The 10 Commandments of Hiring & RETENTION
By Mel Kleiman, CSP

Today more than ever the pool of job applicants is filled with bodies

yearning for employment. They are the skilled and the unskilled. They
are the talented and the less fortunate. They are the willing, able and

desperate. They are male and female; young, old, and middle aged, and of
every color under the sun. They are honest, yet reserved. They are

sometimes deceitful, yet loyal. They want work now, and they look unto you

for their future lies in your hands.

I can lead you to these candidates, but you, the employer, must make the hiring decision. And decide
wisely you must, for the wrong choice will condemn you to unnecessary struggles, burdens, misery,
problems, lawsuits, and cost you a lot of money.

And so, I offer to you these 10 Commandments to guide you through the employment process. Heed
these words carefully and hiring success shall you enjoy — now and forever more.

I. YOU SHAWW COMMIT YOURSELF TO HIRING AND RETAINING ONLY THE BEST...
Great companies are great employers who, in turn, hire great employees. If you are going to suc-
ceed, you cannot settle for run of the mill employees. Mediocre employees breed mediocrity, so
make sure you recruit and select ONLY the best employees. If it means not hiring anyone, you
are still better off than if you settle for a new employee who does not measure up to your highest
standards.

Il. YOU SHAW NOT BE UNDULY INFIWUENCED BY DAZZLING ANSWERS AND FALSE

APPEARANGCES...

Applicants are generally better prepared for the hiring process than most employers. They re-
ceive coaching, practice and pat answers to standard interview questions. They know how to
dress to impress and will mightily try to do just that. As an employer, you must find ways to get
to truly know these applicants. There are only two sources of information about every job appli-
cant — the applicant and the people who know the applicant. Skill, aptitude and attitude testing
are good measures of an individual’s strengths and weaknesses. Also effective are the candi-
date’s references. Talk to these people to find out as much as you can about the prospect.

I1l. YOU SHAWL KNOW WHAT IT IS YOU ARE LOOKING FOR...
A detailed job description is essential to the hiring process. You need to know exactly what it is
you expect of a candidate. This includes the responsibilities of the position and the skills, apti-
tudes, and, most importantly, the attitudes needed to be successful. Use the job description as
only one measuring stick for evaluating talent. Do not hire anyone who does not live up to at
least your minimum expectations.

IV.YOU SHALL TAKE A MARKETING APPROACIH TO RECRUITING...
Recruiting is an on-going process. You should recruit new employees in the same way you re-
cruit new customers — consistently and proactively. Be conscious of the message delivered by
everything an applicant sees, including ads, application forms, and facilities. Be mindful of the
tools you are using to attract new employees and seek out creative alternatives to the “Help
Wanted” sign or classified ads. (“Help Wanted” is not a good reason for anyone of any caliber to
want to work for you.)



V. RECRUIT. RETAIN. REHIRE, REFERRAL...
Your current employees are the best source of great, new team members. First and foremost, you
want to recruit the best and then retain them. Fighting turnover is a sore spot for many owners
and managers. When you identify a great employee, make sure you do everything possible to re-
tain them. Remember, it is easier to keep an employee than to replace them. If you do lose a
great employee, keep in contact with them for future rehire or referral of other candidates.

VI. THOU SHAWL NOT BE LIMITING NOR DISCRIMINATORY...
The job market is changing and you must change your perceptions and attitudes along with it.
Don’t look only for the young or people who have always been in your business. The graying of
the baby boomer population has resulted in more seniors staying in the job pool while rising un-
employment and more trying economic times have created more highly skilled professionals
seeking employment. These professionals understand the value of a job and will be more loyal,
committed, focused and successful. In most cases, it pays far greater dividends to hire for who
they are and not for what they know.

ViI. THOU SHALWL NEVER STOP LOOKING FOR YOUR NEXT GREAT EMPLOYEE...
Do not limit your recruiting activities to only when there is a need. You should constantly be on
the lookout for your next great team member. If someone gives you good customer service, is at-
tentive, prompt and knowledgeable, ask them if they are interested in working for you. When
you stop at the bank, go to the grocery store, or pay the kid down the street to mow your lawn —
ask yourself, “Could this person succeed in my company?” You’ve already witnessed their work
ethic; you owe it to yourself to at least ask.

ViIl. YOU WIWL MAKE THE NEW HIRE'S FIRST DAY THE BEST DAY THEY WIlUl

EVER HAVE...

First impressions are lasting. The extra care and time you spend making the new hire welcome
and comfortable will be richly rewarded by the hiring gods. When your new hire returns home at
the end of the first workday, a friend or family member will most certainly ask: “How’s the
job?” The answer needs to be, “Fantastic. What a great company. I can’t wait to go back tomor-
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row.

IX. YOU WIW SET HIGH STANDARDS AND HOWD YOURSELF AND YOUR EMPIOYEES

ACCOUNTABLE...

You shall be clear from the get go about values, mission, duties, and responsibilities. Your em-
ployees will know and understand why their jobs are important and exactly what’s expected of
them so they can meet your standards and be stunningly successful.

X. HONOR YOUR EMPLOYEES AND TREAT THEM WELL...
Though it sounds simple, too often employers forget that employees represent more than a “one-
time sale.” These “chosen ones” also represent the inner sphere of influence. They can raise the
perceived value of your company or they can speak negatively and undermine your reputation.
They are the reason customers come back as well as why new customers come to you. They can
refer future team member candidates or they can scare prospects away. Do not burn any bridges.

If you follow these rules and remain focused, dedicated and committed to hir-
ing the best, yovu will roon see that your organization is just that - THE BEST.

Copyright © 2009 by Mel Kleiman CSP
Humetrics ¢ 713-771-4401,¢ 222 Lombardy Dr.+ Sugar Land TX 77478
www.humetrics.com, www.kleimanhr.com. www.hiretough.com , mkleiman@humetrics.com





<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /CMYK
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<

    /BGR <>
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /CZE <>
    /DAN <>
    /DEU <>
    /ESP <>
    /ETI <>
    /FRA <>
    /GRE <>

    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)
    /HUN <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /LTH <>
    /LVI <>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /POL <>
    /PTB <>
    /RUM <>
    /RUS <>
    /SKY <>
    /SLV <>
    /SUO <>
    /SVE <>
    /TUR <>
    /UKR <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


