How to hire

The best person for the job

(Who hired this person, anyway?)

By Gregosy P, Hawkins, J.D. and
| Clawds T. Hawkins

O GET IN A CRUNCIL One

il your best erployees decides (o
lenve the company amd you simble o
advertise, sterview and hire o replace-
ment. Six munths Inter she oo feaves.
Wous start the process orur, b you wor-
det bow maueli huve you loa?

With a base salary of $1500 1 month,
after figuning in recninment, frnge ben-
efits, training, ¢1c., the tangible codt could
be abonl 5170000 However, scconding
to Michnel Rioadin, president of Rior
i and Associatss, o Kansss City man:
agermen| conculing i, the figure could
be muel higher. Ax poted in the Febru.
wy. 1902 jssye of AN Maogazine, ho
pogs the smomt o pcatally seven
vimes thist—% 1 36,000,

17 wou fiewd this figuee difficuln o be-
licve, take @ moment b0 cabalase the
coltaterl costy, I's hard 10 quantify the
comseguenses nf lowered morale, missed
silles o custnrmers who losa confidence
i vour company ant wok their basincss
clseshicre. You also squandered all the
favorable bencfits of hring the rght per-
=oer. The positive inlluence on yourean.
the enbuinced cetomer boyalty, the new
fdcax, the increased cash flow. Pechaps
Al mipght have become yous nesd nwn:
uger of o future depanmant bewd?

In this decide. when comphumes. ine
munning keaner, 1p misemich sn cmploy-
oo =md o Job can be a meinpomble, if ol
muosumerenl mistake. Crowing ommpa-
mies are equally & ks o than ane
company has made the mistake of o
suming thit explosive growih meant
pusanlesd fuimme prospeniiy,

Whai's the solution? Some hitng
methods amd synieom are 5o, complex
they requine n eomputer (o docipher the

-resulis; At the other exticme, managers
who rely predominately on'gul resciion
are couning dissir, o

S0, s i |0 gl o Yo chune-

o of findme the perfoet cmphoyee—iemd

dokng M comtivently - the following st

s can belp you doshle or triple the
elfectivensss of your hiring clivices.

= Wrile a complole job description,

-8,

Thie i the fowwktion of the search tind
ailihoeph you ma conder it & nuisance,
it's erftical IF you already hove a joby
description, chiaces are it mey be anly
Tl a job description. :

Mot job descriptions consist prima-
rily of horizontal infrematioo—the hand
data This includes the insining alior
edication required, the functions of e
joi amil how 1o perform (he pob: This is
oo axs far as 1 gocs, bul ln view of new
and swiscping anti-discrimbaation kejgis-
lation, protect yourse by dividing his
ifomstion inie calegoncs of Empaor-
Lnnce. _

[roim less Important Tunctions. You
wonild cormainly roquire a delivery drivir
1 bold a volid drivens license, bat the
s sy ol agnee thi LS @ necessity fiw
i onder cherk, onc who pocsionally ot
skl o ren o ermanid. This also s you
know which job reguirernents yoo need 1o

ermphisdre when you terview.
« Vertical data. The miosl Empanant as-
pects of 2 ood job deseripion se alio
thie Ares many moansgers ovetbood—the
vertical data, This is the sall daz the
sufl diffcult to quantity. For example,
whal are the paserns of bekavioe of the
ernployoss whio une doing a siperior job?
Wit makes them stund ot from the
piack ! How do tiey build momle smong
Ui eo-workenT )
- The cendidata profile, L thee cm-
loyaes o esiablish a wmplate ormodel
for future hives. 1 you don’t have exten-
sive penonal expenence with them, ask
their immedinte supervisos (o give you
examples. Be sure the cxamples iflus-
irats the persosality profile of the em-
plovee, more than bow many widgets
they sell or produce Get apecific und
think about the reasoes these traits shoukd
be duplicated in futune hircs.

While you e exanrining the omique
takenits oof o poad exnployec, makie a lisiof
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The best person for the job

the s Dihets sl persosalily s dhot
histoncally, have peoven disuppainiing.

