Let's talk!
WAYS TO REACH ME

EMAIL
maggie@stairwaytoleadership.com

PHONE
1 905 995 3612

WEBSITE
www.stairwaytoleadership.com
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MAGGIE PEROTIN

WWW.STAIRWAYTOLEADERSHIP.COM

