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A Career and Talent Management Firm
	Guide for Staffing Solutions


To successful help your organization with its recruiting program, complete the following questions by visiting www.careerwit.com/businesses/ and clicking on “Job Posting” or complete the following questions.  Thank you for your time.
Recruiting Questions

Company Name:  ____________________________   Address: ________________________

City: ___________________________     State: ___________________
Contact Name:  _______________________    Phone: (__) ____-___________

1. Which department has the opening?  FORMCHECKBOX 
 Sales   FORMCHECKBOX 
Customer Service   FORMCHECKBOX 
IT/Technical 

       FORMCHECKBOX 
Accounting  FORMCHECKBOX 
Finance  FORMCHECKBOX 
Human Resources  FORMCHECKBOX 
Other _______________
2. How many openings?  FORMCHECKBOX 
1-5 positions  FORMCHECKBOX 
6-10 positions  FORMCHECKBOX 
Over 10 ___________

3. Are the job openings?   FORMCHECKBOX 
Full time   FORMCHECKBOX 
Part-time    FORMCHECKBOX 
Internship (Part-time)

4. What is the job title (s)? ________________________________________
5. What is the anticipated time to fill the positions?  FORMCHECKBOX 
ASAP  FORMCHECKBOX 
2-weeks   FORMCHECKBOX 
Until filled
6. Who will the new hires report to? ________________________________________
7. Where will the new hires work?   FORMCHECKBOX 
Home based   FORMCHECKBOX 
Office site   FORMCHECKBOX 
Office/Field 

8. What is the minimum # of years of experience required?  FORMCHECKBOX 
Less than 6 months   FORMCHECKBOX 
1 year
       FORMCHECKBOX 
2-5 years  FORMCHECKBOX 
5-7 years  FORMCHECKBOX 
10+ years
9. Does the position have supervisory duties (Hiring, training, decision-making, etc.)?
       FORMCHECKBOX 
Yes  FORMCHECKBOX 
No 

10. Does the role require?  FORMCHECKBOX 
Scheduling   FORMCHECKBOX 
Giving direction to others   FORMCHECKBOX 
Training 
       FORMCHECKBOX 
Project management  FORMCHECKBOX 
Problem Solving 

11. Does the position require travel?   FORMCHECKBOX 
Local   FORMCHECKBOX 
National 

12. What is the percentage of travel expected?   FORMCHECKBOX 
No travel   FORMCHECKBOX 
10%   FORMCHECKBOX 
20%   FORMCHECKBOX 
30%
       FORMCHECKBOX 
40%   FORMCHECKBOX 
50%  FORMCHECKBOX 
60%   FORMCHECKBOX 
70%   FORMCHECKBOX 
80%   FORMCHECKBOX 
90%   FORMCHECKBOX 
100%
13. What is the travel allowance?  FORMCHECKBOX 
Mileage only   FORMCHECKBOX 
Gas   FORMCHECKBOX 
Gas and mileage   FORMCHECKBOX 
N/A
14. Is there a training program?   FORMCHECKBOX 
Yes   FORMCHECKBOX 
No 

15. How long is the training program?  FORMCHECKBOX 
1-3 Days   FORMCHECKBOX 
5 days   FORMCHECKBOX 
2 Weeks  FORMCHECKBOX 
1 Month

       FORMCHECKBOX 
2 Months  FORMCHECKBOX 
No training provided  FORMCHECKBOX 
Other ___________
16. What is the pay during the training period? 

17. What is the compensation?   FORMCHECKBOX 
Salary plus commission    FORMCHECKBOX 
Commission only    FORMCHECKBOX 
Internship plus stipend   FORMCHECKBOX 
Internship with earned credit   FORMCHECKBOX 
Volunteer/No payment
18. What is the minimum level of education or formal training expected?  FORMCHECKBOX 
High School  
       FORMCHECKBOX 
Some College  FORMCHECKBOX 
Associates Degree  FORMCHECKBOX 
Bachelor’s Degree  FORMCHECKBOX 
Master’s Degree or 

      Higher  

19. What license or certification is preferred? _________________________________ 

20. What license or certification is required?  _________________________________ 

21. Is pre-testing offered (Personality, drug, background, etc.)? FORMCHECKBOX 
Yes   FORMCHECKBOX 
No

22. What pre-testing is required prior to hire?  FORMCHECKBOX 
Personality   FORMCHECKBOX 
Drug   FORMCHECKBOX 
Reference checks 

List other requirements.
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