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Hiring Process. Be Prepared!

o Set your goalg what are you
looking for?

o Research the Position

A Talk to the Manager(s)

A Talk to employees in the unit or doing
similar jobs

A Read available material

o Consider all factorg this is a
big decision!

a Are you prepared fothis job?
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Need Some Help?

Lots of places to get help . . .

o Online training
(webinars, guides, white papers)

o Does your HR provide 1:1
Interview coaching and practice

o Public speakindToastmasters)

o People in the position, coworkers
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Elements of a Job Posting

Duties

Minimum qualifications

S
S
S
S

Experience
Training

License or certificate

Special requirement

Supplemental Questions
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S Review each sectionstudy what they are looking for
S How do you measure up? Where do you excel?

S What will you tell them about yourself?

S Organizeyour experience, knowledge and skills

S Highlightyour qualifications |

C use examples to showcase your experience

¢ demonstrate your knowledge
¢ sell yourself!




Seltinventory Worksheet
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Get organized! This will help. NETWORK
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What Is the Purpose of
Supplemental Questions?

S Screening tool to help identify
candidates who possess the
technical and specific experience,
knowledge and skills as related to
the job ¢ so take them seriously!

S The guestions help the
candidate more clearly understand
the specific experience, knowledge
and skills for the job

S Allows the candidate to
showcase their experience /skills
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Additional Tips and Strategies
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Understand the guestion
52y Q0 R2 | ¢2N]J
52y Q0 32 2FF 2y
52y Q0 LIX F3IALF NRIT ¢
52y Q0 060S | &L NJ
Give examples of success
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Write clearly and concisely

Doublecheck for spelling and
grammar-- ask someone to proof I



Do your answers hit the mark or need help”

Question:Describe your computer knowledge, experience and proficiency;
Include specific software programs you have used, (i.e. Adobe Acrobat,
scanning software, Excel, PowerPoint, Word) internetaal, calendar.

Answer:Very knowledgeable in Acrobat Profession@@%dg @%\e
and all functions of Microsoft Office. Y@W@m%
P

Nope, you missed! Where are the specifics

Who, What, Where, When, and How are critical
iIngredients!

Get back in there and expand on your answer!
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Thanks-- now we know who you are

Question:Describe your computer knowledge, experience and proficiency; include specific

software programs you have used, (i.e. Adobe Acrobat, scanning software, Excel, PowerPoir

Word) internet, email, calendar.

Answer:Over the course of my career | have taken the opportunity to develop my skills in the use

A
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of Microsoft Office software.

Excel is the program | have used most extensively over the last ten years and have advance
skills. The program is invaluable in streamlining workload, increasing the \SS|b|I|ty of date
and verifying the accuracy of my work.

| am proficient in the creation of formulas such as SUM, IE S@&QROUND SUMIF, SU

and VLOOKUP %
SORT feature allows for the capability of Iog @ta of data in a variety of ways.

PIVOT TABLES to compile and calcul rge volume of data into manageable and usef
reports.

Proficient in Microsoft Word, | have used for writing and revising business agreements, and
created various applications and reports. To use forms correctly, | needed knowledge of
formatting options, text orientation, tables and the use of mail merge features.

Extensive use d?owerpointto make presentations, used formatting and animations.






