
Roleta Batiste, SHRM-CP, PHR 
Pacific Associates ~ Partnering with WorkSource 

 

Diversity & Inclusion Director 
Washington State Human Resources Council  

  



 

 During this session, you’ll learn helpful guidelines 

and resources for how to create a job description, 

read a résumé, ask good interview questions, spot 

the dangers signs, and other helpful tips for those 

new to the hiring process.  
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Talent Acquisition / Recruiters  

What is the difference? 

 
 

 

 

 



Getting Started - Strategies 
 

 SWOT analysis 
 

 Align recruiting and business strategies 
 

 Conduct a recruitment assessment 
 



Strategies (continued) 
 

 Job analysis; job descriptions and compensation 

package 
 

 Interviewing process 
 

 Training best practices related to the hiring 

process 
 

 Recruitment marketing campaign  



Hiring Best Practice Formula  

 

Effective hiring process = Candidates with  

     skills + competencies +  
       experience + attitudes +  
        education that drive results  

       



Workforce Analysis 
 

 Traditionalists: 1928-45, (Age 70-87)  

 Workforce:  3 % 2015 drop to 1 % 2020  

 Baby Boomers: 1946-64, (Age 51 - 69)  

 Workforce:  31 % 2015 drop to 22 % 2020  

Approximate Retirement  70 million by 2020 
Source: SHRM /  U. S. Bureau of Labor Statistics 



Workforce Analysis 

 Generation X: 1965-79, (Age 36-50)  

 Workforce: 21% 2015 drop to 20% 2020 

 Generation Y/Millennial Generation: 1980-95, (Age 20-35) 

 Workforce 45% 2015 increase to 50% 2020 

 Generation Z/Globals/Gamer Generation: 1996-later,(age 19) 

 Workforce 1% 2015 increase to  7% 2020   

 Work-life balance, work anytime/anywhere, can-do attitude, seek 

new job skill opportunities, highly confident 

 Source: SHRM /  U. S. Bureau of Labor Statistics 
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Creating Effective Job Descriptions   

 

 O*NET OnLine https://www.onetonline.org/ 

◦ is a tool for job analysis, has detailed descriptions 

and is used by workforce development, Recruiters 

and HR professionals, students, researchers, and 

more! 

 

 

 

https://www.onetonline.org/


Resources to Create A Job Descriptions  

 

 

 

 

 

O*NET OnLine https://www.onetonline.org/ 

 

https://www.onetonline.org/


Resources to Create A Job Descriptions  

 

 

 

 

  

O*NET OnLine https://www.onetonline.org/ 

 

https://www.onetonline.org/


Resources to Create A Job Descriptions  

 

 

 

 

  

O*NET OnLine https://www.onetonline.org/ 

 

https://www.onetonline.org/


Marketing Job Postings 
 

 Posting options 
 

 Resources 

 



Value of Recruiting via Social Media  
 

 Case a wide net  

 Recruit passive job seekers 

 Post jobs and source for job seekers 

 Branding and creating a group page  

 Target candidates   

 Cost savings  



Source: SHRM –Using Social Medial for Talent Acquisition 



Screening candidates 
 

 Questions  
 

 Resources  



Internal Interview Training 
 

 Methods  
 

 Questions 
 

 How to measure performance  
 

 Resources  
 

http://www.freedigitalphotos.net/images/Business_People_g201.html


How to Read A Resume /Application 
 

 Look for key word match from the job posting  

 Look for consistency, grammar, spelling, and 

breaks in employment   

 Should have the information you need at a 

glance. 

 Resources   

 



Ask Good Screening Questions (example) 
 

 

 Read the job posting or job description to the candidate  
 Why are you searching for a new position  
 Why did you apply for this position 
 What are the top three duties in the job you now have or in 

your most recent job  
 What is your highest level of education  
 What are your strongest skills 
 What are your greatest challenges 
 Is the salary range for this position within your acceptable 

range  
 If offed the position, when can you start 
 Resources 

 
 

  

 



Ask Good Interview Questions  
 

 Situation 

 Task 

 Action  

 Result  

 Resources  
 

 



Ask Good Interview Questions (examples) 
 

 Why should we hire you  
 Is there anything you would like to tell us that has not already been 

shared  
 What is the worse trouble you have been in 
 Is there anything that may impede your ability to get to work 

everyday 
 Describe your ideal job  
 Describe you ideal supervisor/manager  
 What would make you go to work everyday 
 Tell us about a time when you disagreed with a co-worker or 

manager, what was the situation, how did you handle it and how did 
you resolve it? 

