
Cheat Sheet Module 15

Summary

Recruiting Qualified Applicants

In the process of recruiting and selecting new employees, organizations focus on
understanding and implementing effective strategies to attract and evaluate candidates. Key
aspects include crafting compelling job advertisements that clearly outline the responsibilities
and qualifications required, ensuring they appeal to a broad range of potential applicants.
Businesses also engage in proactive strategies to identify and reach out to prospective
candidates, utilizing various channels to maximize their reach and effectiveness.

Additionally, it's essential for organizations to be aware of biases and legal protections during
the hiring process to promote equity and inclusion. This involves implementing fair hiring
practices that prevent discrimination and adhere to relevant laws. Screening applicants is
another critical stage, where businesses assess candidates through various methods like
reviewing resumes, conducting interviews, and sometimes performing background checks.
These steps help ensure that the selection process is thorough and that the most suitable
candidates are chosen for the positions.

Interviewing Applicants

Interviews are a fundamental component of the hiring process. Effective interviews require
careful preparation and the ability to ask pertinent questions that reveal the candidate's
capabilities and fit for the position. Communication during interviews can vary significantly
depending on the medium, with distinct protocols and expectations for phone and face-to-face
interviews. In phone interviews, clear articulation and listening skills are paramount, while
face-to-face interviews additionally allow for the assessment of nonverbal cues and overall
demeanor. Both formats demand a strategic approach to questioning and rapport building to
effectively evaluate an applicant.

Candidate Selection

The selection process in business communication involves identifying the best candidates from
a pool of applicants based on criteria that match the job's requirements and the organization's
culture. This involves a structured evaluation which may include reviewing resumes and
applications, conducting interviews, and possibly administering tests to determine the
suitability of candidates for specific roles.

Business Communication: Cheat Sheet Module 15 Page 1 of 3



Making an effective job offer then requires clear communication about the role's
responsibilities, benefits, and conditions, ensuring it is appealing and understood by the
candidate. This step is vital to securing the right talent and should reflect the organization's
values and commitment to employee satisfaction.

Key Terms
cultural alignment

whether an individual’s values, work style, and goals are compatible with the culture and
values of the organization

Equal Employment Opportunity Commission �EEOC�

a federal agency responsible for enforcing laws against workplace discrimination in the
United States

illegal discrimination

the practice of making employment decisions such as hiring, compensation, scheduling,
performance evaluation, promotion, and firing based on protected characteristics such as
race, gender, age, disability, or religion in a way that is prohibited by law

inclusion statement

expresses an organization's commitment to creating a diverse and welcoming work
environment, often highlighting the organization's dedication to equity, non-discrimination,
the value of diverse perspectives, and encouraging applicants from underrepresented
groups to apply

industrial and organizational �I/O� psychology

a field of psychology that applies psychological theories and principles to organizations and
the workplace, focusing on studying employee behavior, assessing and developing
workplace productivity, and enhancing the physical and mental well-being of employees
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job analysis

the process of collecting and analyzing information about the duties, responsibilities,
necessary skills, outcomes, and work environment of a particular job

one-on-one interview

a meeting between two individuals

panel interview

a group of several interviewers meets with the candidate at the same time

series interview

also known as a serial or sequential interview, a series of one-on-one interviews with
multiple interviewers

structured interview

the interviewer asks the same questions of every candidate, the questions are prepared in
advance, and the interviewer uses a standardized rating system for each response

unstructured interview

the interviewer may ask different questions of each different candidate
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