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 Sourcing Candidates 

Sourcing candidates is finding the best candidates for a position. This is a bit more complicated than it 

seems. It is important to use every tool at your disposal in order to source the best candidates for your 

company. 

Tips: 

 Determine the skills and responsibilities of each position before sourcing. 

 Do not assume that a person who does not list every skill set on a resume or job application 

lacks them.  

 Use multiple search strategies to source candidates.  Combine electronic searches, job boards, 

social networking, referrals, and direct contacts to find the best source candidates. 

Requirements 

The job requirements need to be established before recruiting. Requirements help determine the type 

of talent that you need along with the knowledge and skill sets 

necessary to do a job well.  

Example: 

 Knowledge: Education necessary to meet the 

requirements, such as a high school diploma or bachelor’s 

degree. 

 Skill sets: Experience and training transform basic knowledge into useful skills such as typing, 

speaking, or sales. 

 Talent: People have natural talents that help build teams. Some are good at relationships, some 

are practical, some are innovative, and some are visionaries. Determine which talents an 

employee should have before creating a job requirement.  

Job Analysis and Descriptions 

Conducting a job analysis and creating a job description is the first step in the selection process. A job 

analysis is done for different reasons. Besides the selection process, it determines the training needed 

compensation, and how to review performance. Analysis is done through interviews, checklists, 

observation, work logs, and questionnaires.  

Death will be a great relief. No more 

interviews. 

Katherine Hepburn 

 



What is analyzed? 

 Requirements: As covered in the previous module, requirements involve knowledge, talent, and 
skill sets. 

 Tasks: How frequently tasks will be performed; company standards, physical ability, and the skill 
levels necessary to perform tasks are included. 

 Equipment: The tools and equipment necessary to complete tasks. This includes special 
clothing. 

 Work environment: Determine if it is hazardous, industrial, office, etc. 

 Associations: Describe necessary relationships inside and outside the organization. 

Once a position is analyzed, the information is used to create a job description. The description should 

also include the job title and the department the position falls under. 

The Interview 

Interviews are enmeshed in the recruitment process. You only know if you have top talent by 

interviewing people. There are different types of interviews, but they all focus on finding out if someone 

is the right fit for your organization. Many people choose to implement more than one type of interview 

in the recruiting process.  

Phone Interviews 

Phone interviews are commonplace. Location is not a barrier with phone 

interviews. They are popular with recruiters who work for national 

organizations or with employers who are considering candidates who are not 

local. Often, phone interviews are the first step in the interview process. These interviews are used to 

gather basic information before proceeding. When conducting a phone interview, treat it as a face-to-

face interview. Be prepared, and have all of the materials ready before you begin. 

Types of Questions: 

 Job history: Ask about skills and past jobs. Discover why a job was left. 

 Salary: Discover the salary expectations and how they compare to current earnings. 

 Travel and relocation: Is the candidate willing to do either if necessary. 

 Goals: Find out if the candidate’s goals match the organizations. 

 Strengths and weaknesses: Find out about the candidate 

 Start date: Find out when he or she can begin. 



 

Traditional Interviews 

Traditional interviews are usually face-to-face. The setting makes it easier for a more relaxed 

conversation with more in-depth questions and answers. This is the time to determine which of the 

qualified candidates would be a good fit for the organization.  

Typical Questions: 

 Tell me about yourself. 

 Why are you interested in working here? 

 What are your goals in life? 

 Why should I choose you? 

 What are your strengths/weaknesses? 

 Are you interested in a long-term position? 

 What salary are you looking for? 

 Do you have any questions? 

 

 

Situational Interviews 

The situational interview is a helpful interviewing technique. It can be used as 

part of the traditional interview or as a separate interview. Situational 

interviews help determine how people behave in specific situations. The questions address different 

situations that commonly occur on the job. 

Question Examples: 

 What type of work environment are you most productive in? 

 How do you handle difficult customers? 

 Describe a time that you reached a goal. 

 Tell me about a challenge you had to work through. 

 



 

Types of Interview Questions 

The key to a successful interview is asking the right questions. 

Interviews provide you with the opportunity to learn more about a 

person than his or her resume provides. Using different types of 

interview questions will help you determine which people are best 

suited to fill positions in your organization.  

 

 

 

 

Direct Questions 

When you think of a job interview, you typically think of direct questions. They are 

questions that determine how an interviewee will focus answers. They are often part 

of phone interviews or traditional interviews, but they can be implemented at any 

stage of the interview process. You should use direct questions when you need specific 

information from someone.  

Example: 

 How does your work experience qualify you for the position 

Non-Direct Questions 

Non-direct questions are not specific. They are general questions that allow the person being 

interviewed to determine what information to include in the answer. Non-direct questions allow you to 

gauge how well someone can focus. They can also provide insight into the personalities of different 

prospects.  

Example:  Tell me about yourself. 

You should not ask questions without 

knowledge. 

W. Edwards Deming 

 



Hypothetical or Situational Questions 

Hypothetical or situational questions determine how someone would behave in 

certain situations at work. Hypothetical questions are particularly useful in situational 

interviews, but can be asked at any stage of the interview process. Asking a 

hypothetical question will help gauge the problem solving skills of different 

candidates. To be fair, make sure that the questions are relevant and could actually 

happen.  

Example: 

 What would you do if a customer’s order was not shipped out on time? 

 Behavioral Descriptive Questions 

Behavioral descriptive questions are used to learn about a candidate’s past experiences and 

what type of impact they will have on future performance. A common example of a 

behavioral descriptive question is “Tell me about a time you took initiative.” Those being 

interviewed can share positive or negative stories that describe what they learned from their 

job experiences and how they can implement what they know. Candidates should answer 

the questions based on the STAR model. 

STAR: 

 Situation: Candidates need to fully, but concisely, explain the circumstances of the situation. 

 Task: Make sure they explain the tasks they completed or problems they addressed. 

 Action: What course of action was taken and why? 

 Results: What were the results of the action? 

 

Example:  Tell me about a time when you had to work with others to solve a problem.   

 

Illegal Questions 

Interviewing references requires the same delicacy as interviewing a job candidate. The questions that 

you ask must relate directly to the job performance and skills. Do not ask anything that you would not 

ask the candidate directly. Avoid topics such as religion, age, race, ethnicity, marital status, medical 

history, etc. Anything that is illegal in a job interview is illegal when interviewing references. 

Example:  Do not ask: “Does he have a medical condition that requires him to frequently take time off 

from work?” 


