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DOES IT MATTER?DOES IT MATTER?

Hire in haste…..

Regret in leisure!

copyright© 2010 CPE HR, Inc. All rights reserved

Hire in haste…..

Regret in leisure!

copyright© 2010 CPE HR, Inc. All rights reserved



JOB DESCRIPTIONSJOB DESCRIPTIONS

lDefine the job before you fill it
lUse to screen/evaluate 

applicants and later to analyze 
performance
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lApplications must be kept on 
file for a minimum of two 
years

lCreating your own application-
CA laws and protective clauses

lResumes are NOT legal 
documents
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l Sort by position they are applying 
for

l Use job description priorities to 
match strengths of candidates and 
sort accordingly
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l In Depth Interviews:
lStructured (Repetitive)
lPatterned (Target)
lStress
lDirective
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l Interview checklist
lAre you familiar with the duties 

and requirements of the job?
lDo you have questions prepared 

for all phases of interviewing?
lDo you know the answers you 
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l Describe the work environment or 
culture in which you are most 
productive and happy

l How would you define “success” for 
your career?
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you motivated another person.  How 
did you do this?  What were the 
results?
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l Tell me of a situation where you 
had to adjust quickly to changes 
over which you had no control.  
What was the impact of the 
change on you?

l What steps do you take to study a 
problem before making a decision?

l Tell me about a time when you 
spotted a small problem and fixed 
it before it became a major issue 
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taken?
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l FEHA, Civil Rights Act, Title VII (and 
subsequent amendments and acts):

Against the law to discriminate in 
employment based on race, religion, 
color, national origin, sex, age, medical 
conditions, physical or mental 
disabilities, pregnancy, childbirth, 
military status, GINA, marital status, 
sexual orientation and sexual identity
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lDon’t require a medical exam 
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