 What do you know about our organization 
 Resources  

 
 



Tools 
 

 Applicant tracking system, Job posting/job 

description, Application, Assessments, 

Performance Measurements,  Background 

Checking and Compliance forms  
 



Assessment Tests  
 

According to the Uniform Guidelines on Employee Selection 
Procedures of 1978 issued by the EEOC, any employment 
requirement an employer uses is considered a "test." As a 
result, there is the potential for litigation if a selection decision is 
challenged and determined to be discriminatory or in violation of 
state or federal regulations. Therefore, the hiring 
representative(s) must ensure that the selection process—and 
any procedures related to other employment decisions—are 
reliable, valid, equitable, legal and cost-effective. See Screening 
by Means of Pre-employment Testing 

http://www.shrm.org/LegalIssues/FederalResources/FederalStatutesRegulationsandGuidanc/Pages/Uniformguidelinesonselectionprocedures.aspx
http://www.shrm.org/LegalIssues/FederalResources/FederalStatutesRegulationsandGuidanc/Pages/Uniformguidelinesonselectionprocedures.aspx
http://www.shrm.org/templatestools/toolkits/pages/screeningbymeansofpreemploymenttesting.aspx
http://www.shrm.org/templatestools/toolkits/pages/screeningbymeansofpreemploymenttesting.aspx
http://www.shrm.org/templatestools/toolkits/pages/screeningbymeansofpreemploymenttesting.aspx
http://www.shrm.org/templatestools/toolkits/pages/screeningbymeansofpreemploymenttesting.aspx


 

 Social Media Recruitment  
 

 SHRM's 2016 survey, Using Social Media for 
Talent Acquisition—Recruitment and Screening, 
found that 84 percent of organizations are using 
social media for recruiting, that 43 percent are 
using it to screen applicants and that 66 percent 
are taking steps to leverage mobile recruiting to 
target smartphone users. 

 
 

https://www.shrm.org/Research/SurveyFindings/Documents/SHRM-Social-Media-Recruiting-Screening-2015.pdf
https://www.shrm.org/Research/SurveyFindings/Documents/SHRM-Social-Media-Recruiting-Screening-2015.pdf
https://www.shrm.org/Research/SurveyFindings/Documents/SHRM-Social-Media-Recruiting-Screening-2015.pdf
https://www.shrm.org/Research/SurveyFindings/Documents/SHRM-Social-Media-Recruiting-Screening-2015.pdf


Marketing  
 

 Creative inviting job posting from the job 

description and include perks 
 

 Use the company website and social media to 

market your job opening and brand your 

organization 

 Track your resume / applicant 

 Marketing Resources  - handout  
 

 





Danger Signs - Application / Resume 
 

 Application / Resume  

 Screening - what to look for? 

 Interview - what are red flags?   

 Other concerns 

 Resources   



 

Hiring Decisions  
 

 Employment Laws 
 

 

 How to measure performance 
 

 

 Making the job offer   
 

 

 Resources 
 
 



Bad Fit (Personality Mismatch) or Lack of Skills 
cause negative ripple effect through the 
organization   

 

 Drop in staff morale 39% 
 Drop in productivity 34% 
 Monetary cost 25% 
 60% of Managers say bad fit don’t get along 
     with co-workers 
 41% of Managers estimate bad hire cost thousands 
 It takes about 5 weeks to 6 months to fill a position. 
 Bad hires affect your bottomline    

Robert Half survey 2014   
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Helpful guidelines and resources for: 
 

 how to create a job description 
 

 read a résumé 
 

 ask good interview questions 
 

 spot the dangers signs 
 

 cost per hire 
 

 other helpful tips for those new to the hiring 
process.  





Questions & Comments  

 
 



THANK YOU! 
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