[image: image1.jpg]"ALLTECH INTL ’




If the quality of the people we hire are key to the success of any organization, 
How do we hire the right people?
A focused hiring process becomes critical to finding and knowing if you have the right person.  Too often this is a haphazard process.  Typically no one has the time to do it right - from defining exactly what is needed on paper, to interviewing and evaluating the individual based on the detailed defined requirements, by all the levels of people doing the interviews.

Over the years, we have developed a "KISS" (keep it simple and smart) methodology for controlling the process that has worked well.  It is used from the start of defining what is needed, to initiating a search and finally controlling and assisting the interview and evaluation process by multiple people.  The KISS process involves only one piece of paper that is used throughout the whole process as follows:

1. Job Definition: The job definition consists of a set of requirements in a list format on a form divided into 3 main categories: Technical, Personal and Organizational Fit.  The Technical category is also sub-divided into: Mandatory and Desirable.  This form is used by technical, management, project and human resources personnel to get a single definition of the person that is needed.  This is often the hardest part of the process.  

2. Creating the Form: The requirements are listed in the proper category on a page in brief outline format with a place to put a ranking by the interviewer in front of each item.  Candidates will be rated by all people involved, from headhunters, to HR, to managers and technologists using the same criteria.  The rating used is a "1", "2" or "3".  "1" means that the person fully meets the criteria, "2" means that the person is OK or has enough to get by, and "3" means that the person does NOT meet the criteria.

3. Using the Form: After the painful process of defining and putting the actual technical, personal and organizational fit requirements on paper, the rest of the process becomes easy.  If headhunters are used, you have an easy way to distribute requirements - and you can say if they send you people that don't get 1 & 2's ratings, you don't want to do business with them in the future.  As you go through your internal interviews, you will be assured that all the people involved will look at the person through the same evaluation criteria.  It really helps the busy person who has the interviewee show up on his door step and doesn't really have the time to change gears and think what they should look for in the interview.  Questions naturally form from the list of requirements.

4. Avoiding Mistakes: The KISS Hiring Form process really helps to avoid mistakes in hiring.  Remember the nice person, very articulate, good personal presentation, that you really liked but on an in-depth review by the Techie, didn't have the real technical credentials to make your project successful?  Or, remember that perfect technical fit applicant that did not have the work ethic or the personality to fit in with the rest of the team?  This KISS method makes sure that you and everyone involved looks at all the key areas, even when we are all pressed for time.

5. Saving Time: Saving time while doing quality hiring is perhaps the key benefit of the KISS Hiring Form method.  When you talk to a candidate that doesn't have the mandatory technical requirements, it's easy to say, before spending lots of time, "It looks like you don't have all the critical skills defined for the job.  I don't want to waste any more of your time.  Thank you for coming to talk with us." 

The KISS Hiring Form method helps facilitate hiring the quality people that can determine the success of your organization while streamlining your hiring process.  Please use it with all candidate interviews!!
The author, Dan Krevere, is Vice President for a Professional IT Services and Staffing firm, Alltech International, Inc. in Tysons Corner, Virginia.
Copies of the KISS Hiring Form may be requested by calling Dan at 703-506-1222 ext: 11 or via internet at DAK@Alltech.net.

KISS Hiring Form

Position: ____________________________    LOCATION: ______________
Interviewer Rating:
Candidate: ____________________________________________________
Fully meets       1     

Interviewer: __________________________   Date____________________
Some       2     


No       3     

TECHNICAL:

Mandatory:

____ : __________________________________________________

____ :   _________________________________________________

____ : __________________________________________________

____ : __________________________________________________

____ : __________________________________________________

Desirable:
____ : __________________________________________________

____ : __________________________________________________

 ____ : _________________________________________________


____ : __________________________________________________

____ : __________________________________________________

____ : __________________________________________________

____ : __________________________________________________

____ : __________________________________________________

PERSONAL:
____ : __________________________________________________

____ : __________________________________________________

____ : __________________________________________________

____ : __________________________________________________

____ : __________________________________________________

____ : __________________________________________________

____ : __________________________________________________

ORGANIZATIONAL FIT:
Overall Eval.
____ : __________________________________________________

____ : __________________________________________________

____ : __________________________________________________
Reviewed:
____ : __________________________________________________
Tech ___

____ : __________________________________________________
Mgt. ___

____ : __________________________________________________
HR ___
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