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3.2 The Vacant Position
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Employee Development Path

/

/v FUNCTIONAL
/ Developing/Training

Entry Level
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Example of Employee
Development Path
Tire Shop Technician

/

Entry Level

y

Has the
desire to
work.

Able to
show up and
commit to
the job.
Able to
perform
limited day-
to-day shop
functions
with
direction
and
supervision.

/

FUNCTION

y

Developing/Training

¥

¥

Gaining
competence in
day-to-day
tasks.

Can be left
unsupervised
for moderate
periods of
time.

Able to take
on new and
advanced
tasks.
Participates in
short- term
training.

Can complete
all tasks with
little or no
supervision
and direction.
Is a mentor for
new hires.
Takes
initiative to
complete all
tasks.
Requires no
further training
for day-to-day
activities.
Opportunity
for specialized
training.

Will train
new hires
Receives
advanced
training.
Provides
input into
development
of new or
revised shop
procedures
and functions.
Potential
movement to
supervisory
responsibility

Managing Your Human Assets
Module 4: Analyzing, Posting, and Selecting

Module 4 - p 10



$9 %
4.1 Identify Requirements at Functional and
Minimum Levels
S % ) % % .9
, - ) 94 9 ,)6, 6 ', %
- - . 1/ - 6
% % ' S 1 -9
6 ' 6 - 1 % 6 -
6 1 1 1
! 1
6 1 6 6
6 - 1 6 1 -
3 I ' +- 1
4 - "109 %
.o -9 %
1 (9 - , 9 6
% % , 8%1 .) 1
' - 1
% 6 % 9
' - % ,- , |/ L -
8 % 1 ,6", %
, $ 6 , 6 6
6 - - , 6" ,
6 1 /0 - 6 %
. % 6 . .

Managing Your Human Assets

Module 4: Analyzing, Posting, and Selecting

Module 4 -p 11



’ +- y T
: - 8% 9 6
, ' - 9 ' -
9 % $- 1 8% . 6
- 6 %8 1.
$ % -8% ) ;
% -8% ),
+ - )
- 1 % ,1 9
1 1, 6
I 8 % -
) ' 967 " 1
' ?2& 4 96 ', 1 G,
' ? , 1 = ?
6 6 6
% -, 1, 6',
' - 6
E+ )< 8 %? @
A?
E ,?
('9
1,
+ R -
; 1 ,,1 8
1 6 . ) 8 %9
8 %

Managing Your Human Assets
Module 4: Analyzing, Posting, and Selecting

Module 4 - p 12




Module 4 - p 13

4.3 ldentify Technical Skills and Soft Skills

(Employability Skills)
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Example of Employer/Employee
Training Contract/Agreement

Employee Name:

Job Title (Position):

Date of Hire:

Supervisor:

EMPLOYEE
Benefits of Training:
Skill development
Increased efficiency
Increased productivity, capacity, and diversityabflities.
Expectauons and Responsibilities
To fully engage in the training opportunity.
Assess personal strengths and areas for development
Set learning and development goals.
Help develop a plan to achieve those goals.
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Example of Employer/Employee
Training Contract/Agreement

EMPLOYER
Benefits of Training:
- A more skilled employee
Increased capacity, productivity, and diversityha
employee.
Decreased chance of errors and negative impaasmurces.
Internal expertise that can be transferred to athgsloyees.
Expectatlons and Responsibilities
- Help set employee learning and development goals.
Provide resources to accomplish training.
Provide time and support to accomplish training.
Be open and responsive to training requests.
Review results of training and development to $e@ i
increased level in functionality has been achieved.
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7.2 Pre-Interview Skills Testing and Evaluation
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7.3 Instructions and Deadlines
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8.1 Benefits of an Exit Interview
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8.2 Tips for Conducting an Exit Interview
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JOB POSTING TEMPLATE

EMPLOYER NAME

Date:

Job Title:

Department (optional):

# of Positions;

Company Profile

Location:

Salary Range:

Position Status: [] Permanent L] Full Time
[] Term from: to: (1 PartTime
[] Season: from: to: [] Casue

Position Profile

Primary Purpose:

Nature of the Work:

Accountabilities:

Requirements and Trainin

Functional Requirements:

(By _____ Months)

Minimum Requirements:

(To Start)

Training Provided:

(Within Months)

Managing Your Human Assets
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JOB POSTING TEMPLATE GUIDE

Job Title Identify the title of the position, as it would becognized by the job-seeker,
avoid company or industry jargon.

