*® o
® o
\...

% #
Ny ) :..
’

STARTING SMART:
The “Everything You Need to Know About Hiring” Workshop
Kurt Chapman, Human Resource Senior Consultant .

Sharon Harris, Human Resource Senior Consultant

Katie Kammer, Pre-Loss Employment Attorney
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Start with...The Job
Description

= |dentifies job tasks & responsibilities
= Minimum and special qualifications
= Knowledge, skills & abilities

= Competencies
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The Job Description:
The Solution to So
Many Problems

= Performance Management
— Coaching, Evaluations
— Discipline

= Organizational Structure

= Legal Compliance

= Give specifics (especially minimum and special
qualifications)

= Be objective and accurate

= Connect qualifications and requirements with needs of the
position

= Use a professional tone
= Focus on the future
= Anticipate need for flexibility .




= Don’t overload essential functions
= Avoid jargon or terms unique to your organization

= Eliminate terminology that could be interpreted as
discriminatory

= Be wary of establishing unrealistic expectations
= Don’t rely on outdated criteria
= No mistakes

Hiring for...Admin Assistant/IT Coordinator
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Define Your Hiring Process

The phases of review:
— Application review and scoring
— Interviews

— Additional consideration techniques: skills demonstration,
testing, meeting stakeholders

— Offer
— Background and reference check
— Pre-employment exam




= Application complete?
= Review for minimum qualifications
= Review for desirable experience

= Use job description to match strengths of candidate
= Consider transferrable skills and experience
= Knowledge, skills, abilities and core competencies

Did you c_heck the
applicant’ ial
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Application
Scoring Tool

But don’t forget Oregon’s Veterans’ Preference Law.

* Qualified?

« Eligible for preference?

» How is preference applied?

» Document, document, document.

— Minimum and special
— Transferrable skills

As the
applications roll
in...

Prep for the
interview phase.




Review the Job
Description

Choose the
Interview
Format

Develop
Questions

Test Drive the
Questions

Develop Rating
Scale

Choose and
Train the

Interview Panel

Review the job description. What do we want
to learn?

1. Knowledge
— What the candidate knows, or how they think
2. Technical skills
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— Ability to apply technical skills
3. Interpersonal skills

— Ability to maintain effective and cooperative
working relations
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= How are we going to get that information?
— Consider different interview styles:
= Panel Interview
= Skills Test
= Executive Interview

= Make sure that employees conducting the
interview are trained




Technical Interviewing

= Questions are based on measurable knowledge — skills
test or questions which require a correct technical answer

Behavioral Interviewing

= Questions based on actual past behavior

Situational Interviewing

= Questions based on hypothetical behavior

i Questions are
glrlecggfé?ﬂtfs prepared and Rating scale is
same questions reviewed for used
q illegal questions

Interviewers are S o

in agreement on more legally

acceptable :
SRS defensible

v Why are you asking the

questions you are

asking? Eé'n«wo“ni’a.‘
v What do you hope to i |
learn? “ /
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Tell us about a What

v Are the answers
applicable? it matareyour




= Marital status = Family composition/
= Age issues (i.e., childcare)
= Sexual orientation = Disability, illness or

medical conditions, or
absences due to illness

= Political affiliation

= Religion

= Race/national origin,
ethnicity

)

Evaluate
these
questions!
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Well Qualified

Demonstrates full understanding; fully knowledgeable to
meet minimum standards of job requirements

Qualified

Demonstrates understanding to meet minimum standards
of job requirements

Somewhat Qualified

Demonstrates some understanding to meet minimum
standard of job requirements

No Experience

Does not demonstrate understanding to meet minimum .
standard of job requirements e

Preference

Preparing the Interview Panel
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= Consider panel composition:
— Interview panel of more than one!

— Diverse interview panel (age, sex, race, position in the
organization)

= Train the interview panel
= Test-drive the interview questions
= Discuss the rating scale and preferred answers

Questions?

Do not be afraid to ask dumb questions.
They are easier to handle than dumb
mistakes.

— Unknown
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CIS Pre-Loss Employment Associate Attorney
503-763-3860
kkammer@cisoregon.or:

Sharon Harris
CONTACT CIS Senior HR Consultant
503-763-3843
IN FO sharris@cisoregon.org

Kurt Chapman
CIS Senior HR Consultant
503-763-3842
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