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Information Gathering: RETAINED 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 (headquarters, division, and the team this new hire will be working in) and what the ideal candidate’s skills and abilities and expected outcomes 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 a less than enthusiastic presentation.   Information is power and makes it easier for us to enthusiastically sell top candidates on why they should at least consider your opportunity.

Bottom line–we don’t want to throw mud (candidates) at the wall just to see what sticks. 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 (Qualified – motivated candidates) so you can be confident in your final decision.
We really need the direct hiring manger to be personally responsible for addressing the majority of the questions especially in these sections: Value This Position Holds in Organization, Management Bio, and Corporate Culture.  This is a collaboration and we’d like anyone on the selection team to provide whatever feedback they feel is relevant or important to them now, before we complete the final version of the position description and before we interview any candidates whether internal or external.

First Things First
If you have a position description , an advertisement or any other relevant information on this position please provide it right away, then If the PD “completely” answers any of the questions below, just say: “see PD” and we’ll pull what we need from the PD.  We may need clarification as we complete this questioner and so we reserve the right to come back to you with requests for additional information.
Company and Contact Information
· Annual Sales of the Company, Division, and/or this Group:

     
· Annual Rate of Growth of the Company, Division, and/or Group:

     
· Number of Employees in the Company, Division, and/or Group:

     
· Parent Company Name and Web Address:
     
· Company Name and Web Address:
     
· Division Name and Web Address:
     
· Group-Products/ Services and/or Markets this position focuses on Web Address:
     
· Position reports directly to (Hiring Manager), Name and Exact Title:
     
· Hiring Managers contact #’s, Work Direct Dial, Home and Cell:
     
· Hiring Managers Email address:
     
· Hiring Managers Snail-Mail address:
     
· Hiring Managers Admin. Assist.: Name, and Exact Title, and Phone ext:
     
· Position Reports In-directly to: Name, and Exact Title, and Phone ext:
     
· Key Human Resources Contacts: Name and Exact Title and Phone ext:
     
· Closest Airport to Your Office:
     
Position/Responsibilities Basics
· What’s the exact title of position? Any alternatives available?

     
· Any upward title flexibility for highly qualified candidates?

     
· Working from corporate or division office or from home?
     
· Position is based in what city?
     
· Cities/Towns close by worth commuting from:

     
· Typical day-to-day responsibilities:

     
· What are your overall specific targets, objectives, outcomes, and/or expectations… territory expanded by $600K in 18 months… 3 new products developed in 10 months? Profit margin increased by 25% in 12 months:

     
· Finally, let’s carefully review the above answer and you position description and see if we can make it even more useful as a screening tool, by focusing on at least your top 5 “must haves”. Let’s make sure you have clearly defined in as much detail as possible the “outcomes” you expect from the new hire. Examples: $’s increased or $’s saved and by how much, #’s raised or #’s cut and by how much, %’s improved or %’s eliminated and by how much:

     
· Does this position have actual P and L responsibility? If yes describe? 
     
Value This Position Holds in Your Organization
· Why does your company need this position filled?
     
· What’s having this position filled worth to you personally?
     
· What problems or challenges does this position solve?
     
· What problems or challenges does this position create?
     
· How does your group describe success as it relates to this position?
     
· How important are presentation skills to this position? And why?
     
· How important are negotiation skills to this position? And why?
     
· What’s the level of responsibility you want this person to assume?
     
· How important are management skills to this position? And why?
     
Where are You at in the Search Process? 

· Is this position fully approved by the corporation and well supported by the people at the appropriate levels?
     
· Why’s position open/available? New position, did some one leave, or get promoted? 
     
· How long has the position been vacant?
     
· Have you done an internal search–“Posted the Position”? If yes what’s the status of available candidates?
     
· Have you advertised the position in the papers or on the internet? If yes, what’s the status of available candidates? 
     
· Have you or others in your company discussed this position with any other recruiters? If yes, how long ago and with what results?
     
· Have you interviewed any candidates yet? If yes, how many?

     
· Do any of them look like viable prospects?
     
· Have you made any offers? If yes, why was the offer turned down?
     
Interview Process
· When interviewing candidates for this position in the past, what frustrated you the most about the candidates interviewed?
     
· When working with recruiters (internal or external) in the past, what frustrated you most about the experience?
     
· If this is a management position, do the people reporting to this person know you’re conducting this search?
     
· If not and they find out, how are you going to explain the search?
     
· Who all is expected to be included in the interview process?
     
· Outline how you view the selection process taking place. Ex. Phone interview – by whom? First face to face with whom? Second and final interviews include whom?

     
· Where do you plan to conduct the first face-to-face interviews? Ex. At candidates location/community or in you office or off site and why?

     
· What’s your schedule of availability, in next 4 weeks to conduct interviews?
     
· Do you have a deadline for filling this position? If yes, what is it and why?
     
· Any special meetings, events, tradeshows, etc… coming up that we should be aware of? This pertains to scheduling interviews at these meetings and/or having the position filled by the start of one of these dates.
     
Opportunity Selling Points
· What’s the # of people and type of experience level and educational levels of those reporting directly to this position?
     
· Same question as above, but for indirect reports?
     
· Same question as above, but for peers on the new hires team?
     