Department - This is optional, but can give the job-seeker aaids to where the position
fits within the company structure.

# of Positions - If you are hiring more than one person into thenta=l role.

Location - ldentify the worksite location where this job wik performed.

Position Status - Identify if the position is permanent, a term, easonal.

If it is term or seasonal, identify the approximateling dates.

If the position is term, comment on the reason, (ir&ternity leave
replacement, funding, etc) to give more claritytte job-seeker.

Salary Range - State the starting salary if it will not changeartjess of the applicant.
Example: $9.50/hr to start

State the salary range if it is pre-determinediartxible depending on the
candidate.

Example: $9.50/hr - $15.50/hr

Consider using a broadband salary range that fien# ranges. The first
range is from when the employee starts to when ithagh a proven
functional level. Movement along this range intisathat the employee is
meetingtheir requirements and is growing and developinthe position.
The second range starts at the proven functiomal Bnd moves up to the
expert level. Movement along this range should ackcur if the employee i$
exceedinghe requirements and expectations of the position.
Example: $9.50/hr - $15.50/hr, the salary range ri@um is $21.50/hr
Company Profile - Explain what the company does, what industry iihis

Identify the locations where the company operates.

Identify the size of the company by number of stafbperations
History and future growth

Achievements and awards

Primary Purpose - Identify the overall reason for the existence @f plosition.

- Give the job-seeker perspective about the rola@pbsition and the
contribution that they would be making to the comphy filling this role.
Identify areas for potential growth and development
Nature of the Work - ldentify to whom this position reports to. Thisaisother opportunity to
illustrate where this position fits in the organiaaal structure.

Identify the type of work this position would beidg.
Identify the type of work environment of the positi
Examples: Involves discretionary decision making
The position works within a team of up to 5 others
The position often works in isolation.
The position works within a high-speed environment
There are often multiple demands on this position.
This position sometimes requires overtime hours.
This position involves some overnight travel.
This position is communicates with the public.
Accountabilities - List the specific duties and tasks of the position.
List duties and tasks in order of importance.
List the results and outcomes expeatéten the roles are carried out.
Identify areas for potential growth and development

Managing Your Human Assets
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Minimum Requirements

List skills, abilities, and training that are ditigarelated t the description of the

position in order to start the job.

Do not make assumptions that education and experigrovide or develop

certain skills, attributes, or knowledge. Thessuagptions may not be accurate

due to the individuality of job-seekers.

Identify the specific skills, abilities, or trairgnyou are expecting to get from

certain education or experience, and then regbesetas the requirements.

Example: Request basic computer skills and expece if it is required instead of
requesting Grade 12 and assuming this skill willistx

Avoid the use of vague descriptors, be specifipassible.
Try to list skills, experiences, and training thah be accurately assessed prior
to making the hire.

Functional Requirements

Identify the skills, abilities, and training thabwld need to be in place when 3
person in the position is functioning with minink@irning and guidance
required, after the individual has been with thepany for a period of time.

Training Provided

Identify the training that will be provided in omd® move a person from the
minimum requirement level to the functional reqoient level.

Identify the time that may be required to move espe from the minimum
requirement level to the functional requirementlev

Identify the expectations of the employee to maeenfthe minimum
requirement level to the functional requirementelev

Resume

Standard application document that allows the epgslto view the history of
the job-seeker.

Cover Letter

Allows the employer to assess the job-seekersyahbdlirelate to this specific
position.

References

Important not to overlook as they provide an emetayith valuable insight
into the past performance and tendencies of thagelier.

Drivers Abstract

Record of job-seekers driving record

Skill Test

Used to assess a job-seekers skill set in a platiatea directly related to the

position.

Example: TOWES (Test of Workplace Essential S&jjla test that evaluates a job-
seeker’s ability in numeracy, reading, and understiing.

Soft-Skill Questionnaire

A set of behavioral based questions developed dgthployer that address the
soft skills that are essential in the position.
Examples: Describe a time when you had to leadr@j@ct or work task?
Describe a situation where you had to use effectival communication
skills?
Give an example of when you had to solve a problem?
Give an example of a time when you changed a styigrheld opinion, and
why?
Give an example that illustrates your commitmeatthe workplace?

Other Documents

Any other document that is directly related to plosition, andhe
requirements, that will assist the employer in ssisgg potential job-seekers.

Instructions

Outline specifically how you want job-seekers tokeéheir application.
Make the process as barrier-free as possible ifayeurying to encourage the
application of qualified candidates.

This is also an area that can be used as a mailsmdeien candidates out if they
do not follow the instructions.

