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HIRING AND
RECRUITING

A Comprehensive Guide to Effective Hiring and
Recruitment Strategies for Building Exceptional
Teams and Maximizing Employee Retention.
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PHASE 1.
PREPARING

Employee buy-in

begins with the very

The process of preparing for a new hire first encounter with a

requires collaboration between HR, job posting.

management, and team members to define Aecegiizlig ine core

specifics for the hiring process. aspects of your

organization's culture

, : : . and infusing them in
First, management needs to identify who will <
, , . , : every stage of the
be involved in the hiring process, including . N
, it : recruitment and hiring

those responsible for conducting interviews. ,

; ; i process will ensure
Next, they must outline the job description, ,

—_— i ; alignment between the
ensuring that it aligns wi e company's .
9 an - S candidate’'s values and

goals and will attract the right talent. Finally, the company's

setting a clear timeline and plan for ohilosophy.

communication helps everyone involved to
be aware of their roles and responsibilities.
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PHASE 2. POSTING &
REVIEWING

Equitably reviewing

FESITTES EENIGS Ui SR Ensure that the job posting is accessible

doesn't interfere with : L
across various platforms. When reviewing
building an exceptional , o ,
_ : resumes, start by scanning for qualifications
team. Consider adopting

practices such as and experiences that directly align with the

anonymous reviewing job requirements. Pay attention to job titles,

(removing information responsibilities held, achievements, and any
such as names, genders, specific keywords related to the role.
and educational
institutions from Additionally, consider aspects beyond skills

ESIES, M e and experience. Look for unique attributes

tandardized criteria f : C ,
SIANCGATCIees CHECHE 1o8 that might indicate a strong fit to the team
advancing candidates,
: and company culture. As you prepare for
and keeping record of the

: interviews, create a list of thoughtful and
evaluation process.

pertinent questions that explore candidates'’
skills and cultural fit.
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PHASE 3.

INTERVIEWING

The interview process is essential for conscientious

candidate evaluation. It begins with phone
screenings, after which suitable candidates are
forwarded to the Hiring Manager for initial
interviews. Candidates who are successful in the
initial interviews will progress to a panel interview,
and those who excel move forward to the final
stage—an interview with the CEO and Hiring
Manager.

Collaboration among the hiring team remains
essential throughout. Regular communication
ensures alignment on candidate qualities and
values, ensuring a strong cultural fit. Debrief
sessions after panel and CEO interviews allow the
hiring team to share insights and contribute to a
collective decision-making process.

Conducting a successful
interview hinges on
preparation. Beyond a well-
crafted set of questions,
interviewers must possess
refined etiquette, a deep
awareness of biases, and an
understanding of procedures

that rigorously adhere to

legal compliance.

Explore Acacia HR
Solutions' Interviewing
Toolkit for further insights
and tips on conducting
equitable and successful

interviews
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PHASE 4: MAKING

AN OFFER

In a job offer letter,
incorporating elements
that foster relationship-

building is essential.
Infuse the letter with a
personalized, warm
tone. Address the
candidate by name,
express genuine
excitement about having
them join the team, and
highlight specific
qualities or experiences
that impressed the
hiring team during the

selection process.

After deciding to extend a job offer to a candidate,

the company drafts an official job offer outlining
details such as job title, salary, start date, and other
appropriate information. The offer is communicated
to the selected candidate, often via a phone call or
email. The candidate might negotiate certain terms
of the offer, such as salary, benefits, or start date.

Once both parties agree on the terms, the
candidate formally accepts the offer. HR sends out
the formal offer letter or employment contract for
the candidate to sign. The company then
communicates the final decision to candidates
who were not selected. At this point, the
onboarding process may begin. See Acacia HR
Solutions' Onboarding Toolkit for information and
helpful insights into this pivotal process.



