
How To Hire Your Dream Team 
Part I: Prepare & Design



How to Hire Your Dream Team: Part I

• This training will teach you how to work out what you need 

from the role right through to preparing to interview.  

• The 3 biggest hiring mistakes and how to shift from desperate 

to deliberate. 

• Why Outcome based job descriptions will change the way you 

look at your team. 

• How to structure your job description and application process 

to self-filter candidates. 

• Where to advertise for a new team member



4 Stages of Hiring A New Team Member

Prepare Design Interview Onboard



The Essential Shift



From Desperate 
To Deliberate.



The 3 Biggest Mistakes



Elevate your positioning



VISION is the most attractive element



Hire for the Long term, Not a Stop Gap



Outcome Based Job Descriptions

What they will do in the role

How we will measure success in the role



Outcome Based Job Descriptions

• Instead of typical job descriptions that outline the tasks they will be 
required to undertake in the role, OUTCOME based job descriptions 
concentrate on how success will be measured. 

• If they are educated upfront about what the expectations of the role are, 
there is much less chance of a dud hire.   

• This will filter out the applicants who lack the drive or passion to deliver an 
outstanding student experience.  By default, only higher calibre applicants 
will be motivated to apply.  The others will think it sounds ‘a bit too much 
like hard work.’  This is PERFECT. 



Outcome Based Job Descriptions

• Types and styles of Dance teachers required include Ballet, Jazz, Hip-pop, 
Tap, Latin, Street dance, contemporary dance, folk dance etc. 

• Teachers must possess patience and be able to motivate students. 
Enthusiasm and creativity are assets. If you like teaching children then 
contact us for more details or apply the job now! 

• Very flexible job hours, ideal for a student or a gymnastic, dance trainer 
wanting some more income

BEFORE



Outcome Based Job Descriptions

• You will deliver engaging classes that delight and enrapture students with a passion for dance that keeps 
kids coming back for years.  

• You will be passionate about retention and aim to sustain an average student retention rate of 85% across 
all your classes. 

• You work hard to receive outstanding feedback from parents and students on the level of communication 
and personalisation of learning provided.  

• You will ensure that our studio is perceived as an outstanding place to learn, so that we always have a 
long line of new students enrolling through word of mouth.   

• You care about being part of the team and will enthusiastically participate in all team trainings and 
contribute to the living of the studio values across every touchpoint in the student experience.

AFTER



Be Polarising



Be Polarising

• We don’t want to attract the AVERAGE teacher.  That’s not our game 
here. We are seeking the exceptional.  

• To attract the highest calibre of teacher, we need to state the role with high 
expectations and a firm commitment to the values that will need to be 
upheld. 

• To that extent, we need to weed out the low-hanging fruit.  We want to 
turn off those teachers who are flakey and who do not hold the same level 
of excellence you do.  You want to scare them just a tiny bit, so that they 
feel the depth of importance this role holds.  Positioning is everything.



STEP 1:  
Write a richly descriptive outcome 

based job description.



How to Write Your Job Description

• Purpose of Studio 

• Purpose of Role 

• Outcomes and how your success will be measured 

• In this role you will…. 

• Attributes for success 

• Details



Purpose of Organisation

Studio Expansion is a premium online global community for performing arts studio owners, 
providing them with comprehensive step-by-step programs for creating profitable and 
purposeful studios. Our mission is to enable studio owners and their businesses to thrive, 
through our aspirational community and powerful strategies. Through Studio Expansion, we 
strive to empower studio owners to reach more students and share with them the life enriching 
benefits of the performing arts. 

We believe that the future of the arts (and arts audiences) lies in instilling a love of the 
performing arts from a young age. Studio owners are the essential keystone to a 
comprehensive arts education and by helping performing arts studios to thrive, so in turn will 
generations of future artists. 




Purpose of Role

We are looking for a brilliant and committed Executive Assistant / Operations Manager who is 
passionate about their work, diligent, extremely reliable, an outstanding communicator and a 
dedicated team player. 
In this role, you will support the Founder & CEO Chantelle Bruinsma Duffield achieve the vision 
of Studio Expansion by coordinating all the behind the scenes details of an innovative and 
rapidly growing company.