Moo, Lk o slep [anher Thenk sl
the pesales of Biring e nighe pemao lor e
Joby el Bt e prosinilinnes, o be peaks-
b I e job dioes pod repaine an MEBA,
don'n B i, Overguodified eniplinoey com
grow boead o feed staflod i poby oo sim-
e fio teetr gualificom,

Aumong the mumerous mlvantopes of
developing o realistic candidate profile
are pwo powerful but intangible e
fizss | pwout g into the meryview process
with a'sense of prepancdness. asd 2)vou

feel 3 rencwed mrinmls ol expecision.
Eviery persos [ basbness has expencnood
the slmost phensmenal way thisl posd-
pive attinnle cun wmsnslate o sueosa

The interview

MMont cxperis agree thl dn -
tuered interymew is the heat effective wity
o ek a new endoyee. Some raak i as
bigthe mone than 2 toss of the dice. The
fodlowing improve the odds comsiderably,
= Employ a seript. If an inlerview were
o homle, few wiould argoe that you own
the high grownd. I's your office and you

sil in the Dz Chaie. Yed maore Uum one
carprorirder s kst 4 war throedh over-
cunfidence.

Vooa ) moses bo pen ander Use comdidane”s
P il B o she (oes nod wiind e,
They anly wani to show voi their best
fentores, and oncerv by [ande s et
piveeal 1o your decision. Wll<lesipned
suestions belp vou achieve yoer poal,

Sonipling questions o disover bodi-
rontad informution (hard data) s fairly
casy. Become of the effon yoo pul indn
cheveloping a job description, vou alncady
kemors: o miuch schooling o work ex-

_ pericnce you e secking.

The Saddie:

A Supe-COI oA e
Sl Semtitlve Chode
pontact fecl and o
Dl Fighe

= Total rider Supgson
T Py it ot
it fferenco

* Dachisdve Swiss
fill grasin boather
(fer haod woas)

= Flew|vithe Bailles
sitaps lor salery

= Fiall "Lisro™ cun-Bastl
et aicrers whder

fange of harse and
riser i

INTRODUCES S€¢6—

A BRILLIANT NEW DESIGN WITH TRUE INTERNATIDNAL APPEAL

The Tree

* A robisd now concept in
trycitional spring tree
deaign

* for soengehe 18 Lyen of
mdnaded bestinwodd,
Sweclish dteel boad plates

* Exghutree dsvdrel-wisning
manulaciureg techedque

* 5§ year wristen warranty

* Horse B M-MW-W

= St wlnes: [G b2 o 15

Style Drescage

Seyle s

* Avallable at a reasonable, afforclabie price you won't belleve

* Madle in Dressage and General Purpose models

* The best resecarched saddle to date

* Manufactured with uncampromiding standancds of craftsmanship

MNeed 1o know more? For information call:

Srgle fiz ¥ on AETIOHCARD

o

Ferreting ol vertical inlormiihon—
the canbidaie’s clankcier wnd petsoiall-
Iy tr=t., Bow tlie person wiorks, cle—is
e diiMicell End will alimesely deeer-
mine wins sts e Ely, Open cadod gues-
tionns thue call [or subjeciive answers will
ferve Hwe erpinas best,

Canililages will have prepuared on-
awers formany sock (ustions—"Whee
il you) want 10 be in fve yean™ And
kg, "What woukd vou daif " may
telegraph the ype of aaswer you wanl.
1T yoer question sugpeis thie yoo like
aggrresaive penple you have refmquashed
the hagh grouricl. A simees appbcint will
iry. 1o convince you thal he or she 15
gyewive, evern il Lok is nol the cne.

Pt oslighl spow i the guostie. Fuor
exangple, THow would you coumss] i
fellow worker who o dibscoarngal ™"
Enean a simall el of persgactive, pul-
b e i e peorcitom of Counsclon eathi-

er Ml oy ey wulil persomslly aner
eonie discoimgrmenl, can heln 0 ool
(herr sl pmd grive yomn s ol insjoe

Follow with 2 secone quedion, “Why
wwnlakd Yo advise them in this way’r
There may b shigh postse o the sppli-
cant kooks mside themselves for the an-
vwer. Give them aomoment bocase this
% Y0 OpponUmity 10 pet i beter ook w
their rue natare

Thas iype ol folfow-ap guestion abo
Wk el il B st 17 s sirc-
e 1 conrecily, o can ogain s|ip past
ihe groomod exicnion and cliser io the
geniine person. “THow dad Yoo inoease
saliss by 27 percet ™ Lie wionds sich as
ex i, review . mml describe,

Arhier re o L prefrare (e sions
helore the intorview is so il you o
sk the same tjuestions vl cach nppli-
cunl, Unstnectirsd questions will deiy
comparisons of the canilidates when
all the interviewing ik finished. Almosd

a5 tmperrtang in Gosday < finigious @mo-
sphere, prepared questions help you o
| avodd qestions that can lead o' charg-
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es of discramimadion