· What's unique about this opportunity (the Company, Division, Location etc...) that would make it exciting and attractive for prospective candidates?
     
· Where are your plants and offices located in the U.S. and overseas (where candidates might be interacting with or traveling to)?
     
· Is this is a territorial position? If yes, what territory is covered?

     
· Is this position focusing on the U.S. or NAFTA or is it a Global role?
     
· How much of an operations budget is there available to this position to obtain resources, travel, and accomplish goals?
     
· How much of a budget is there for independent training, books, magazines, CD’s, and/or continuing education?
     
· As the hiring manager why do you like working here and where do you see yourself in 3 to 5 years?
     
· 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?
     
· How would you describe the company’s stability and/or reorganizational plans?
     
· What’s exciting about the growth, new technologies, or the future of this company, division, or group?
     
· What is the hot news on the street about your company, division, or group… both positive and negative?
     
· Any recent PR pieces on your company, division, or group you can email us?
     
· Which distributors or major customers do you work with in the U.S.?
     
Hiring Managers Bio (for direct and indirect managers over this new hire)
· Describe your background (Career and Education):

     
· How would you best describe your personality and management style?
     
· What are a few of your greatest successes?
     
· What would you attribute to your ability to achieve these successes?
     
· What's the organizational structure above you?
     
· How much interaction would the new hire have with management above you?
     
· Please email your resume so we can compare to prospective candidates?
     
· Where did you go to college? What’s your degree or education?
     
· Where have you lived around the globe or around the U.S.?
     
· What kind of personal interests do you have? Sports, Hobbies, or other free time interests, or activities?
     
· Are you single or married? 

     
· Does your spouse or significant other work outside the home? If yes doing what?

     
· Any children? If yes how many and how old?
     
Corporate Culture
· How would you describe company, division and/or group’s corporate culture?
     
· How would you describe your company, division, and/or group’s top leaders? (Conservative, Liberal, Young, Old, Cautious, Risk Takers, etc...)

     
· How does your company, division, or group manage risk? High, medium, or low tolerance? Is risk taking frowned upon or rewarded? 

     
· Are decisions made by consensus?  Are decisions commonly vetoed by the Big Boss? Are decisions commonly delegated to staff or people in the field?
     
· Does management encourage, participation in, or shy away from debate? How vigorous is the typical debate in you organization?
     
· How does your company, division, or group describe team work?
     
· How does your company, division, or group treat each other?
     
· How would you describe the level of socialization outside of the office in your company, division, or group? Non existent, one person to one person, regular employee group activities, and/or family involvement is common?
     
· How involved or committed to social causes or community involvement is your company, division, or group. Please describe and how regular?
     
· Does management do any type of team building exercises? Rope courses, laser tag, or other physical activities? If yes, describe and how often?
     
Pre-Handling Candidate Objections
· How much travel do you envision domestically and internationally?
     
· How many nights out per week, away from home?
     
· Are there any challenges, problems, issues, or politics that we should be aware of that might present road blocks to the ability to do this job well?

     
· If your parent company or this group or division has had any negative news lately = layoffs, downsizing, plant closings, offices moved, etc… tell us why and how to answer the concerns of candidates:

     
· Anything else we should be aware of that candidates coming from competitors might question us about?

     
Sourcing/Targeting Prospective Candidates
· What are the primary products you sell? 
     
· What are the primary markets you serve?
     
· Are there specific product, services or markets experience other than mentioned above you’d like candidates to have experience in?
     
· Ideal candidate background and skills:

     
· Ideal candidate educational level:

     
· Who are your primary or direct competitors?
     
· Who are secondary competitors (selling related products or services to the same customers you serve)?
     
· What associations/conferences does your organization attend?
     
· Do you have membership directories for these groups? Or can you get them and email or Fed Ex them to us ASAP?
     
· Any specific individuals you’d like us to contact on your behalf?
     
· Any companies or individuals you want us to avoid? 
     
· If we find a highly qualified candidate already in the interview process, with a competitor of yours, are you prepared to respond faster, if necessary?
     
Compensation, Benefits, and Relocation Issues
· Salary range: Salary level flexibility for a highly qualified candidate?

     
· Absolute maximum salary level:

     
· Hey Point or Grade Level: Grade level flexible for a highly qualified candidate?

     
· Bonus available? If so. target range: Maximum potential: Paid when?
     
· What’s the bonus program based on, or how does it work in simple terms?
     
· Company Car available for this position? Types of cars to choose from:

     
· Or… Car Allowance dollar amount?
     
· Stock Options available for this position? If so how do we show first year value?

     
· 401K–Company contribution level?
     
· Any other special or unique benefits? Access to a Country Club Membership? Access to Company Corporate Jet?
     
· If you are willing to cover relocation, please describe your company’s/groups relocation package in as much detail as possible. 
     
· Have you personally had experience with employer paid relocation? If yes, were there any expenses you wish they had covered? We are in a talent war, so let’s be prepared to be creative.

     
· When you made past job changes what was the average salary percentage increase?

     
· Please send us a complete packet of literature on your overall company, division, or group and your business card.

     
· The position description, any advertisements you’ve done and any other relevant information.

     
· A benefits summary package.

     
· Include information on the relocation policy.

     
· Any information and or contacts available (realtors, home magazines, chamber of commerce, tourism departments) 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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