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(Continued)

Emphasizing organizational characteristics and leading with opportunity-focused messages can increase candidate interest in your job opportunities by more than 30%.  Use this worksheet to craft effective outreach scripting to ensure that you maximize initial candidate interest.  Although you can alter any of the text below to suit your needs, the text in [red brackets] should be customized to your organization and positions.
1.  Determine Organizational Familiarity
Take every opportunity to promote your organization during candidate outreach.  When developing an outreach strategy, begin by targeting candidates likely to be familiar with your organization, and be prepared with a 30-second “elevator pitch” for those candidates who are not familiar with your organization.
	Candidate is familiar with the organization
	“I understand that you are familiar with [insert organization name].  You probably know that we are a [large/mid-size/small] organization that makes/provides [name of products or services], but you might not know [insert organizational selling point], and that we have opportunities for people with [insert skill set or experience], such as yourself.”

	Candidate is NOT familiar with the organization
	“First let me tell you a bit about [organization name].  We are a [growing/stable /x-year-old] organization that produces/provides [name of products or services].  Our location in [name of location] is one of the things that our employees love most because [description of location amenities].  We have opportunities for people with [insert skill set or experience], such as yourself.”

	Unsure if candidate is familiar with the organization
	“Are you familiar with [name of organization]?  I want to make sure that you know about our reputation and location.”


2.  Lead with Messages Likely to Drive Initial Interest
These messages, in order, drive the most initial interest among potential candidates.  Begin outreach conversations with messages as high on this list as possible.  Don’t bother starting out with descriptions of subjective characteristics like manager quality, social responsibility, or more interesting day-to-day work, as these do not significantly drive initial candidate interest.
	Compensation would increase
	“Working at our organization would likely include about an [x%] pay increase for you.”

	Position would be more senior
	“Your role at our organization would likely be more senior than your current position, with responsibilities in [name of responsibilities].”

	Career advancement would be more rapid
	“One great thing about our organization is that we offer promotional opportunities.  You can be on the path to [insert career path(s)] in as little as [x] years.”

	Development opportunities would be better
	“As an organization, we pride ourselves in employee development, and this position is no different.  You will have development opportunities in [insert technical or professional development areas and/or special training programs].

	Benefits would be more comprehensive
	“We have benefits to fit your lifestyle, including [most enticing benefits of the organization].”

	Work-life balance would improve
	“One great thing about working at [organization name] is our work-life benefits.  By offering [name of work-life benefits], you get more [ways to spend time with family and friends].”

	Work environment would be friendlier
	“People who come to work here always say that they love the friendly work environment here.  Our colleagues are outgoing, smart, and have an unparalleled service ethic.  As an example, [anecdote].”


3.  Respond to Frequently Asked Questions
You can increase initial candidate interest in your job opportunities by 14% just by having knowledge about the job and answers to other frequently asked questions.  For each position, have scripting ready for the following possible questions, and insert additional questions (and a scripted response) as you receive them.
	What are the day-to-day experiences of the job?
	“On a day-to-day basis, you will be [1-3 daily activities, as described by the hiring manager or job description].”

	What are the goals and deliverables expected of the individual?
	“The main goals that you will work towards are [1-3 goals of the position, as described by the hiring manager or job description].”

	What are the performance expectations?
	“In this position, you would be expected to perform at a high level.  This includes [1-3 performance expectations as described by the hiring manager or within performance review criteria, e.g., traveling x% of the time].”

	What is the working environment like?
	“Our work environment is [description of physical and collegial work environment, as described by the hiring manager or current employees in position].”

	What is the culture of the team?
	“Our culture here is defined by our mission statement, which is [mission statement language].  That means that we are [description of company culture, e.g., risk-taking, talent-focused, performance-based].”

	How do I know that this job will be stable?
	“Economic events affect any organization out there, and we’re not an exception.  However, we are actively hiring for this position because it is critical to carry out our goal of [name of goal].  A downturn or other unfortunate events won’t change this goal, and our need for great talent, because it is inherent in who we are as an organization.”

	When do I need to apply?
	“To be considered for this position, you should let me know by [date] and if you are interested I can give you next steps.”

	What is your role?
	“I am a [name of position], which means that I can help you with [name of responsibilities].”

	How did you get my name?
	“I’m glad you asked.  I keep in contact with your friend/colleague [name of friend/colleague], and [s/he] let me know that you might be a great fit for our organization.”  [Or, insert alternate response.]

	Why should I come work there?  I have a stable job.
	“Even in a down economy, you can have great opportunities with us.  Not only do we offer stability, we offer [1-2 main selling points of the organization].”

	What timeframe are you looking to fill the role?
	“We are actively searching now, so I encourage you to apply online soon if you can.  But, if other circumstances don’t allow you to move right now, let’s keep talking in the coming months about any other opportunities that come up.”

	Where is the position located?  Is there flexibility in the location or telecommuting options?
	In [position location], which offers [1-2 benefits of organization’s location].  If this location isn’t desirable for you, we have other locations in [name of other locations], and I think we can work to get you placed where it’s best for you, which might include telecommuting.  Let’s talk more about that.”
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