The 21 tips and tricks
they don't teach you

at Harvard

Business School '
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7 Thanks for downloading our new guide to recruiting.
C There are actually 31 tips but we thought 21 was a
slightly more catchy number! Feel free to quote, copy,

ZOdO distribute, tell your friends_ and generally do anything
smart hiring you want with our e -book.




1. Write a proper job description

Sounds obvious right, but you'd be amazed at how many companies write very poor job descriptions. If you're going to
advertise the role somewhere, makeare the text of the advert covers 3 things. A summary of who you are as a company,
a summary of the key functions and tasks this person will do and lastly the minimum requirements you'll accept. Every
good job description should be laid out with 3 distiheadings:

1 About us (the company)
1 About the role
1 Minimum skill requirements

Oh, and in the last section....... the minimum requirements of the role..... nsake you list measurable criteria. Simply
saying....... ‘energetic' or a 'great team player' isn't going to help those who are not approfwiatdf filter themselves.

Who is going to say they're not energetic or a great team player? Much better to..sdyxperience working within the

finance team of a mobile telecoms company. You must have experience of managing teams of at least 4 people, as well as
experience working with Sarbanes Oxley compligsoeedures'.......... or words to that effect.

Th{:}t way the candidate can realistically self filter themselves because the criteria is measurable. They either have that
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2. Lots of relevant keywords....... the first 100 words
are critical

When job seekers do a searchforajpbS i Qa &l & W2 So 5S@St2LISND AYy [2YR2y> (K
YydzYO SN 2F GAYS&a GKS LIKNIaS w2So 5S@OSt2LISNDR Aa tAaad

also place weight on whether the titte matchésKk S {1 S&€ 62 NR &a4SI NOKX FyR K2g KAIK dzL]
5SSt 2LISNR A& odzi & | 3ISYSNIf NHz ST GKS Y2NB (AYSa @&2dz

So if you're going to advertise on a job board make sure you use lots of relevant keyagohiigh up the job text as
LI23a4A0fS AdPSd (KS a2NI 2F g2NRa GKIFIG OFYyRARIFIGS&a oAttt o
5SPSE2LISND & YIre GAYS&a a &2dz Oy TSI aAof & Rérmadgupi K
job adverts with lots of keywords so if you want to get above their jobs in the listings.....you'd better do the same.
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3. Lots of relevant alternative key words

Occasionally you will advertise a role where the key words or phrases mayhanetives that are regularly used in the
industry.

C2NJ SEI YLX ST AF &2dzQNB | ROSNIAAAYT F2NI I tdzofAO wfa GAz2
aSIFNOK 02E YR AF @2dz KI Sy Qi 68R) yourdop S ilikéKiSapge®® Sy G A O £ |
{2 AT @2dz2Q@S 3F20 lyeé ¢62NRAKLIKNIA&ASa GKIFIG KIFEIGS |fGGSNYIFGACL
(ideally at the top).

Another obvious example would be a Sales Manager vs Business Developmeht MI& N | 2dz YA IKG OF f f
5SSt 2LIYSYyd alylF3ISND o6dzi AF | 2206 aSSTSNI aSINOKSa F2NJ W
the bases and mention all possible alternatives as much as possible in those first 100 wertsbT™@a Yy 20 KAY 3 41
doing this at the start of the advert text on the job board to make absolutely sure:
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4. If the job Is a new role............... TELL THEM

Have you ever recruited a8y U ANBt & ySg NBfS |yR yS@OSN
2dz0 2y | A2t RSy 2L NIdzyAde G2 YIS uKS
If the job is a new job............... TELL THEM:

W5 dzS i 2inugddgiddvtiOvie ré recruiting a new position BfE EE E E Q

or words to that effect.
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5. Sell the company with a killer fact immediately

Ok, we realize that not all jobs are amazing, not all companies are terribly exciting or the industry the coipgratgs in
BUT there are a few things you can do to make the job more appealing.

There is always some interesting and appealing statistic that the company has got.

When describing the company, make sure you add in a measurable and impressive statistisort of killer stat that will
AYLINSaAa®d 52y Q0 2dzad a4l @ dddddddQ2 SQNB || &2dzy3d yR FlFad 13

W2 SQ@PS IANEOGERTNRY AY 2dzad o &SI NBRQ

or
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or

w2 § | NB GKS YIFENJSG €tSIFRSNIAY EEEEEE ¢6AGK 20SNI npx 2F (K.

Anything really. Just put an impressive and truthful statistic written right at the top of the job description to grab their
attention.

Have a look at any direct employadvert on any job board and ask yourself the question: Does that sound like a great
2L NIdzyAGeK LF AG R2Sasx GNB FyR O2Lk® 4KIFG GKFG O2YLX ye
and some not so good ones.




