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         Dear Reader,

         Working in the human resources field for thirteen years has made me a better person. I have learned that it is rewarding to
            see great things happen to good people. I have also learned that there are two sides to every story, and people will be willing
            to talk if someone is there to listen.
         

         I wrote this book because I have always enjoyed writing, and I like human resources too, so it made sense to put them together.
            During the course of my career, I have been able to work full time, part time, and flex time in order to cater to the ever-changing
            needs of my growing family. When your supervisors allow you to do things like that, it makes work a nice place to be. Then,
            in turn, you want to be able to do the same thing for someone else, which I have been fortunate to be able to do.
         

         What I like most about working in human resources are the people, because after all, that's what the job is all about.

         Sharon Anne Waldrop  
         

         Welcome to the  Series!
         

         These handy, accessible books give you all you need to tackle a difficult project, gain a new hobby, comprehend a fascinating
            topic, prepare for an exam, or even brush up on something you learned back in school but have since forgotten.
         

         You can choose to read an Everything ® book from cover to cover or just pick out the information you want from our four useful boxes: e-questions, e-facts, e-alerts,
            e-ssentials. We give you everything you need to know on the subject, but throw in a lot of fun stuff along the way, too.
         

         We now have more than 400 Everything ® books in print, spanning such wide-ranging categories as weddings, pregnancy, cooking, music instruction, foreign language,
            crafts, pets, New Age, and so much more. When you're done reading them all, you can finally say you know Everything ®!
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         Top Ten Essential Functions of Human Resource Management

         
            	
               Ensure that all hiring and employment practices are in compliance with federal, state, and local labor laws.

            

            	
               Provide a work environment that recognizes diversity and encourages employee development.

            

            	
               Maintain a pay and benefits package that is competitive with the local industry.

            

            	
               Realize the need of employees to balance work and family life.

            

            	
               Recognize that a company's most valuable assets are its employees.

            

            	
               Provide a safe work environment that is free from discrimination.

            

            	
               Administer constructive feedback and progressive discipline to resolve performance issues.

            

            	
               Acknowledge employee privacy laws and keep confidential information secure.

            

            	
               Ensure fair treatment of all employees by regulating consistency in policies and procedures.

            

            	
               Maintain filing and record-keeping requirements mandated by federal, state, and local regulations.

            

         

      

   
      
         


         
Introduction 
         

         ► RIGHTS TO PROTECT employees have come a long way since the 1960s, and it's a good thing. There is now the Equal Pay Act
            of 1963, Title VII of the Civil Rights Act of 1964, the Age Discrimination Act of 1967, the Americans with Disabilities Act
            of 1990, and the Family and Medical Leave Act of 1993, to name a few. As a human resource manager, you need to keep all of
            your Acts in place, not only because it's the right thing to do, but because it will keep you out of trouble, too.
         

         Staying in compliance with Federal antidiscrimination laws is just one piece of the human resource puzzle, because the state
            is watching you, too! By the time you finish reading this book, you will see that there is a lot to learn about in this field.
         

         In order to have a need for human resources, you need people in the workplace. You will learn where to find them and how to
            (hopefully) select the candidate most qualified for the essential functions of the job. Getting them to stay is another added
            challenge. Once they decide to stick around, you'll need to learn how to pay them because they are not keeping you company
            all day for free. No paycheck is complete without a benefits package to go with it, and some employers go a step beyond that
            and offer really great things like tuition reimbursement, personal concierge service, and retreats.
         

         That's the fun stuff in this job. The not-so-fun stuff is disciplinary action and processing an employee's final paycheck
            due to an involuntary separation. And no matter what you may hear on television, it's not proper to say that you are going
            to “fire” an employee. Instead, you “release” or “separate” them from employment. You can even say that you are going to terminate
            employment, but don't get any more harsh than that.
         

         Along with everything you need to know about getting people in the front door, you'll learn how to set-up personnel and confidential
            files, develop employees, and the importance of recognizing a job well done. This book recognizes the need to balance work
            and family life and discusses pregnancy in the workplace, the Family and Medical Leave Act (FMLA), and alternative workschedules.
            Keep in mind that pregnancy applies to only some members of the female workforce, but FMLA and alternative work schedules
            can be a part of anyone's life at one point or another. There is much more to the FMLA than providing protected leave for
            a woman who has had a baby; it allows you to take care of yourself or a sick family member, too.
         

         If you are a new business owner and need to build your human resource department, this book is for you, too. After all, you
            may actually be the only human resource (HR) department employee and you'll need some guidance to get organized. This book
            will arm you with the ammunition you need to get started. It's up to you to utilize the resources shared to take it all a
            step further.
         

