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“RAISING THE BAR” FOR HR

HIRING PRACTICES & COMPETENCY PROFILES

I ntroduction

. Focus on techniques and methods which provide organizations withthe means to effectively select
and retain employees that will meet and adapt to changing business demands

. | ntegrati on of the sel ectionand performance management methodol ogiespromotescons stency and
fairness across the organization
. Sdlection and performance managements techniques are based on smilar
performance standards and criteria
. Fogters a clearer understanding at both the management and staff leve

. Use of Competency-based sel ectionand eva uation methods provides more meaningful outcomes
. candidate/employee focused within the context of the position responsibilities.
. directly linked to organizationa goas and objectives
. mesasurable and actionable

Our objective today isto provide an overview of the systems we have devel oped and which have proven
to enhance our clients' abilitiesto effectively select gppropriate personne and, once in place, continue to
motivate, reward and devel op those employeesto meet the demandsof the changing business environment.
The obvious gtarting point isto hire the right employeesin the firgt place.

Search and Recruitment
Borrowing a satement from our Strategic Planning program

“If you always do what you’ ve always done
You'll always get what you always got.”

When examining the competencies and qudities needed to fill a position, whether due to expansion,
restructuring or employee leaving, it isimportant to consder both the current and future environment Too
often, the ad goes out, or the posting goes up and it mirrors exactly what was previoudy in place or the
traditionally held industry-wide standard........

. Evduatethe current and future requirementsfor the position, within the context of the environment
within which it will operate.

. Outline the responsbilities and performance standards for the position— state in behavioura terms
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“RAISING THE BAR” FOR HR

HIRING PRACTICES & COMPETENCY PROFILES

. Define the educationd and experientid criteria for the postion based on the specified
responsibilities and performance standards — mandatory and wish list

. Determine whether to use Internd vs. Externd
. Interna recruitment highly desirable whenever feasble
. Provides career advancement opportunities for existing staff
. Interna resources aready possess knowledge of the business and its
clienty customers — less start-up time required
. Demonstrates organization’ scommitment to and respect for the employee
population
. Determine whether auffident potentialy suitable interna candidates exist to warrant an

interna search — Interest levels of those candidates
. Consider conducting a combined Internal/Externa recruitment

. If externd, identify the target search markets and the most effective means for penetrating and
promoting to those markets

. Newspaper advertising

. Professona associations newd ettersweb stes

. Trade magazines advertisng

. Human Resources Devel opment Canada postings/web site
. Networking

. Community agencies, associations and service organizations
. Current employees

. TCGI web ste

Candidate Recruiting and Evaluation Methodology (REM)
Why use Competency-Based evaluation techniques?

. Once hired, normdly 3 up to 12 months will elapse before the individud has reached an acceptable
level of competence and productivity within the postion
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. Essentid that appropriate emphass and effort is placed on sdecting an individua who has the
greatest likelihood of ongoing success and achievement in the target position

. Use of an gppropriate candidate salection method is central to the success of the recruiting effort

. Important to assess both the theoretical knowledge and their demonstrated ability to gpply that
knowledge — Determine the degree to which the skills and knowledge are transferable

. Emphasis should be placed on an evauation of the candidate sskillsand abilitiesto fulfill theduties
of the target position, not necessarily what has been their experience in prior positions

. Use of a competency-based eva uationmethod focuses on observable and measurable skills and

behaviours displayed by the candidate.

. The dtructure presented by the REM ensures that applicants are evauated in a highly objective,
equitable and quantifiable manner

. Promotes consstency throughout al phases of the recruiting effort

. Opportunities for evauator subjectivity are reduced to a minimum, therefore hiring decisons are

readily justified and defensible to chalenge

Core Competency Analysis

. Outlinesexamplesof kills, behavioursand qudities consstent with proficiency ineach of the core
competency categories

. Each position draws upon and requires alevel of expertise in any of up to 11 competency aress.