6. Use a relevant indust ry job title

Whatever you do, don't be tempted to come up with some wacky title that no one in the industry is familiar with. If you're
hiring a Finance Manager call it Finance Manager. Don't call it Vice President of Cash Flow Enhancement. Remember that
job seekers will search using fairly generic terms........ 'HR Manager' 'Brand Manager' 'Web Developer' so if yoursjob title i
very different it may not appear in the search a job seeker does on a job board.




/. | f the |Job Ipaealoofaj@mppeariIr
board....

Do you ever just load the job onto the job boards you use and then not actually search for it as a job seeker would?

Recruitment agencies are very good at engineering their jobs so they get to the top of the listings and often direct
emplod SNJ 22064& | LJIJSIFNJ gl & R2¢6y GKS fAAGDP ¢KSe 2F0SYy FAYR Al
your job on, do a search and you might be surprised and disappointed at just how low down your job can appear. If your
jobisappearingonlpaS H 2NJ g2NBS (KSYy @&2dzONB aSNA2dzaf e NBRdAzZOAYy 3 i

LF GKIFIGQa GKS OFras GKSYy LK2y$S dzJ GKS 226 02 NR FyR &l
rankings for you. They know the tricks on their partizE  NJ 62F NR FFyR &aAyO0OS &2dzQNB | R
ol O1 6 NRa (2 OGNEB |yR KSfL 52y Qi 2dzad FIRR GKS 2206 2yi?2
the work for you!

hKX YR ¢6KAfad 6SQNB 282 diNS2 2a2 2ISI0LIS 2N DK S0 a3 da K2IBNR
exact location the job is in because invariably your job will appear close to the top. So if the job is listed with a central
London postcode, when you search for the job as a job seekeld, try using a more general search such as London,

NI §KSNJ GKIy GKS SEIFOG aly$S L2aiO2RSe ¢KIFG ¢l & @&2dzff 3
hundreds of other jobs before they might see yours.




8. Please, please, please. ....... test the application
mechanism

When checking the job (see point 7 above) please check the application mechanism on the job. Literally, click on the apply
odzid2y FYR 4SS gKIG KIFILWISYyad L 2dz g2dzZ Ry Qi o6 &ef thed ensail (1 KS
address wrong, or the redirect to their website/ATS is wrong.




9. Legally........... be very careful what you write

Employment legislation in the UK forbids the use of words or phrases which imply a certain amount of years of experience.
The only criteria you can assess someone on is whether they can do the job, not how many years of experience they have.
Which is as ishould be.

Words or phrases that appear to suggest a minimum or maximum amount of experience could be used against you in an
employment discrimination case.

|l RRAY3 | R2eSOiGA@BSa tA1S &a&SYyA2NE SELISNASyseSiks 2dzyA2N) SGO
W 2dzQff ySSR I YAYyAYdzy 2F o &@SINAR SELSNASYyOS 2F EEEEEQ

Much better would be:

W 2dz gAff ySSR I RSGIFIAfSR (y2¢6t SRIS 2F EEEEEQ




10. Try a cv database search

If you want to recruit directly rather than use an agency, you can often buy aadagss to the cv database of a major job

board.

LG OFy GF1S I oA0 2F 62N)] G2 &aSIFNOK GKNRdAzZAK AG>X odzi &2
gKATfad y20 FOGA@Ste t221Ay3> OFy 27F0Sstda®dé ondSoblbadRndd e |
KFayQid ¢2NJ] SRZI 0SF2NB é&2dz 32 | OOSLIWIAy3I O@a FTNRBY |y | 3Sy
the cvs that agencies have are the same cvs sitting on these databases and get them directQ.f..fyoud I @S | F 2 NI

Almost all decent sized job boards will have a cv database that you can look at, often for less than the cost of a.job credit




11. Use an applicant tracking system (a free one)

Still using email to get cvs in? Oh dear. There desvareally good systems out there that can help you manage your hiring
programmes for you. The system does all the donkey work for you like bulk rejecting applications etc......... all saving you

precious time.

http://ww w.ikrut.comis a great example........ and it's completely free] = a2 &S QNB AaSR 06SOI dza
NE | 0 K

| ttoA 0 R 2

2F O2YLI yASa dzaS Ad F2N) 0KS @OSNER 3I22R
lose?



http://www.ikrut.com/

12. Always list the salary but.......

£25,000- £35,000......... sound familiar?

You might as well just tell your preferred candidate that you'll pay them £35k. When buying a car do you tell the salesman
what your real maximum budget is? Thought not.
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13. If you don't want to interview someone then reject
them. | tos Just polite

Ever put or read this in gb advert:

W5dzS 02 | yKAFSYKI ACCMLEYISSR F | LILJX AOlF GA2yas 2yteée OFyRARIFGSaA &

The number one gripe jobseekers make is that they never hear back after submitting an application. It does nothing for
your brand to annoy them like this. Even if yoarw them that you may not contact them, if they've put the time and
effort into applying the least you can do is let them know what's going on. An applicant tracking system can do all that for
you with the touch of a button. Remember, a disgruntled job laggmt isn't exactly a walking advert for your products or

services.