         You will find everything you need in The Everything® Human Resource Management Book . In addition to great information, you'll also find fun HR acronyms you can memorize and use to impress all of your friends
            (and other HR people), sign up for free electronic newsletters, and view samples of forms and templates that no human resource
            office should be without.
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         Finding the Best Applicants

         The people that you employ in your business represent both you and the company. They may be the first contact when a customer
            walks in the door, the friendly voice on the telephone, or the person trusted to complete a transaction from start to finish.
            Regardless of what they do, they set the image of the company and will have a lasting impact on your customers. It's important
            to pick the right people for the job and there are several resources to help you find them.
         

         
Employment Ads That Get Attention 
         

         The first step in attracting a pool of candidates for a position is to prepare an advertisement for employment to be placed
            in your local newspaper or one of the other resources mentioned later in this chapter. An ad that simply states the position,
            rate of pay, and how to apply will not excite anyone. Chances are that the people who respond will be those who are simply
            looking for a paycheck with no concern for a rewarding career opportunity. They are the ones applying for any job that is
            available, regardless of whether it's something that they would enjoy doing. People who are not happy at work will not impress
            your customers. Customers who are not impressed are unlikely to come back because they will patronize the competition instead.
         

         A catchy advertisement will grab the attention of the best applicants. If the job is fast paced, mention this in your ad because
            many people thrive on being busy. Flexible scheduling options are a hot item right now as many people struggle to balance
            work, family, and continuing education. A person who works well independently is likely to respond to an ad seeking a self-starter.
            Is there an opportunity for growth? Let people know. Adding these extra perks turns a dry announcement into an exciting venture.
         

         Newspaper advertisements are most successful if they appear in the Sunday edition of the paper. When you place an ad, you
            will have the option of running it for Sunday only, weekends only (Friday, Saturday, or Sunday), or in increments of a few
            days or a week or two. As long as Sunday is covered in the timeframe you choose, you will get the best exposure possible.
         

         
            [image: illustration]

            An advertisement for employment may be used to determine if someone pays attention to detail and follows instructions. For
               example, if your ad instructs applicants to send a salary history along with their resume and they don't do this, assume that
               this person will not be meticulous at work.
            

         

         Before placing your ad, decide how you want people to apply, and let it be known. You may want them to request an application
            in person at specific times. For positions that are beyond entry level, you may want to see a resume by mail, fax, or e-mail
            as the first step. If you need someone with prior experience, stating this in your ad will save time for everyone involved.
            Use bold print or a bigger font for the name of the position to make it stand out. Short ads are likely to be skimmed quickly
            and overlooked. Invest in the space you need to draw attention to your ad.
         

         Before placing an ad or taking advantage of one of the other resources for finding people in this chapter, make sure you have
            an ample supply of employment applications. Most importantly, ensure that the applications ask questions that are legal in
            your state! The laws may change from year to year. Your state employment or labor-relations agency can help you verify if
            your applications are in compliance if you are not sure. Most likely, if you order your applications from a reputable source
            and they are current, you will be in compliance. Beware of outdated applications that may ask questions that were legal a
            few years ago, but that you are no longer allowed to ask.
         

         If the applications you use ask job seekers for their social security number, verify if this is allowed in your state. If
            it is, keep completed applications in a secure place for the sake of the applicant. Some states have strict laws about who
            in the company has access to this information.
         

         
Online Job Boards 
         

         It's an Internet world and the Web is where many people go for everything, including a job search. If you place an ad in the
            classified section of your local newspaper, inquire if a listing on the paper's Web site is included in the price. If not,
            it's worth the extra expense to make it happen. Here are some online job boards to consider:
         

         
            	
               Monster.com

            

            	
               CareerBuilder.com

            

            	
               HotJobs.com

            

            	
               Jobing.com

            

            	
               craigslist.org

            

         

         Prices vary substantially amongst these Web sites. Some things to check out before making a decision are if they offer the
            flexibility to make changes to your ad before it expires; how much traffic the Web site receives (otherwise known as how many
            “hits” it gets); and if the board is the best match for the position that you have available. Some job boards have a higher
            concentration of entry-level, technical, supervisory, or managerial positions.
         

         Applicants who check online job boards for employment opportunities can perform a search by position, status (part time or
            full time), location, or duration (temporary or permanent). On some boards, they can even search by company name.
         

         
Career Fairs 
         

         Whether it's called a career fair, employment expo, or job extravaganza, this is a resource that offers a good value for the
            dollar. Career fairs are usually sponsored by a school or university, government entity, or local chamber of commerce. Conduct
            a Google search to find the next one in your area. Early spring and late summer are popular seasons for job expos, when people
            are looking for employment after graduating or relocating. If you are hiring for a position that requires a college degree,
            attending an event at a university is your best bet. There isn't a better place to find a large room filled with college graduates
            eager and ready to work.
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            A career fair may focus on a specific discipline such as food and beverage, construction, or positions that require college
               degrees. Make sure that the theme of the event is consistent with your needs. Most fairs cater to an array of positions, but
               if it's not clear in the advertising, ask.
            

