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Information Gathering: CONTINGENCY Search
We need you to invest a few minutes completing the following list of questions so that we can most effectively present your opportunity. We want to be sure to completely understand your organization and what the ideal candidate’s skills and abilities should be. We also want to be able to make a powerful presentation in such a way that no good candidate would turn away for lack of quality information or an enthusiastic presentation. 

We only want to send you thoroughly pre-qualified, prepared and motivated candidates. This preparation step also insures that we are prepared to conduct a comprehensive search, where no stone goes unturned. When you’re asked to select candidate finalists, or considering making an offer, we want to have a solid slate of options so you can be confident in your final decision.

First Things First
Please email the position description? (If the PD “completely” answers any of the questions below, just say: “see PD” and we’ll pull what we need from the PD).

Company and Contact Information
· Annual sales of the company:

     
· Annual rate of growth of the company:

     
· Number of employees in the company:

     
· Group, Products, and/or Markets this position focuses on:
     
· Key Human Resources Contacts Name and Exact Title and Phone ext:

     
Position/Responsibilities Basics
· What’s the exact title of position? 
     
· Any upward title flexibility for highly qualified candidates?
     
· Working from corporate or division office or from home?
     
· Position is based in what city?

     
Value This Position Holds in Your Organization
· What’s having this position filled worth to you personally?
     
· How important are management skills to this position? And why?
     
· What’s the level of responsibility you want this person to assume?

     
Where are You at in the Search Process? 

· Why’s position open/available? New position, some one leave, get promoted? 
     
· Have you interviewed any candidates yet? 

     
· Do any of them look like viable prospects?
     
· Have you made any offers? If yes, why was the offer turned down?

     
Interview Process
· When working with recruiters in the past, what frustrated you most about the experience?
     
· Who all is going to be involved in the interview process?
     
· Outline how you view the selection process taking place:

     
· Where do you plan to conduct the first face-to-face interviews?
     
· Do you have a deadline for filling this position? If yes, what is it and why?

     
Opportunity Selling Points
· What's unique/exciting about this opportunity (the Company, Division, Location etc...) that would make it exciting and attractive for prospective candidates?
     
· If this is a territorial position? If yes, what territory is covered:

     
· What's the future potential for growth in this position? 3 to 5 years down the road where could you envision this person going in your company?

     
Corporate Culture:
· How would you describe company, division, and/or group’s corporate culture?

     
Pre-Handling Candidate Objections
· How much travel do you envision domestically and internationally?
     
· How many nights out per week away from home?

     
Sourcing/Targeting Prospective Candidates
· What are the primary products you sell? 
     
· What are the primary markets you serve?
     
· Are there specific product or markets experience other than mentioned above you’d like candidates to have experience in?
     
· Who are your primary or direct competitors?
     
· Any specific individuals you’d like us to contact on your behalf?
     
· Any companies or individuals you want us to avoid? 

     
Compensation, Benefits and Relocation Issues
· Salary range: Salary level flexibility for a highly qualified candidate:

     
· Absolute maximum salary level:

     
· Bonus available: If so target range: Maximum potential: Paid when?

     
· Company Car available for this position: Types of cars to choose from:

     
· Car Allowance dollar amount?
     
· Stock Options available for this position?
     
· 401K–Company contribution level?
     
· If you are willing to cover relocation, please describe your company’s relocation package in as much detail as possible: 

     
Please provide a complete packet of literature on your overall company, your business card, the position description, and a benefits summary package. Please include information on your company’s relocation policy, and any information and or contacts available as it pertains to the community and where people might want to live if they were to come to work at your site. Also please provide directions to your office. 
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