14. Don't walit until you've got a shortlist of candidates
before you interview

If you read a cv that you think is suitable............ interview them ASAP!!! Why oh why do so mganeswait............ T
just hold off calling them to see what other cvs we get in'. Er no, if they're right now, they'll still be right in 2 veeks b
they might not be on the market then. The longer you wait, the more chance you've got of losing the




15. Don't rely solely on interviews

If you just rely on an interview to assess the candidate's suitability the likelihood of that candidate turning out tcebé a g

success isn't terribly high. Add in psychometric testing, assessment centeray itasks, technical tests
you can think of really to reflect the person's day to day duties. Lots of people look great at interview but put them under

pressure with a task and they fall to pieces. Oh, and vice versa of course.

........... anything




16. Consider a pay per click approach to sourcing the
right candidate

The traditional way of sourcing a candidate if you do it yourself is to plonk a job advert somewhere like a magazine, or job
02FNRP® ¢KIFGQa FTAYS o0dzi Ol gbbaalls ad®piini fuBlicafiofs ake Aede@ th&ap.dza A y 3 H

You might want to try the new breed of job search engines like Simply Hired, Indeed, Career Jet. They allow you to
synchronize your jobs from your careers pages and have them appear instantly (and ftee)ra@ite. You then just pay

on a pay per click model, paying a specified amount each time that job is viewed. This means you can set a budget and stop
I ROSNIAaAy3d GKS NRBtS gKSYy @&2dz SAGKSNI FAYR GKS LISNFSOU O

L 0 Qualikedh® Bigproach your company would use to advertising on Yahoo, Bing or Google where you would sponsor key
g2NRad® LT e2dz R2y Qi 3ASG Ftye KAGaddooddde2dz R2y Qi LI & | ye




17. Lies, damned lies and statistics

C2NJ OKA&A 2yS @2dzQ8R | o0&8206dzl $REOBERY BRI GS8 YByl3ISYSyd aeai
NEONHzZA G I NREfS F2NJ GKS SIrad |yY2dzyd 2F &aLISYR Ay GKS &l
candidate has come from in previous jobs.

A good ATl LINE A RS RSUGFAf SR NBLR2NIA F2NJ éd2dz a2 &2dz Oy ARSYI

{2 AT @2dzQNBF KANARY3I | 2S00 5S@OSt2LISN) y2¢5> 2ayauihireda Webl O] |
Developer to see which job board, job search engine (see 16 above) or magazine came up trumps.

You may think you know where you get most of your best candidates from but you might be surprised at just exactly what
IS your most cost efféive advertising source.



http://www.ikrut.com/

18. Free job boards........ are you using them?

There are loads of free job boards out there. Ok, so they may not quite have the coverage that some of the big players
have but free is still free and if you make just the ocmaai hire from it then down goes your cost per hireHere are
some:

http://www.jobmax.co.uk

http://www.executive-i.com

http://www.4jobsonline.com

http://www.jobvertise.com

http://www.gumtree.com

http://www.jobspider.com (US only)

http://3wjobs.co.uk

52 | D223fS &SI NOK WFNBES 220 02FNRQ yR @2dzQff o6S FYIFTS



http://www.jobmax.co.uk/
http://www.executive-i.com/
http://www.4jobsonline.com/
http://www.jobvertise.com/
http://www.gumtree.com/
http://www.jobspider.com/
http://3wjobs.co.uk/

19.Socialmedia -1 t 0s (mostly) free

The buzz (some would call it hype) in recruitment these days is all about how seci& i® going to be the way all
NEONHZA GYSYyld Aa R2yS Ay (GKS FdzidaNBd 2SS R2y QU odze (GKFG 2y
your staff, but if done properly it can get you in contact with passive candidates and thus magiabeof your resourcing

strategy regardless of how big the organization or company is.
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LinkedlIn

Using LinkedIn for free:

LF¥ &2dz LISNER2Y Il ff& R2y QU KIF@ZS | [AY]1SRLY LINRBFAES AdQa |

LINEPFAES AF €82dzONB KANAY3IDP {AYAEFINI & AF @2dzNJ O2YLI y&é«k 2 NI
O2YLI ye Aad KANAYy3IAd ! faz23x YI]1S &adz2NS @2dz 22Ay a2YS 2F (KS
andpostt KSf LI NBljdzSaid 2y (KI1dPdddddQ/ Yy |ye2yS adza3asSad | :

20/ 48




It just takes one referral or the right person to spot your entry and you could fill the job.