         

         There are several benefits to these events. You are able to meet job seekers in person immediately, thus eliminating instances
            of someone who is impressive on paper but disappoints you when you call them in for an interview. Also, recruitment efforts
            can be accomplished in one day instead of sporadically over the course of a week. You'll be able to talk to job candidates
            away from the workplace and the distractions that go along with it. You may also meet other business owners in the community
            and share your recruitment ideas.
         

         
What to Bring 
         

         When you sign up to participate in a job fair, you should be told whether or not tables and chairs will be provided. If you
            are planning to have brief interviews, it's best if both you and the applicant are seated, but if you'll simply be manning
            a booth, it's most courteous if you stand. Wear comfortable shoes, especially if the ground is concrete. Here is a list of
            supplies that are handy to have at a job fair:
         

         
            	
               Employment applications

            

            	
               Tablecloths

            

            	
               Stapler or paperclips

            

            	
               Pens

            

            	
               Flyers about the company

            

            	
               Business cards

            

            	
               Sign-in sheets

            

            	
               Notepads

            

         

         Some people may want to take an application home and drop it off or mail it the next day, so provide the company address on
            your flyers or bring a stack of business cards. Use the stapler or paperclips to attach resumes to applications. If you plan
            to conduct interviews, have a sign-in sheet available so that you can greet people on a first-come first-served basis, and
            use your notepad to take notes. Look ahead to Chapter 2 for a list of questions that you may not ask during an interview.
         

         You can stay a step ahead of the other exhibitors and purchase a banner to hang from the front of your table. Keep it generic,
            with your company name and logo, so you can use it for other occasions, too. Many office supply stores sell customized banners
            or you can do an Internet search for companies and local print shops that specialize in these products.
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            Bring someone with you to help at the job fair. If the person you bring is a current employee, he is to be paid his normal
               wages for his time, or overtime if it applies. Ask him to take a walk around and look at the other tables for creative ideas
               for your next job fair.
            

         

         Allow yourself ample time to set up your area prior to the start of the fair. For your comfort, bring some drinking water
            and inquire if there will be options for purchasing lunch. If you will be alone, bring a “Will Return at __” sign to place
            on the table when you leave for a break or lunch. If you brought a laptop computer or any other valuables, take them with
            you anytime you leave your assigned area.
         

         It is a nice touch to provide a bowl of candy, tray of cookies, or attention-grabbing tokens to give away at your table. You
            can find inexpensive doodads by visiting  www.orientaltrading.com.   Seasonal items and pens go over well with an adult crowd.
         

         
People Watching 
         

         The environment at a career expo is usually casual and it's a great way to observe applicants when they are likely to let
            their guard down and be themselves. Once someone is comfortable at work, this is what you get, and it's good to see it before
            the hiring is done. Look for people who are courteous, respectful, and mature. If you are seeking “front line” employees —
            those who will have direct contact with your customers — look for people who appear to be friendly and approachable. If they'll
            be working in the back of the house, these issues aren't as important.
         

         Although the atmosphere at these events can be somewhat relaxed, attendees should still take the experience seriously. Proper
            job-searching attire is expected, cell phones should be turned off, and this is not the time to be socializing with friends
            and family members. Beware of recent high school graduates who are being led by a parent or a person being pressured by their
            spouse; a job applicant who isn't there of her own free will is unlikely to be an enthusiastic employee.
         

         
Have Your Own Job Fair 
         

         You may also plan your own job fair. Schedule a few employees to answer questions about the positions that are available and
            pass out applications. You can briefly interview attendees while they are there, then follow up at a later date with more
            in-depth interviews with the candidates who may be a good fit for the job.
         

         
Government and Nonprofit Resources 
         

         Look to your state employment agency when you are in need of hiring people. It is likely that you can place an advertisement
            on their job board for free, and many offer referral programs where they screen applicants first to verify that they have
            the job skills you are looking for. Search the Internet or the government section of your phone book for the agency in your
            area or refer to Appendix C.
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            Some of the people referred to you by your state employment agency are those who were laid off from work or have left a government
               assistance program. In some cases, the applicants have received state-sponsored vocational training to assist with their qualifications
               to find employment. A trained employee is a benefit to your company.
            

         

         Many nonprofit organizations that assist the disabled offer programs that train an employee for you. The programs generally
            work like this: You tell them what your needs are. If they have someone able to perform the job, you train the organization's
            caseworker, who then trains the person being considered for the job at no expense to you. The reason for this is that the
            prospective employee may take longer than most people to train in the position or get up to speed. When the employee and the
            caseworker both feel that the worker is ready to perform on her own, she is put on your payroll. Search your local telephone
            directory for listings under Vocational Schools for the Mentally Challenged or Developmental Disabilities Information and
            Services.
         