Outcomes and how your success will be 
measured

The Executive Assistant / Operations Manager will use their organizational talents to ensure 
internal company operations run smoothly and effectively, with ease and grace. You are 
bringing your skills and talents to a company who strives to empower women to thrive and 
build studios that make a profound difference to their students and communities. 




In this role, you will:

• Work 1:1 with the CEO to ensure all internal operations run smoothly and to schedule. This includes attending regular 
(online) team meetings and mentoring sessions. 


• Delight our clients and exceed their expectations with above and beyond service and communication. 


• Manage email inbox and respond in a friendly and timely manner. 


• Schedule and organise client meetings for coaching calls. 


• Manage billing and payment processing, resolving issues efficiently. 


• Answer questions relating to our programs with the intention of enrolling prospective studio owners into our community. 


• Live Event planning and management, coordinating details including venue sourcing, speaker liaison and travel details 
with complete accuracy. 


• Either personally or in collaboration with another specialist, ensure that all  
Infusionsoft (database and marketing program) activities are accomplished on time and to an excellent standard. 


• Studio Expansion blog management – uploading videos to YouTube and preparing content for upload onto Wordpress site. 


• Formatting and proof reading our weekly blog emails to ensure we maintain a highly professional standard. 


• Collaborating on marketing activities and funnel development for both Studio Expansion and our strategic partners with a 
strong focus on consistency and delivery. 


• Prolific project management – at any time we are coordinating physical printing of books in China, multiple live events in 
multiple countries and large scale launches in addition to our core program delivery and community nurturing. It’s all 
hands on deck at all times. 


• Keep Chantelle’s calendar up to date and accurate on a daily basis, ensuring that all requests are scheduled according to 
her scheduling parameters and considering the global location of our clients across multiple time zones.  



Attributes for Success

We are seeking a team member who will roll up their sleeves and dive in wholeheartedly. To be successful in 
this role you must demonstrate that you have:  

	 •	 A true desire to serve. Our mission is to continually make it easier for studio owners to run thriving 
studios. Your role is an essential part of the experience to help our clients feel supported, valued and 
a cherished member of our community. You understand that service, clients and their care are highest 
priority. You always want people – no matter who it is – to have the best experience. This includes 
anticipating their needs and bringing a healthy dose of wow-factor to your interactions with clients. 
We aim to put a smile on our clients faces and a sparkle in their eye. 


	 •	 A passion for excellence. You go above and beyond on tasks and hold yourself to a high standard of 
excellence in every project you take on. You are able to identify gaps and act quickly to resolve them. 


	 •	 Initiative. You have a strong ability to figure things out and think creatively to solve problems 
independently. In a small business, we must act swiftly and address challenges head on – your ability 
to think quickly and make magic happen will be essential. 


	 •	 An eye for detail. You will be THE person in the company responsible for making sure every ‘t’ is 
crossed and ‘i’ is dotted to ensure a seamless experience. We need someone who can work fast to 
deliver projects to completion, even when curveballs are thrown your way. t measure of success is 
client retention and you understand that the preserving and cherishing the relationships we have with 
our clients is top priority.  

 



Attributes for Success

	 •	 Ability to prioritise and get things done. When running a small business, priorities change all the time. We 
need someone who is able to keep an eye on the big picture whilst creating order from the chaos to 
ensure that we deliver on time, every time. You are super productive and a powerful planner. When 
deadlines approach, you rise to meet them.  

	 •	 Fast tech learner. We use a variety of tech integrations and will ask you to get up to speed quickly to use 
them. Experience in Infusionsoft will be looked upon very favorably.  

	 •	 Fabulous communication skills. You are outstanding at maintaining relationships and excel at keeping in 
contact with people. You take personal responsibility for your actions and pride yourself on your integrity. 
You are kind, enthusiastic, exude warmth and find it easy to connect with people. Our greatest measure of 
success is client retention and you understand that the preserving and cherishing the relationships we 
have with our clients is top priority.  

 



Details

• Start Date: ASAP

• Hours Per Week: 10-20 hours per week (with potential to expand) 

• Location: Location independent. If the successful applicant is Sydney based, the option of working at 

Studio Expansion HQ may be an option. You must be comfortable working as part of a virtual 
team, have your own computer and high speed internet access. 


