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HIRING BONANZA

Hiring the right employees while staying within the law can be tricky. This
month’s issue is filled with tips on how to hire the qualified people and pro-
tect your business in the process.

Applications and Interviewing
Employment applications and interviewing are crucial steps to hiring your employees. The very
first thing a potential employee should do is fill out an employment application that you keep in
your file. This application can be invaluable later in letting go of an employee who supplied
fraudulent information, or in proving yourself innocent of negligent hiring. Be sure that the per-
son interviewing the candidate is well-trained on what to ask and that all questions asked of can-
didates are similar. Although some of the following topics can easily come up in the course of
normal conversation, there are some areas that interviewers should stay away from to avoid an

EEOC claim.
Attendance e How many children do you have? e What hours and days can you
What age(s)? work?

o . L e Who is your babysitter? e Do you have responsibilities that
46% of new hires will fail within 18 e Do you have a car? will interfere with your job?
months, but surprisingly, technical skills
are not the main reason why. Communi- | Citizenship e What country are you/your parents | e  Are you legally eligible to work in
cation skills and attitudes are shown to from? the U.S.?
ie even more linjp@ie: attrlbutgs to look e  What's your maiden name? e  Have you ever worked under a dif-
for in interviews. Reasons for failure are: ferent name?

e 26% can't accept feedback 5 - o
o I e wirEl e e e EEe sl Arrests Have you ever been arrested? Have you been convicted of a crime?
manage emotions Disabilities Are you disabled? Can you perform the duties of the job

e 17% lack the motivation to excel
e 15% have the wrong temperament
for the job

e 11% lack necessary technical skills
Source: www.leadershiplQ.com

you are applying for, either with or with-
out reasonable accommodation?

Military Record

What type of discharge did you receive?

What type of education, training, or work
experience did you acquire while in the
military?

Language

What is your native language?

Which languages do you speak and
write fluently? (only if the job requires
additional languages)

Organizations

Which societies, clubs, and lodges do
you belong to?

Do you belong to any organizations that
are relevant to the job or ability to per-
form it?

In addition, these questions should NEVER be asked in any form:

CORPORATE HEADBUARTERS:

What is your race or nationality?

Have you ever filed for workers’ compensation?
What is your religion? Which religious holidays do you observe?
What is your gender or title (Mrs., Ms., Mr.)? Are you married?
How old are you? When is your birthdate?
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