Deadline

Set a deadline that gives a reasonable amounneftt job-seekers that will
not be a barrier. A minimum of two weeks is a guidnd maybe longer
depending on the depth of the application process.

Avoid an open deadline with no date; limits companynan resource planning
ability.

Managing Your Human Assets
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Employability Questionnaire Guide

Behavioral Questions

- Develop behavioral based questions that address the soft skills that are daasietipbsition.

- Behavior questions enable the employer to gather information about the afyppeait
behavior that is directly relevant to the position for which they are applying.

- With a behavioral question, employers can try to predict reactions to situatibnsatharise in
the workplace, based on past reactions to similar situations in other workplaces evolunte
situations, or an educational setting. More specifically, employers clafoioa specific skill
that was demonstrated or, was failed to be demonstrated, in a particulasrsituati

Identify the Essential Skills
Determine which soft skills are essential to the function of this position
- Use previous documents and job descriptions
- Review the Conference Board of Canada Employability Skills Descripte T8mplate C)

Questionnaire Development Process
1. Begin by analyzing the job for which you are recruiting to determine the typdlsfrequired

(see above).
2. Develop questions that ask for examples that use the ‘STAR’ method.

- Ask the job-seeker to describe t&ituation relevant to the question.
- Request the specifitask that the job-seeker performed.
- Ask for theAction that was taken by the job-seeker.

- Ask that they identify th&®esult of that action.
3. Look for answers where the job-seeker uses “I” in stead of “we”. Avoid the teompta
equate the success of a group with the success of the individual.

Sample Behavioral Questions by Skill/Trait

(These questions can be asked by written response as well as during a formal interview)
Analytical/Problem Solving

- Tell me about a time when you had to analyze infdrom and make a recommendation
- Describe an instance when you had to think quitkliyee yourself from a difficult situation.
- Give an example of when you identified potentiahdems and resolved the situation before it becsanieus.

- Tell me about a situation where you had to soldéfeult problem.

Communication

- Give me an example of a time when you were ab#itzessfully communicate with another person witlony
you didn’t see eye to eye (or vice versa).

- Tell me about a time in which you had to use yotittan communication skills in order to get a patoss.

- Describe a situation where you were able to ussuasion to convince someone to see things your way.

- Give me a specific example of when you had to leadlirate customer.

Managing Your Human Assets
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Employability Questionnaire Guide

Sample Behavioral Questions. cont'd
Creativity/Innovation

- Tell me about a problem that you solved in a uniguenusual way.

- Describe the most significant or creative presémiétiea that you developed/implemented.

- Tell me about a time when you created a new promepsogram that was considered risky.

- Give me a specific example of a time when you camw@ith an innovative solution to a challenge yoompany,
class or organization was facing.

Decision Making

- Tell me about a difficult decision you had to makithin the past year.

- Give an example of a time when you had to makecsida without all the information you needed.

- Discuss a time when you had to make a quick detisio

- Give me an example of a time when there was aidedis be made and procedures were not in place.

Goal Setting

- Give me an example of an important goal that yawasd tell me how you reached it.

- Tell me about a goal that you set and did not reach

- Describe a specific goal you set for yourself aod/ lsuccessful you were in meeting it.

Flexibility/Adaptability

- Tell me about a time when you had to adjust to gharover which you had no control.
- Tell me about a time when you had to adjust taasthate’s or colleague’s working style in ordecdoplete a
project or achieve your objectives.

- By providing specific examples, demonstrate that gan adapt to a wide variety of people, situatamd/or work
environments.

- Tell me about a situation when you had to be toleodan opinion that was different from yours.

Integrity/Honesty

- Tell me about a time when you experienced a losdding what is right.

- Give a specific example of a policy you conformedvith which you did not agree.

- Tell me about a specific time when you had to hardiough problem that challenged fairness or altissues.
- Tell me about a time when you challenged the stgiasto do what you felt was right.

Interpersonal

- Give me an example of when you had to work with sone who was difficult to get along with.

- Describe a situation where you had a conflict \eitiother person and how you dealt with it.

- Tell me about the most difficult challenge you féde trying to work cooperatively with someone wdtid not
share the same ideas.

Leadership/Initiative

- Tell me about a time when you were able to progae-worker with recognition for the work they perhed.
- Describe a leadership situation that you would kadiferently if you had to do it over again.

- Tell me about a time when you were in a leaderstlipand were faced with resistance.

- Tell me about at time when you showed initiativel &wok the lead in a team project.

Managing Your Human Assets
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