The First 60 Seconds: For Employers & Hiring Managers

Contents

Introduction: It All Happensina Minute ..o X

Section I: The 60-Day Plan for the Company

Overview of the Company’s 60-Day Plan ................cooiiiiiiiiiiiciieee, X
Assessing the Corporate IMage ........c.ovveiiiiiii e, X
Assessing the Job and Resources Market .........cc.oooiiiiiiiiiiiiieee, X
The Company Profile ... X
Your HING TEAM ... e X
The Corporate/Employer Brand and Media Strategies .................ccoeevenene. X

Section II: The 60-Day Plan For The Hiring Manager

The JoOb Profile ... X
The Manager’s Personal Profile ......... ..o, X
Preparing and Presenting Your Management Credentials .......................... X
Preparing the Formal JOb POStING .........oieiiiiii e X
Advertising, Marketing, and the Candidate Review Process ....................... X
Honing Your Communication SKills ... X
Arranging the Job Interview ... ... X
Communications With Your Prospective Employee Prior to the Interview ...... X
Preparing forthe Interview ... X

Dressing Up YOUr IMage ..o X



Section Ill: The First 60 Seconds
What You Can Accomplish In 60 Seconds ..........ccoovviiiiiiiiiiiiiiiieeeee,
The Final CouNtdOWN ...
THE FirSt LOOK ... e
LI L T (== 11 Vo PP

The Relationship — Part | ........oooiiiii e

Section IV: Managing the Next 60 Minutes
Setting the Stage for the INterview ...
Summarize Your Qualifications as an Employer and Manager ...................
Clearly Convey “What'’s In It” For the Prospective Employee ......................
Employee Testing and Evaluation Methods ............c.coooiiiiiiiiiiiiie,
Touring the Work ENVIFONMENT ..o
The Role of the Staff and Team in the Process ...........cocooiiiiiiiiiiiiinnnns
The Relationship — Part 1l ...

“I'm Interested!” Let Me Explain the Next Steps ........ccoovviiiiiiiiiis

Section V: The Close
Post-Interview CommUNICAtIONS ......oooei e e
The Offer Letter and Employment Agreement ............ccoooiiiiiiiiiiiiiiinenenn,

The First Day With Your New EmMpIOYyee ........ccooiiiiiiiiiiii e



Section VI: Your 60-Month Human Resources Plan
Yours and Your Company’s Success is in Your Hands .....................o....
Goals and Plans (1, 3, and 5 year with templates and instructions) .............
Prospecting for the Best Possible Future Employees—Continuously ...........
After You've Hired Your Next Great Employee ...,

60 Minutes Per Month Check-Up ..o,

Appendix: Additional Resources

Maxims of The First 60 Seconds: For Employers & Hiring Managers

APPIOACK .

The 60 PICK ME! Differentiators . ....... e e,



