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Managing the candidate experience...what you say or
don’t say can come back to help or haunt you.

As a manager, leader, or business owner, we
have all been caught writh conflicting priori-
ties when it comes to managing our recruit-
ing process. From start to finish, hiring a new
employee doest’t have to consume all of our
attention, but it definitely takes time. While
balancing all of our projects, we need to keep
inmind the time ittakes to manage the initial
recruiting process, to interview candidates,
and to make offers. Don't forget it takes even
more time to close out all of those candid ates
you have decided not to move forward with.
We all know our number one priority is
managing our number one candidate’s expe-
rience; after all, we want them to accept our
offerbutwe must also keep in mind all of the
candidates we are declining.

While we make that candidate the number
one priority, the remaining candidates often
get overlooked and fall to the bottom of our
priority list. These unfortunate oversights
can comeback in a month, ayear, or even Hve
years down the road to either help or haunt
your recruiting process, Dor'tlet this happen
to youl Below, you will find four easy steps
to maximize your time and ensure a great
candidate experience with your company
whether they are your star candidate ornot!

Set expectations

Job searching can be an emotional time,
whether a candidate is locking actively or
passively. Let's face it: It requires you to sell
vourself, which means putting yourself in
a space that most of us are not comfortable
being in. To add to this, the majority of job
seckers apply to jobs that they not only think
they are qualified for, but they accept that
as fact. Whether we agree or not on their
qualifications, they are expecting forward
movement on their resume or application.
To avold frustration for either party, take a
minute to set expectations for your recruit-
ing process. This small irvestment of time
can have a huge payoff in creating a positive
candidate experience.

To ensure a consistent message of expecta-
tions, make sure yourWebsite has clear appli-
cation instructions next to each job posting.
Simple steps you can take include adding a
date to which applications will no longerbe
accepted, creating an automatic reply for all
incoming resumes or applications that states
the process outlined on the Website and
reflects the same time restrictions, and{or
creating a script or process that your team
can follow when getting telephone or email
inquiries about a candidate’s application.

Remember, the small things make the differ-
ence for a candidate, and it can be as easy as
acknowledging that their resume has been
received.

First interview

Ahh, the first date! Finally, you have a pool
of candidates narrowed down and it is time
to set up Hrst interviews! To make sure
both parties’ expectations are met, T would

like to emphasize how important it is for
even the smallest details to be mentioned;
otherwise, someone will probably end up

disappointed.

Remember, interviewing is like dating no
one is an expert at if, and everyone wants
the process to be over with. Take a moment
to inform the person of the following: Who
they will be meeting with and what that
person’s role is; where they can find a copy
of the job posting or job description; how
much time they should allow for the first
interviews; the address and phone number of
the office where they will be interviewing;
and in sotme cases, it is important to mention
dress code.

Nowr hear me out on this onel Seattle is now
referred to as metro-casual. Although a
company may allow jeans and tennis shoes
on a regular basis, this does not mean that
a candidate won't be judged negatively if
they over or under dress. Chances are you
have an expectation, so share it! This can be
especially difficult for a candidate that hasn't
been interviewing oris coming straight from
work. Eliminate the ambiguity.

So now you are sitting down face-to-face and
the interview begins. Again, sharing with
the candidate what to expect can be easy—
and will make all the difference. Don't take
for granted that a candidate understands the
protocol. Somme interviewers are looking for
initiative and confidence and others want to
remain in control and answer questions at
the end. Ways to frame expectations can be
as simple as offering the following: “Here's
what I am going to cover, feel free to jump
in and ask questions at anytime or wait until
the end.”

One of the most critical elements to cover
in the first interview is the compensation
requirement. It is important to know a can-
didate is in yoursalary range and vice versa,
otherwise you are just wasting everyone's
time. Lastly, set the final expectation for a
followr-up timeline. I don't want to add any-
thing else to your plate, so put the follow up
responsibility on the
candidate. Ask them

to follow up via email r
or another preferred
contact method by a
certain date. This wrill
give you a great op-
portunity to close out
candidates you aren’t
moving forward with
fwe'll get to that later)
and see the follow-up
skills of a candidate
that you want to move
forward writh.
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