. Selection of and ranking the core competenciesinorder of importance providesthe ability to place

appropriate emphass on those skills and abilities that are most criticd to the target position.
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Core Competencies:

1 L eader ship and Change M anagement

. Trandates organizationd vison into achievable incrementa phases

. Uses Persond (vs. Positiond) power to influence others
. Innovates and challenges the status quo
. Serves as apogtive role modd to others— internaly and externally
2. Planning / Risk Assessment and M anagement
. Develops, implements and integrates gppropriate business planning modds

. Operationa (short term)
. Tacticd (medium term)

. Strategic (longer term - directiond)
. Conducts organizationd reviews and evauations and identifies
. aress of risk to the organization and/or its operationd units
. areasof strengthand weakness of the humean, financid and technol ogical resources

of the organization
. Assesses risk — short termvs. long termand appropriately balancesthe trade-offs of each
. Formulates risk management plan addressing organization-wide and divisond issues
3. Management and Supervision

. Comprised of the moretraditiond behavioursand skills commonly linked to getting work
done through the active support of others

. Panning, delegating, reviewing, mativating, assessing, taking disciplinary action.
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. Organization and assgnment of work, reviews and follow-up
4, Subject Matter Expertise

. Represents the positionspecific knowledge and skills required of the job — Technica
agpects and their application

. Important to determine not only if the knowledge is present, but dso if the candidate has
the ability to appropriately apply that knowledge and expertise within the target work
environment

. Interprets technica and/or legidative directives on behaf of the organization

5. Project Management

. Ability to differentiate between project and traditional management and the unique
chdlenges that are present in a project environment

. Projects are time-bound and have a defined ddliverable for completion

. Often the human resources dlocated are part-time, and have no direct reporting
relationship to the project manager — conflicting priorities arise

. Emphags is on effectively planning, monitoring and controlling project resources and
milestone ddliverables.

6. Team Coor dination and L eader ship

. Demondtration of particular behavioursthat promote a sense of team and unity within the
group

. Focuses the group on the common objective

. Facilitatesindividud team member’ sunderstanding of the vaue of their contribution to the
overd| god

. Identifies linkages and interdependencies between team members and the respective
impacts of their activities on others
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HIRING PRACTICES & COMPETENCY PROFILES

Situational Analysis

. Demongtration of daility to apply Critica Thinking and Analyss techniques to resolve
problems and implement new methods and practices

. Defines the issue/situation, andyzes, develops aternatives with associated outcomes and
determines the best option given the organizationd environment and resources

. Evauatesthe recommended course of actionand devel ops adecisve implementationplan
8. Communications
. Demongrates abilities to embody darity, vdue and precision in written and verbal
exchanges
. Identifies and gpplies the gppropriate communication strategy for the target recipient(s)
. Tailors the content to meet the needs of the target audience
. Checks for understanding
9. I nter per sonal
. Knowledge and gpplication of techniques and methods which promote postive
interrelations and strengthen relationships with othersin avariety of Stuations
. Is sengitive and responds to the unique qualities and needs of others
. Demondtrates consgstency, fairness and objectivity in dealings with others
. Seeks and draws upon the strengths of others
10.  Organization and Coordination
. Demondration of the ability to effectively manage and complete one's persona work
assignments — Persona Time Management
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. Evauates the work effort and assgns priorities

. Sets achievable persond goas and objectives

. | sproactiveinthe resol ution of conflicting prioritiesthrough the development of dternatives
. Seeks out and recommends opportunities to improve service ddivery in area
Adminigtration

. Demondration of the ability to get the “ paper work” done inatimely and accurate fashion

. Internd and externa correspondence, budget creation and monitoring, datafiles crestion
and maintenance, timely generation and ditribution of meaningful reports (periodic and
one-off), completion of required documentation to ensure adequate paper trail

Through the definition of the specific requirements and respongbilities of the target positionand the
determination of the reative ranking and weight assigned to each of the core competencies, the
employer arives a a customized sructure that is tailored to the particular characteristics of both
the position and the organization.

The central premise of this competency-based recruiting and evauation methodology lies in the
degree to which the candidate displays and/or espouses skills and behaviours that are consstent
with those associated within each of the Core Competency areas sdected for the target position

Candidates are then evaluated and assigned scores based on their performance in each of the
Assessment Components within the context of the individudized Competency Rank Order and
Weightings for the target position.