« Let the applicant talk, An cifioclive
interviewer Hsters S0 porcent of the time.
brund s slbvorithes sy il shouldd be B
percent o Lhe G, Talking too much
imcremes the Bikeliliood of revealing wiia
the imterviewer waile, When too much
Uinie is spent selling e company o Lhe
position, pot enough infornistion i
gleaned anil 1he inerviewer must ey
100 Beavily on impresions,

Dizciiss the company and (he job =

the end of the interview, when you know
moee alsowt the comilidate, Then you can
tailor the infomutinn, anid you imay de-
cide o ardd mame or cul i short, depend-
ing on how (he inlerview wenl. Intor-
viewers who spend most ol the time tlk-
ing wend @ fecl better aboat the inter-
vicw than is justificd
« The Haefo Effect, Which brings os i
e =1 Lanl s B Vit ™ W hcnn it cemmoah silad
infomuation s pthered—iypical of ihe
unstrociured | inberview—doCisionm une
made nob becmise e peron it e job
bt becamse. they [t the jitervicwer of
becanse’ they ook pool 1104 i sl foct
that countless had hiring docisions ne
mile because munagers tond to hire
cloaes of thenwelves. My Imerviaw-
ers make o decisivn 8 e fimst x to
wipght miptes, on such things as anile,
N handihakie o how they does The
Haks Efféct means that the maanager hires
“n mice person’” rather than the “hest per-
<o 1o o the job™
« Take notes. Don't sibotage all the
T ok s b puae into the process:
fake nusles. Jul dhram key poonts and guus-
ttstive disy (o e @ moee metbodicad
commparyaon. Suocesaful intenvicwers of-
len mule the prospective coplovess off
cach sepmenl of the intervew, Withinm
notes subtletices are kost atd impressions
logspe MNoles il alloow Yk i aak beper
fuecstion when checking referenoes.
» Chech roferences, AL thiis poins yi
v @ pretty poodd ke of the stremgths
and weikmusses of the camdidmes and
you muiy med fosl |t peessary 10 check
references. Further, you are probably
tiresd, i mot exhausted, by the whole pro-
coss, Do o anyway,

Aside from the| msiness, benefits ol
properly conducting 2 relesence cheel
e conseguences of ot tiking *reason-
bl care™ o venily references can prove
disastrons. Should your cinployee com-
el  feboriy or hun someone. whether
om g clock or o, if thoy have a hiso.
ry of such aciivity and gained acosy 1o
ke person o place hecatie of ther iv-
socuition wilh yoiir comjiasy, yoo could

ALOUST 1993

b bl liablle. Awirds mugs 1o six ig-
s, il they 2re nod unoosmisg,
= Trust your intuition. 11 Uss hinmg gaine
couhll be completely objective and logi-
cal. muching prospevlive ¢mplovees
with jolyalos would prove as simple 2.
coanecting the dats. No one hi yet ie-
vl sach o solution. The abowve mon=
Ul nechnigues will help you 1o quin-
tily amd make your selocton. process
mione comsiatent, butin the end. do it
dliscrnant your infuiton.

Intuition is the pereeption. of iruth

withoul the berefil of neaseaing or husd
focrs, Heraever. intuition i weeadly bawed
on experience of (o perecivod 2 o sub-
comious Tevel. Siccedsiul cxccutives,
masgers and bugmes owners all o
Mhee il in the decivionsmaking . process,
with powerlil resnfie

Y e, you shouli] dio everything in your
P 1o ks the Riring process as sy
femutic as possible. Bt you ane o pao-
fessiomal o you woulin’t be siting =
the big chair. In the final smalvas, troa
your expericnee and your intuition.

Our 1st time at
SPUR

English & Western
Trade Market

Visit J=

at booths 43-45 in

the Atrium area of the Holiday Inn
at King of Prussia, August 14-16, 1993

Il SHOW SPECIALS It
5% Discounts

The Sgyehesive Disinkerar™ 0f

= See one of the World's #
Largest selection of POLO'S

% Huge selection of

Neumann®Tackified Gloves  Blankets, Coolers, & Sheets

Zeded Receive Our New 1993 Full-Color Catalog <r=ri

( @ e

Manutacivrer of Fine Cuallly Hatse Clathing and Equipmeant

P.0. Box 430 - 2250 Kanskll Avenud

Pnone (614) 335-5121

Washingian C.H.. Ohio 43160
USA

Fax [B14) 335-3731

JACK'S SELLS TO DEALERS ONLY
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