Department of Personnel – Recruitment & Assessment


Improving Communications with Candidates

You can build trust and respect by treating candidates with respect and courtesy throughout the hiring process.  Your actions will communicate more than words and will contribute to “branding” your agency with a positive image.  

Here are some important reminders.

· Respond to applicants when they submit their application packet to let them know you’ve received it.  This can be a simple thank you email with contact information and brief recruitment timeline expected; e.g., dates for first round of interviews.  

· Review materials to make sure they are complete as they are received.  If it’s your agency’s practice to alert the candidate about missing items, let them know quickly so they have time to get you the missing documents before the closing date.  
· When you find a good candidate, move quickly.
· Call your prospects, it is more personal and you can market your position and they have an opportunity to ask you questions.  Don’t rely on email and always follow up during the process.  Don’t give them time to lose interest or wonder where they stand.  

· Ask for other candidate sources from the prospects you talk to if they are not interested.  Ask them, “Who do you know?”  As well, if they provide references on their resume that are in the same business, source those references too…you very well may end up with a great candidate!

· Look for organizations or associations on resumes and use them as a possible resource to further your candidate search.

· Contact applicants who are not selected in a timely manner.  These applicants may be a back up to your prime candidate if he or she doesn’t work out.  How you treat these candidates goes a long way toward company branding.  People talk!
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