• Rate: TBD based on experience.  
Our company is growing quickly and we’re looking for long term contracted team members to 
grow with us. The role is part time but can quickly move to more hours for the right person. 
Opportunities for growth are available depending on performance and results. 


If this feels like an opportunity that would make your heart sing, please complete the following 
steps.  

1. Complete the application found at this link: http://goo.gl/forms/PkdufLfLRh71HSul2  

2. Write a two page Google doc addressing how you meet the selection criteria above and 
include the link within the application form.  

	 Applications Close Monday 30 May.  



STEP 2: 
Where do I advertise to find a new 

teacher?



Where to advertise to find a new team member

1. Ask your current team for them to explore their networks 

2. Local Community Facebook groups 

3. Email your database 

4. Local universities or conservatories 

5. Reach out to past students  

6. Post on Job websites 

7. Post on your FB page 

The majority of new hires come from your network,  
so start spreading the word!



Why I don’t believe applicants 
submitting resumes…



We have to filter to find the gold



The Philosophy Behind Filtering

• Saves you time connecting with candidates who are not the right fit by 
allowing them to perform a few simple tasks to demonstrate aptitude- 
especially if this is an admin hire. 

• If they are unable to complete the task, it’s an easy filtering decision. 

• Makes it easier to compare candidates - you can cross reference their 
assignments to see how they would perform actual tasks.  

• If we are measuring success by performance, this gives you a sneak peek 
into how they will perform in the role.  

• If they aren’t willing to work FOR the role, more than likely they 
won’t work IN the role. 



STEP 3: 
Design an application process that 

filters candidates



Application Process 

1. Complete the application found at this link: http://goo.gl/forms/PkdufLfLRh71HSul2  

2. Write a two page Google doc addressing how you meet the selection criteria in the job 
description above and include the link within the application form.  



Application Process



Application Process



5 Love Languages Quiz

http://www.5lovelanguages.com/profile/



The 5 Love Languages



The Philosophy Behind Filtering

• Adding in these steps instantly taught me who had the necessary admin 
skills and attention to detail to complete the tasks successfully.  Eg google 
docs submitted with the access set to private etc. 

• For an admin based role, Acts of Service was very important to me.  I 
literally filtered all applicants based on how they scores for AofS.  (Michelle 
is off the charts!)



STEP 4: 
Get them to demonstrate their 
abilities upfront with mini tasks



We want to discover how they 
think, how they perform and how 

much initiative they have.



ARTISTIC Mini Tasks

• Write a 1 page Google doc that references the selection criteria in the job 
description and share how their experience meets the criteria. 

• Respond to questioning asking them how they would respond in certain 
teaching situations e.g. how would you handle a class where a child had a 
horrendous day at school and is very upset?  What would you do?  How 
would you connect with the child while managing the rest of the class? 

• Provide them with a theme and ask them to come up with 3 ideas of how 
they would build an engaging class around it, including 1 song suggestion. 

• Show them a video of a student performing a technique poorly and ask them 
to share some feedback on how they would work with the child to help 
improve their technique. 

• Ask them to find three great teaching resources specific to a particular 
challenge you set them. 



ADMIN Mini Tasks

• Write a 1 page Google doc that references the selection criteria in the job 
description and share how your experience meets the criteria. 

• Give them two challenging emails that you have received and ask them to 
draft a reply to each of them.  This will showcase their customer service 
manner of communicating with students.    

• Provide them with your website URL and ask them to suggest three ways 
to improve the website to enrol more students.  

• Ask them to proofread a newsletter or document.  

• Create 3 sample social media images announcing a change coming up at 
the studio. 



How to Hire Your Dream Team - Part I

1. Shift to very deliberate hiring, not out of desperation.  Think ahead.  

2. Write an outcome based job description with a detailed application 
process. 

3. Circulate the job description as much as possible 

4. Design the application process to self-filter the applicants  

5. Have them complete some pre-work before you even begin to interview.



UP NEXT! 
Part II:  

Interviewing and Onboarding



Questions?