         You can find military veterans looking for work at the HireVetsFirst Web site. Disabled veterans and those who have recently
            left the military are available for positions from entry level to management. You will also find instructions for applying
            for grants to offset the costs of hiring, training, and employing qualified veterans.
         

         
Applicants Who Qualify for Tax Credits 
         

         The Work Opportunity Tax Credit (WOTC) provides a federal tax credit to employers who hire a qualifying person in at least
            one of eight target areas. There is a minimum amount of time that the qualified employee must work, and like many things in
            life, this is subject to change. The eight qualifying target areas are:
         

         
            	
               A person receiving Supplemental Security Income (SSI)

            

            	
               A veteran who is a member of a family that is receiving or recently received food stamps

            

            	
               An eighteen-to forty-year-old member of a family that is receiving or recently received food stamps

            

            	
               An ex-felon

            

            	
               A member of a family that is receiving or recently received Temporary Assistance to Needy Families (TANF) or Aid to Families
                  with Dependant Children (AFDC)
               

            

            	
               An eighteen- to twenty-four-year-old resident of a Federally designated Empowerment Zone (EZ), Enterprise Community (EC),
                  or Renewal Community (RC)
               

            

            	
               A sixteen- to seventeen-year-old EZ, EC, or RC resident hired to work as a Summer Youth Employee between May 1 and September
                  15
               

            

            	
               A disabled person who completed or is completing rehabilitative services from a state or the U.S. Department of Veterans Affairs

            

         

         The tax credit for the first year is equal to 40 percent of the first $10,000 in wages. The credit for the second year is
            50 percent of the first $10,000 in wages for a total of $9,000 over a two-year period, provided the employee works that long.
            There is no tax benefit for the third year of employment. If employment ends during either year before the $10,000 cap is
            reached, the tax credit is based on the actual amount earned.
         

         To participate in the program, complete IRS Form 8850 on the day the job offer is made. Within twenty-eight days of the employee's
            first day of work, complete and mail ETA Form 9061 or Form 9062 to your state's workforce agency, together with IRS Form 8850.
            Form 9061 is used if the new employee has not yet been conditionally certified as belonging to one of the eight target groups.
            Form 9062 is used if the new employee has already been conditionally certified. You can print a copy of Form 8850 and its
            instructions from the IRS Web site. ETA forms 9061 and 9062 are available from your regional or state WOTC coordinator, who
            you can find on the U.S. Department of Labor Web site at  www.uses.doleta.gov/wotcdata.cfm  . Your envelope with the Form 9061 or Form 9062 and IRS Form 8850 must be postmarked no later than twenty-eight days after
            the employee's first day of work. These procedures may change at any time, so check with your local WOTC coordinator before
            getting started.
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            In the past, there have been several instances of the WOTC program expiring, then being reinstated with retroactive benefits
               in effect. At press time, the current WOTC program was scheduled to expire on December 31, 2007. If history repeats itself,
               the program will be extended again after that date.
            

         

         You may not ask an applicant if their status will qualify your company for the WOTC when they are being considered for employment.
            However, in some instances when a state employment office refers an applicant to you, WOTC eligibility may be disclosed. Although
            the tax credit will not benefit your company until your year-end or fiscal year-end taxes are filed, many business owners
            find the credit to be a benefit and worth the time to process the paperwork.
         

         
Employment Agencies 
         

         If you are short on time or want the opinion of a trained employment expert before offering a job to someone, an employment
            agency may be a good fit for you. There are other benefits, most notably the fact that prospective employees have been prescreened
            and tested for job skills. In addition, they have had their references checked before walking through your door. Once you
            have worked with an agency to place an employee, they will know enough about your business and the kind of work you do to
            find people for you quickly.
         

         Most agencies offer a temp-to-hire option. This means that for a designated time, the employee is a staff member of the agency,
            but physically works at your location performing tasks that you assign. The benefit of this is that you can gauge the person's
            performance, work ethics, and dependability before making a job offer. Just because someone interviews well doesn't mean that
            he is a good fit for the job.
         

         Temp-to-hire workers receive their paychecks from the agency and your company pays the agency for this service. They are employees
            of the employment agency, not your company. Generally, you pay the agency a per-hour rate for the worker. In return, the agency
            pays the employee a lower per-hour rate. The difference in the two rates covers employer taxes, workers' compensation insurance,
            benefits, and a service fee to the agency.
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            Fees paid to employment agencies can be costly. Most guarantee the placement of the people they represent. In this case, if
               you hire someone from an employment agency and the person doesn't work out within a designated period, the agency will find
               you a replacement.
            