LinkedIn is an absolute goldmine for finding good candidates so make sure yopetple search as well but ensure that

you use the advanced search box because that allows you to narrow the location down to a much tighter area. So click on
the advanced link next to the search box at the top and type in a job title into the TitleH®xa rough location and see

who appears. You can always add in some keywords as well if you get too many results.

Llnkedﬁ@ Account Type: Basic = Nick Leigh-Morgan Add Connections T
. |
Home Profle Contacts Groups Jobs Inbox il Companies News More People v E Advanced | o ||
|
|
Find People = Advanced People Search = Reference Search  Saved Searches :
|
Keywords: Title: Premium Search :
First Name: [ Current orpast | 7 | Find the right people in |
. half the time |
Last Name: Company: J— |
| Current or past @ % | / A\ :
Location: —— - (2
School: j ﬁ ﬁ‘-\_d i !
Country: [ United Kingdom :) ) :
Premium Search * |
Postal Code: Lookup Tools: |
— « Premium filters -l
| 50 mi (80km) |3 | « Automatic search alerts
P — = Full profile access
Upgrade
or Learn more
Industries: [ All Industries m Seniority Level:
(] Accounting

() Airlines/Aviation
() Alternative Dispute Resolution
] Alternative Medicine

Groups: [
¢ [
|

Interested In: V'

Relationship: ™ All Linkedin Members m
() 1st Connections




' yvF2NIdzy 6Ste @2dz Oy 2yteé 4SS GKS FTANBIG wmn LI 3ISa F2NJI -
anyone who is elter a direct connection or an indirect connection (i.e. you know someone who knows them) for free or
better yet, get introduced to indirect connections by whoever is the link person between you and them.

hK YR R2y Qi T2NHSII Do bddeandidate brwdmte@e? réasazyaid @du ivant tas Keep i link witH
them for possible future hiring, ask to link to them on LinkediIn.

So easy to do and gradually you can build a network of potential future hires and a source of referrals as well.
Or paying....

If you do a person search and profiles appear which are not in your network (or 3rd connections or those in a shared
ANR dzL0 @e2dzQf € ySSR G2 LIzNOKF &S | LINB YA dzY fatil®y@zomadt them2 &S S
A premium account also allows you to view more profiles when conducting a search.

LT @2dz LI & (G2 LkRrad || 2206 2yid2 [AY]1SRAYyQa 220 02l NR Al
addition it will highlighttJS 2 L S ¢6K2 YI GOK dzLJ g AGK (GKS 220 &2dz2Q@S 2dzald
be allowed to contact those people.

2 SQ@S F2dzyR [AY]1SRLY G2 o6S I 3INBIFG a2d2NOS 2F OF yRARF GSa
so for more junior roles.

CAYylLffeZ YIS &adz2NB Fa Ylyeée 2F &2dz2NJ SYLJ 28SSa KIS LINRFA
are connected to at your company. The more of your employees are on LinkedIn, the more likely you anedotise

widest possible amount of applicants. If jobseekers know people at your company, they are more likely to apply or at least
ask for an introduction.




Twitter

{ SO dzLJ I O2YLI ye ¢gAGUOSNI LI IS 2N AT dea2idz NS GKAAYNR yeR deNJ £ Ce2UY

LGQa FTNBS a2 LRad Fy SyidNR fAYyl1AYy3 o6F0] G2 @&2dzNJ O2YLJ) ye&
LJIS2LJX S | a @2dz Oy NBEIFIGSR (2 @2dzNJ FAStR® ¢KSeQft GKSy f

CoAOGGSNI Aa NILAREE@ 0SO2YAy3a | 220 aSFENODK SyaiayS Ay AdGQa
time. Do a search on Twitter now for a job title you are currently recruiting (or about to) and see what comes up. You
might even find a few job seekers who match up.

lff GKS WTF2fift26SNARAQ 2F NBONMZA GYSYydG FF3ISyOAaASa yR RANBOI
F2ft206Ay3 T Yy20KSNI O2YLJ) yeQa 220 LJ2ailaAyjabsi... sk Geklistitgf!! 6 S R2 A

A nice app you can use to find potential applicants via Twitter is catledfollow Incredibly easy to use, you just type in
GKS aiAaftt asSika2o GAGf S lotafodz@iNsBarch &né it wiillyfid pdogleNdho nyakeh Up.LIDINENE A Y
then follow them/make contact etc and maybe hire thebwocafollows free.



http://www.locafollow.com/
http://www.locafollow.com/

A different site but doing something similar is calledlower Wonk

52y Q0 FT2NBSG AF @2dz R2 YIF1S | (06SSGZ LI NIGAOdzf I NY @ sA T @z
with a hash symbol in front. So next to the job title is good, and maylydsilike jobs or careers:

#web developer #careers #jobs etc etc

By adding a hash symb@lthe word following it becomes searchable to other users.



http://followerwonk.com/

