The Hiring Manager’s Guide to Working with Recruiters

Hiring Managers: Here’s How to Get the Most Out of Your Recruiting Partners
According to Ken Blanchard, co-author of The One Minute Manager, “None of us is as smart as all of us.” I see this as
the essence of teamwork, and that is just what recruiting has become — an exercise in teamwork, with people working
together to hire the best employees and build the best companies.
With this in mind, and in order to be assured that we are operating in a smooth and effective manner, I ask the following:
1) If I call or email you, please respond. I understand you are busy. So am I.
a. What I’m probably most busy with is trying to do all that is required to ﬁll your position.
b. I know that running your organization is a top priority, but hiring is a major part of running a business, and I need you
to be responsive to me when I reach out.
That’s how a good and productive team works.
2) Please respond to resumes quickly:
a. Most candidates have a very short shelf life and little patience for organizations that do not respond quickly.
b. Talent is tight and good people can go to a number of other employers in a ﬂash.
c. When I put a resume in front of you, please respond as quickly as possible so I can move the process on to the
next step.
d. I am not just concerned about whether your answer is “yes” or “no.” What makes my life very difﬁcult is no
response at all, and being stuck between a hiring manager who is not reactive and a candidate who is calling me
looking for an answer to a simple question:
i. “Does the manager want to see me or not?”
Please do not put me in that position, because it makes all of us look foolish.
3) Please see that your interviewing team is ready.
The candidate interviewing experience is critical to the ongoing success of the organization.
a. Remember that prospective employees of today can become the customers or partners of tomorrow.
b. Be sure your interviewing team is ready to do a world-class job in all candidate-facing activities.
i. This means they should have reviewed the position for which they are interviewing and read the candidate’s
resume before the candidate arrives.
ii. The team should be prepared to discuss the candidate with you after the interview is completed.
4) Inform me as to what you see as the next step in the process.
a. Please get back to me with your thoughts, ideas, or questions right after the interview has taken place.
b. Be advised that I can, in most cases, keep the candidate warm for a reasonable time, but I can’t say or do anything
without hearing from you.
c. Once again, make us all look good by being responsive and moving quickly as this is in everyone’s best interests.
5) Be sure to only ask questions that relate to the position.
We live in a highly litigious society, and as your partner in the hiring process, it is my job to see that we never have a
legal problem as a result of inappropriate questions being asked.
a. Please remember that all questions asked should pertain only to the candidate’s experience as it relates to their
ability to perform the duties of the position for which they are interviewing.
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6) Remember to sell the company.
Whether or not the candidate joins your organization is far more in your hands than in mine.
a) If you want to have the candidate join your company, you will have to sell it to the candidate.
b) If the candidate is interviewing elsewhere, that is exactly what the competition will be doing.
c) Be sure to let the candidate know why they should be seeing us as their next place of employment, and what some
of the advantages are at our company.
Remember, we always want the choice about whether to move forward or not to be our choice, not the candidate’s.
7) Please help me to close the candidate if I make that request.
Landing a candidate is not always an easy thing to accomplish. As the marketplace tightens and top talent becomes
harder to ﬁnd, candidates will very often have multiple offers. I will do whatever I can to pre-close the candidate, get them
prepped for an offer, and everything else necessary to make things happen. However, at times I will need a bit of help to
make things happen and close the deal. If I call you to set up a meeting or phone call to lay out a capture strategy please
work with me on this.
Together, as a team, we have a far better chance of successfully landing the candidate.
8) Leave the offers to me.
a) Extending offers is a big part of my job, and I know exactly how to do it.
b) Extending an offer is asking for the sale, and it has to be done at the right time, in the right way, and under the right
circumstances.
c) Please let me handle it as I see ﬁt. (By the way, if you are the one who determines compensation, let’s talk, because
low-balling the candidate is a catastrophe of major proportions!).
If I as the recruiter can get you as the hiring manager to work with me and follow these simple guidelines, we will both
be successful, both help to build this company, and both demonstrate the ongoing value that teamwork brings to those
who choose to use it.

Agreed:

____________________________

Date: ________________
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