Ensures that the gppropriate emphasis continues to be placed onthose killsand qudities that are
of the highest priority throughout the evaluation process
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REM Assessment Components

. Past experience has led us to the position that the use of a variety of evaluation and assessment
components will result in amore comprehensve and credible recruiting outcome

. Opportunity available to salect those assessment components that are most appropriate for the
target position

Assessment Components
The Candidate Search/Job posting component has aready been addressed previoudy.
Evaluation of Applications

. Evduation of the candidates application package including the cover letter, resume, list of
references and any supplementa documentation supplied

. Applications are assessed and assigned scores for the degree to which required and preferred
criteriaare met in the following:

. Educationd qudifications. Forma accreditations
Additiond specidigt certifications
Ongoing development
. Experientid qudifications Length and nature of experience in specified areas

Relevant components of experience

. Overdl aesthetics Format and appearance
Grammar and spdling

. Typicdly a minmum scoring threshold is established to ensure that only those meeting an
acceptable standard will proceed to the next step

. Upon completing the Application Evauetion, applicantsmay be sorted in descending order of total
score and the preliminary interview list devel oped from those who, a a minimum, meet or exceed
the threshold
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Preiminary Interview

. Provides sdlection committee members with opportunity to clarify and confirm particulars in
candidates gpplication package

. Inaddition, committee membersare able to formulate aninitid assessment of potentia fit withinthe
organization

. Generdly short — up to 1 hour in duration

. Reaults in the development of a short-list of those gpplicants who will continue on to the

comprehensgve phases of evauation
Written Assgnment/Oral Presentation
. Generdly used when seeking to fill senior, managerid, professional and/or specidist leve postions
. Designed to assess candidate’ s dhility to interpret, research and develop an appropriate written
response to a position-specific question
(Based on a current topical Stuation or philosophical in nature requiring candidate to

comment on their position with respect to a particular issue)

. Candidates then provide a brief presentation and/or discussionof ther response at the time of the
comprehensve interview

. Inclusionof the writtenassignment and oral presentati onfurther addstothe totaity of the evauation
process

Comprehensive I nterview/Compilation and Analysis of Evaluation Scoring

. Interview questions are developed to measure the candidate s skills and abilities within the core
competencies identified for the target position

. Questions are designed not only to test the applicant’ s knowledge and skillsin various areas, but
aso to examine how that knowledge and those skills haves been / would be applied inavariety of
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practica Stuations

. Interview committee members assess and rate the candidate’s responses within the Core
Competency areas assgned to each of the questions using a andardized scoring scae

. Lacking 1-4

. Adequate 6-9
. Meets More and/or All Expectations  11-15

. Whenresults of the interviewsare cal cul ated, the rankings of candidates will berdatively cons stent
among interviewers

. Given the highly quantitative approach used, specific interviewer biases are readily identifiable as
are particular scoring anomaies — Corrective measures can then be implemented

. In generd, the score resulting from the Comprehengive Interview will represent 50% or more of
the overall candidate score

Practical Assignment/Skills Assessment

. Generdly included when seeking to fill positions requiring the regular gpplication of “hands-skills’,
usually associated with adminigtrative support, financid or technicd roles

. Candidate required to complete and submit ther work in response to a practical assgnment or
Killstest

. Normally completed immediately after the Comprehensive Interview

. Conducted within a controlled environment and having a st time limit

Reference Checking

. Permission to contact specified references must be obtained from candidate(s)

. Specific considerationmust be givento the privacy and common-law environment withinwhichthe
business operates
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. Focus on specific behaviours, attempt to gain information concerning the degree to which the
candidate performed the duties of their former positionin accordance with the stated performance
objectives and standards

. Do not be surprised if the reference merely confirms the position title and lengthof servicewiththe

former organization
Supplementary Specialized Testing

. Variety of specidized testing tools available
. Aptitude
. Vocationd Interests
. Persondity / Emotiona Quotient

. Provide the opportunity to further examinethe candidate’ s suitability, adaptability and ability to fufil
the respongbilities of the target position

. Cost of these tedting tools is a factor in determining the vaue of indusion within the evauation
process
. Can provide further reinforcement for, and confidence in, the recommended candidate

Consolidation of Results and Presentation of Job Offer

. Resuits of al sdected evauation and assessment components should be consolidated and
summarized, clearly identifying the outcomes of each of the evauation phases

. Veify that the forerunner / desired candidate has met the minimum scoring thresholds for any
applicable assessment components

. Develop job offer documentation (Employment Contract, Offer Letter of Employment, Contract
for Services) which meets dl organization sandards and practices aswdl aslegd requirements

. Present and discuss job offer with candidate and reach agreement on the terms and conditions of
employment — Egtablish if there is any room for negotiation prior to presenting the offer

. Notify unsuccessful candidates

Templeman Consulting Page 11 of 12 Client Conference 2002
Group Inc. REM component of Presentation