         

         Business owners who are fans of employment agencies appreciate the quick accessibility to a pool of qualified job candidates
            ready to be interviewed. The time saved by not having to place employment ads and check references is a benefit. Take the
            amount of money you would have spent placing an employment ad and consider the value of your time spent in the recruitment
            efforts. Calculate this into the expense an agency charges and you may see that it is money well spent.
         

         
College Recruitment 
         

         Contact the career center at your local college or university and inquire about listing your job openings there. This is a
            student resource at no cost to you. If your opening is a Monday through Friday job during the day, don't let this deter you
            because some students attend school in the evening. You may need to adjust work hours to accommodate someone's school schedule.
            Many students are available only for part-time work in order to keep up with their studies.
         

         Hiring an intern is another option at the college level. An intern works for you at no charge in exchange for college units.
            Since it's a vocational educational opportunity, the school will have to approve of the job duties before an internship agreement
            can be made. The duration of the internship usually runs in conjunction with the semester, and part-time work hours apply.
            Prior to hiring an intern, it's best to interview them just as you would any other employee, and you may ask their professors
            for a letter of reference.
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            High schools and adult continuing-education facilities often offer vocational programs similar to internships at no cost to
               you. The purpose of these programs is to teach job skills in preparation of venturing out into the workforce. Like internships,
               these programs usually provide only part-time workers.
            

         

         Before entering into an internship program, ask yourself about your needs. It takes time to train a new employee, whether
            or not they are paid, and time is money. Can the duties of the job be learned quickly enough to justify the short time that
            someone will be working?
         

         Just because someone is an unpaid intern does not mean that poor work performance is acceptable or should be tolerated. They
            are being graded to work for you. Look at this as their compensation, and expect as much out of them as you would a paid employee.
            Also, be prepared to show proof of workers' compensation insurance to the high school or university you are corresponding
            with. Whether a work-related injury will be the responsibility of your company or the school is another issue.
         

         
Networking 
         

         The perfect employee for your company may be just a neighborhood away. Hiring friends is something that many business owners
            stay away from because a working relationship may ruin a personal one if there is ever conflict in the workplace. But your
            friends, neighbors, or family members may know a good person looking for a great job. Ask around at your church or fitness
            center, and check with people that you currently do business with for a reference.
         

         If you are involved in your local Chamber of Commerce, you will be surrounded by other professionals who can help you out,
            and you can return the favor when the moment arises. They may know someone seeking a job or be on the lookout themselves.
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            As a business owner, you should always be on the lookout for people who will make a positive impact on your company. If you
               receive excellent service from someone while they are at work, give them your business card and ask them to keep you in mind
               if they are ever looking for a job.
            

         

         Being visible in the community will help you attract the best applicants when you need them. Sponsor a sports team, participate
            in community fundraisers, and patronize local businesses whenever possible. Spend your advertising dollars in areas that will
            give you the best exposure. Become a household name in the neighborhood and when you're looking for people to help your business
            succeed, they'll want to work for you.
         

         Set up an employee referral program at your company. Who could be better at selling someone on the idea that your company
            is a great place to work better than the people who are already there? Offer a program that works something like this: Refer
            a friend or family member for a job opening. If they are hired and pass the introductory period, receive a $100 bonus on your
            next paycheck.
         

         Get in touch with former employees who left on good terms and ask if they know anyone looking for work. Since they were once
            employees at the company themselves, they can describe the job to someone who may be interested and send them to you for an
            application. If you hire them, send a thank-you card to the person who sent them, along with a gift certificate to a local
            store or restaurant.
         

      

   
      
         2


         Interview Tactics

         Now that you know how to find people who want to work for your company, it's time to meet some of them. There will be days
            when the applications that impress you far outnumber the positions you have available. This is a good dilemma to have! You
            will have a tough choice to make, and it's important to give all qualified applicants an equal chance. This is to your own
            benefit because it will give you more people to choose from and help avoid discrimination suits.
         

         
Deciding Who to Interview 
         

         Unless you are in dire need of hiring someone quickly, wait a few days to collect an ample number of applications and resumes
            before you start calling people in for interviews. This way you'll be able to sort through and compare resumes you have received
            and make a solid decision about which candidates should be called in for a face-to-face meeting. Interviewing people who are
            unlikely to meet your needs is a waste of your time and gives a false hope to the applicant. You want to give everyone a fair
            chance, but not at someone else's expense, including yours.
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            To be on the safe side, check with your state labor board and inquire whether you are required to keep a position open for
               a specific period of time before making an offer. Some states do have laws about this. Filling a position too quickly may
               be seen as not giving enough people a fair opportunity to apply.
            

         

         Once you have a stack of completed applications, give each one your undivided attention. Sloppy and incomplete applications
            may be a sign that the person does sloppy and incomplete work as well. Applicants are expected to act their very best when
            trying to impress a prospective employer; if this is their best work, then anything less may be a disappointment down the
            road once they are hired. Here are some things to ask yourself when reviewing applications and resumes, but keep in mind that
            some of these apply only to applications:
         

         
            	
               Is the writing legible, with correct spelling and grammar?

