[image: image1.jpg]




Hints on How to Review Resumes
While reviewing resumes for job openings, use the following as a guideline to select the most qualified candidates for the interview process. 

Positive Traits
· Longevity with an employer.
· History of increased responsibility and/or promotion.
· Skills that match or are similar to those required for the position recruiting for.
· Experience within same or similar industry.
· Look for continued learning while employed. Taking courses, certificate programs, advanced degrees, etc.
· Industry awards or achievements.
· The resume. Look for consistent layout style, proper spelling and grammar.
Negative Traits

· Numerous jobs within a short time span.

· Lateral moves.

· Limited or lack of experience or training within field required for the position recruiting for.

· Gaps in employment history that need explanation.

· Salary requirements too high.

· Reasons for leaving past jobs.

· Lack of positions using relevant experience/skills/training of the candidate.

· The resume. Sloppy, inconsistent or missing information, poor spelling and grammar. 
Red Flags

· Overqualified by education or experience.

· Resume not in chronological order.

· Geographic location (commuting distance)

· Changing careers (not jobs)

Hiring Process Checklist
· Position description

· 90 Day Plan

· Test creation

· Post the description

· Websites

· Newspaper

· Recruiters

· Letters to vendors

· Letters to customers

· Review resumes

· Choose questions for telephone interview 

· Call for telephone interview

· Schedule 1st face to face interview

· Select questions for hiring team

· Hiring team selection

· Hiring team training

· Candidate completes job application

· Hiring team meeting

· Don’t stray from questions

· Interview should be 20 minutes one on one

· Turn in scores into Hiring Manager as soon as meeting is over

· Hiring Manager puts scores in spreadsheet

· Candidates that will be invited to the 2nd interview complete profiles on line

· Schedule 2nd interview face to face on same day if possible

· Question selection for 2nd interview

· Skill test preparations, as part of the 2nd interview

· Use position description and 90 day plan to create

· Should be 1 hour test, 30 minutes to complete

· Acquire egg timer

· In depth resume question preparation

· Arrange for reference follow up

· Prepare the hiring managers final questions process

· 1 hour interview

· Cover behavior, resume, skills, profile

· Administer skills test

· Decision by hiring manager

· Background check

· Finish reference follow up

· Offer letter

After acceptance

· 90 day plan

· Orientating meeting

· Policy and procedures

· Phone

· Etiquette

· Dress code

· Hours

· Sick days, vacation days, holidays, personal days

· History and culture

· Core values

· Teamwork

· Expectation

· Profitability

· Mentoring

· Leadership

· Team Work

· Learning and growing

· Commitment and how we value

· Financial decision making

· Position description review

· Chain of command

· Training schedule

· Policy and Procedure Manual

· Weekly appraisals and updates

· Company education and training