            

            	
               Does the previous-employment section show signs of stability?

            

            	
               If previous experience is required, does the applicant have it?

            

            	
               Are all of the questions answered?

            

            	
               Is the application signed?

            

            	
               Does anything look questionable?

            

         

         Consider the position you have open and whether or not you can overlook some of the questions above. For instance, if there
            is no writing involved in the job, penmanship and spelling skills may not be a prerequisite, and you may decide to overlook
            this and give the person a chance. The applicant may have never won a spelling bee at school, but based on his experience
            with other things, he may be able to make your customers happy.
         

         If an applicant has the experience you are looking for but appears to be a job hopper (works at places for short periods of
            time), you may find it worthwhile to call the person in for an interview and find out what was up; she may have a good explanation.
            However, beware of people who don't stay at a job very long without a valid reason — the cost to recruit and train a new employee
            is costly. Most employers find employee retention to be a big issue for them and are looking for people who are likely to
            stay with the company for a few years or longer.
         

         Read the part of the application or resume carefully that shows what the person's job duties were at their last position.
            These may be quite different from their job title. For instance, if someone worked as a receptionist their job duties could
            have been much more than just answering the phone, greeting customers, and sorting mail. They could also have been responsible
            for ordering office supplies, making travel arrangements, and typing business correspondence.
         

         Duties performed during volunteer work carry as much weight as paid work, which is why most applications instruct job seekers
            to include it in the employment-background section.
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            You will be viewed as a fair business owner if you give a chance to as many people as possible who meet the minimum requirements
               for the job. It may not be possible to interview everyone who qualifies, but it is to your advantage to meet with as many
               as you can. If several applicants have the same level of qualifications, interview each one.
            

         

         Keep all of the applications that you receive, whether or not you interview the person. Have a file for the people you will
            be interviewing and one for those you will not be interviewing. You may end up with a third pile of applicants — those who
            you aren't sure you want to interview at this time. This is your “maybe” pile. Hold on to these so that you have them handy
            if you need to call in more people. You may interview everyone in your first-choice pile, still not be in a position to make
            a job offer, and want to interview another round of applicants.
         

         
Scheduling Interviews 
         

         In a perfect world, as you call applicants to set up appointments for interviews, each one will answer the phone and set a
            date and time to meet with you. In the real world, this never happens; you will end up playing phone tag with a few of them.
            Keep track of when you called and what form of message you left (e.g., left a voicemail message, spoke with someone named
            Joe and asked that the message be forwarded, etc.). It's a rare thing to call someone in our high-tech times and hear a busy
            signal or a phone that simply rings and rings, but it does occur, so keep track of this as well. If the applicant calls to
            inquire about the status of his application, you can let him know that you tried to contact him and were unsuccessful. Your
            obligation is to make a reasonable effort to schedule interviews; if someone is too hard to reach, he needs to re-evaluate
            his availability.
         

         Once you have reached an applicant, give them a description of the job duties and verify that they are interested and can
            perform the job. Have two or three dates you are available to interview them so that you don't have to juggle dates and times
            while you're on the phone. Give directions to your company and let them know which door to enter, how to find you, and an
            estimate of how much time to allow for the interview. If you have only a resume from the applicant, ask them to arrive fifteen
            minutes early to fill out an application before your appointment.
         

         If an applicant lives far away and is hesitant to spend the time and gas to meet with you without the guarantee of a job,
            let them make the decision whether or not to come. There are expenses involved with looking for a job and this is something
            that you are not expected to absorb.
         

         Some employers prefer to do a preliminary interview over the telephone, then narrow it down from there, and call people in
            for appointments. If you do this, first ask the applicant if they are still looking for employment. If they are, tell them
            how long you expect the phone call to last and ask them if they are available now, or would like to set a time for you to
            call back later.
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            If you call someone to schedule an interview and they tell you that they have already found a job, thank them for their interest
               in working for your company and wish them well in their new position. Indicate on the application that they are no longer
               available for work and start a separate file for applications with this status.
            

         

         If you set an appointment with a candidate who does not show up, make note of this on the application. You made an attempt
            to give this person a fair chance and she didn't follow through with her end of the arrangement. She may call later to say
            that there was an emergency and ask to reschedule the interview. If this happens, try your best to reschedule with her because
            everyone has a legitimate crisis at one time or another. Whether or not you are able to schedule another interview, indicate
            on the application that she called you to let you know why she did not show up. You can never be too careful about documenting
            the contact you have with people who make an attempt to get a job at your company.
         

         When scheduling an interview with someone based only on a resume, she must fill out and sign an employment application before
            you meet with her to discuss the job in person. Her signature on the application finalizes her intent to apply for the position
            and it holds her responsible for the information stated on the application. See Chapter 3 to read about applicants who are
            not truthful.
         

         Some of the questions asked on an application may be answered with “please see resume” if it is covered on the resume. One
            of the most common areas where this falls is the section of the application that asks for the duties of the jobs the applicant
            has had in the past. Resumes don't usually include the phone number and address of previous employers. If this is the case
            with your applicant's resume, then she should put the contact information on the application so that you have it handy if
            you do a reference check.
         

         
Setting Your Candidate's Comfort Zone 
         

         The person scheduled to interview with you may be a little nervous, or very nervous. Job seekers may have a lot at stake if
            they have been out of work for a while and really need a job or they may want to work for your company so badly that this
            alone will cause anxiety to build up. If you can make them feel comfortable from the start, the experience will be better
            for both of you.
         

         Try to be ready for the interview at the appointed time. Sometimes business gets in the way, and you may have to troubleshoot
            something or your biggest customer may call two minutes before the interview is scheduled to begin. The longer someone sits
            and waits for you, the more time there is for apprehension to build up. If something comes up and you are running late, ask
            an employee to offer the applicant a drink of water or coffee and check in with him again in a few minutes to let him know
            that you'll be with him as soon as you can.
         

         To start the interview, introduce yourself, shake hands, and thank the interviewee for coming. Proceed to wherever the interview
            will take place, preferably in a quiet private area where nobody can overhear. Send your phone calls to voicemail, turn off
            the ringer on your cell phone, and set your computer to mute so that it does not make noise when you receive e-mail.
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            Allowing interruptions during an interview will disrupt the interviewee's thought process while answering your questions and
               sends the message that the meeting is not a priority in your day. Ask your staff to hold all questions unless there is an
               emergency.
            

         

         The first step to help the applicant feel at ease is to initiate conversation. Do not ask any personal questions during an
            interview or reveal too much about yourself. Talking about current events may spark a comment about political, religious,
            or moral views, so these topics should be avoided. Instead, tell the applicant some things about the company, such as how
            long you have been in business, the focus of your productivity, and any upcoming goals that have been set.
         

         Body language will come in to the mix as the talking begins. Both parties should be facing the other person and sitting up
            tall or leaning slightly inward. Eye contact should be direct when speaking and listening. There should be no fidgeting or
            other distractions. A truthful, sincere, interested job candidate is likely to show positive body language.
         

         
Questions That Get Answers 
         

         A “yes” or “no” response during an interview isn't going to adequately answer your questions. Some applicants will go ahead
            and elaborate, yet others will not. Here are some samples of open-ended questions that will get results:
         

         
            	
               What are two things about you that your last supervisor raved about?

            

            	
               Tell me about a time when a customer wasn't happy and you turned the situation around.

            

            	
               Please let me know what you have done in the past when you had a conflict with two things that needed to be done at once.

            

            	
               Why are you the best person for this job?

            

            	
               Everyone has at least one weakness. What is one of yours and how are you working to overcome it?

            

            	
               I want to hear about your strengths, too. Please tell me about them.

            

            	
               What is it about this job opening that brings you here today?

            

            	
               What do you think a person can learn from constructive feedback?

            

         

         If someone doesn't have an answer to one of the questions, offer a moment to think about it. Don't stare him in the eyes while
            you are waiting. If he still doesn't have an answer after a minute, ask him if he would like to go on to the next question.
            Take notes during the interview and keep them in your files along with the application.
         

         
Challenging Candidates 
         

         It doesn't happen often, but you may encounter an applicant who is difficult to deal with. This person may try to monopolize
            the interview, be unable to answer most of your questions, make snide remarks about the questions you ask, or beg you to give
            her a job.
         

         Turn the situation around at the first sign of an interviewee trying to lead the conversation. If you ask about the things
            at her last job that she enjoyed most and she spins off into a story about a coworker who throws a great Super Bowl party
            each year, it's time to take control. Say that you would like to hear more about the party, but it's time to focus on the
            interview, then quickly ask the next question. An interview is a two-way conversation, and doesn't mean that you do all the
            talking and the applicant speaks only when asked a question. But when the discussion strays off topic and is unproductive,
            it's hard to properly evaluate the candidate.
         

         If an interviewee has no answers to most of your questions, you may wonder why she is there in the first place. She may not
            really want the job and was pressured to apply by a parent or spouse, her work history may not really be what it appears to
            be on paper, or she may simply not know what to say. You can help her out by answering one of the questions yourself to give
            her an idea of what you are looking for. If this doesn't help, finish the interview as best as you can.
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            It is a good idea to ask identical questions of each person who applies for the same position. This gives everyone an equal
               opportunity to sell him or herself and will protect you if you are accused of being discriminatory. Prepare a template of
               your questions and print one for each interview, writing the applicant's answers below each question.
            

         

         When you receive a snide remark about a question that you ask, ensure the applicant that you are asking all applicants the
            same questions, others have answered it, and you feel that it is a fair question. Give the person the opportunity to skip
            the question and go on to the next, and indicate his response in your interview notes.
         

         It's hard to avoid being pulled into someone's story about how much they need a job. There can be a personal or financial
            hardship that places the candidate in a tough situation, but this should not be brought up in an interview, though it does
            happen. When it does, a simple, “I am sorry to hear that you are going through a tough time right now. Looking for a job is
            a wise choice,” and proceed with the interview.
         

         
Illegal Interview Questions 
         

         As much as you may want to know if an applicant has children, thus the possibility of missing work when the kids are sick,
            or if he owns his house, which means that he's not very likely to move away, you cannot ask these questions. Here are a few
            others to avoid:
         

         
            	
               Are you married?

            

            	
               Do you have plans to get pregnant in the future?

            

            	
               Have you ever taken a leave of absence from a job?

            

            	
               What does your spouse do for a living?

            

            	
               Do you go to church?

            

            	
               Will you have to hire a babysitter if you get this job?

            

            	
               How old are you?

            

            	
               From what country does your family originate?

            

            	
               What year did you graduate from school?

            

            	
               How will you get yourself to work?

            

         

         If the job requires occasional overtime, you may ask the applicant if he is available and how much advance notice he needs
            to work extra hours. It's permissible to ask him if he speaks a foreign language, as long as you do not inquire if he is a
            native speaker. If the job involves overnight travel, you may ask the candidate if he is able to leave town and again, how
            much notice he will need. You may ask an applicant if he owns a car and has insurance only if driving his own vehicle while
            on company time is part of the job. Otherwise, questions about transportation are limited to asking if he has reliable transportation
            to get to work. If he considers the bus, his bicycle, or a neighbor willing to give him a ride to work reliable transportation,
            then this is reliable transportation.
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            May I ask an applicant if he has a disability? 
            

            No, you may not ask an applicant if he has a disability. You may ask if he is able to perform the job — every applicant should
               be asked this. For example, you could say, “This job requires you to stand on your feet and walk without assistance for two
               hours before taking a break. Are you able to do this?”
            

         

         During an interview, a job seeker may voluntarily bring up something that falls under the category of questions that you should
            not ask. When this happens, change the subject quickly and do not write the information down in your interview notes. If,
            for instance, someone accused you of not hiring them because they have four children, and your interview notes indicate that
            they have four kids, you may have a hard time proving your contrary argument if the candidate otherwise meets the criteria
            for the job.
         

         
Applicants with Criminal Backgrounds 
         

         Depending on the state in which you operate your business, there may be questions about criminal convictions on the employment
            application. There may also be questions asking the applicant if she is awaiting trial. Don't be too quick to bypass a candidate
            with a conviction or pending trial for two reasons: One is that many employers feel that if someone admits to a mistake, makes
            no excuses for what they did, is remorseful, and is making a true effort to turn her life around, she deserves a second chance.
            Second, the behavior that resulted in the conviction may have nothing to do with the job duties and may not affect your other
            employees. This isn't meant to advocate the hiring of convicted criminals; it's just a reminder that every circumstance is
            unique and a good candidate is worth the inquiry.
         

         If you interview an applicant who indicated “yes” to questions about trials or convictions, do not ask about it just yet.
            If she brings it up first, then you may discuss it. Otherwise, if this person is one of your top choices and you are considering
            hiring her, call her in again and say that you need more information about the conviction. At this point, she is a top contender
            for the job and you do need to know the details about a conviction. It's best to get this in writing by preparing a form that
            asks for their name, the place and date of the conviction, a brief description of what happened, and a place to sign. Don't
            make any promises afterward, just thank them for filling out the form and let them know that you will be making a decision
            soon.
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            It is important to know how to handle applicants with criminal convictions because it will come up. Chapter 3 goes into more
               detail about pre-employment screening and when a conviction should mean refraining from making a job offer.
            

         

         The details of an applicant's conviction should not be revealed to anyone at the company. Just like any other personal matter,
            it's not open for discussion unless the person involved brings it up if she is hired. You do have an obligation to provide
            a safe work environment for your employees and make a reasonable effort to staff it accordingly. Have confidence in the hiring
            decisions that you make.
         

         
Closing the Interview 
         

         Give the applicant a chance to ask questions before ending the interview. A candidate who has questions about the job or company
            is displaying an interest in ensuring that the job is right for her. It's a two-way street; both you and the candidate want
            the match to be a good fit. You are looking for a new employee who wants to come on board and stay for the long haul. Applicants
            are seeking a job that they will find rewarding in a positive environment.
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