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Dedication 

I dedicate this book to four giants from the thinking and human development arena: 

Abraham Harold Maslow (April 1, 1908 – June 8, 1970) who was an American 

psychologist and who created Maslow's hierarchy of needs; William Moulton 

Marston (May 9,  1893 – May 2, 1947) an American psychologist, inventor and the 

author of Emotions of Normal People, a ground-breaking book about communication 

styles and behaviors; Eduard Spranger (June 27, 1882 – September 17, 1963) a 

German philosopher and psychologist whose insightful book, Types of Men revealed 

six motivational categories and human drivers for action; Robert Schirokauer 

Hartman (January 27, 1910 – September 20, 1973) a logician and philosopher 

whose primary field of study was scientific axiology, a mathematical formula for 

measuring how we think and make decisions. 

The research, science, intuition and insight that each of these great thinkers 

developed and shared, helps us today. Because of their work we can better 

understand others and ourselves so we can make better hiring decisions by focusing 

on job fit.  

They have helped us understand that everyone has special talents and that, when we 

match those talents to what the job needs for success, everyone and the business 

excels and succeeds.  Their work inspired the creation of this book. 

Isaac Newton said it best, "If I have seen further than others, it is by standing upon 

the shoulders of giants." Maslow, Marston, Spranger and Hartman were all giant 

thinkers and creators; I appreciate that their ‘shoulders’ were broad and courageous.  

May we all ‘stand on them’ and create a bright future of growth, happiness and 

expansion. 
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Introduction 

The Cure! 

It was the weekend and I should have been resting with my feet up, sipping on a 

cool beverage. Instead, I was feverishly working in my office, setting up files and 

internal processes so that I could hit the ground running that Monday. 

What had me so focused and energized?  It was the spring of 2005, and after eight-

months of study, coaching and intense certification training, I began offering the 

patented talent assessment process of TriMetrix® and a new consulting service, the 

Superior Performance Hiring Assessment Process, to my clients. 

I felt like a long-time researcher who had found a cure for a serious illness.  I felt on 

fire to save the world!  I had seen the power of the TriMetrix® Assessment Process 

and I knew it could “cure” the “illnesses” of low performing new hires and high 

turnover.  As a consultant, there’s nothing more that I care about than being able to 

relieve pain and guarantee results. 

Since that time, the TriMetrix® Superior Performance Assessment Process has helped 

many clients improve their hiring accuracy, reduce turnover and improve long-term 

job performance. If a person is hired using this Process – they have a 94% retention 

rate after 12 months.  

Slow To Start, But Once Started – Do Not Want to Stop 

I’ve learned a lot about consulting and offering “cures” to “heal” low performance 

and hiring “woes” since I was first certified in 2005. 

Even though the process has a stellar record of accomplishment and every client 

who begins using it, does so repeatedly, many hiring managers are slow to start. For 

some it is kind of like eating your vegetables and exercising daily, we mean to do it 

and we know it’s good for us, but sometimes we’re just “too busy.” 

http://www.pricelessprofessional.com/sales-management-assessment.html
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Users of TriMetrix® tell me they love the data, detail, insight and rigor that this 

process helps them apply to candidates.  Simply put, clients make better hiring 

decisions and are able to put the right people “on the bus” with it. 

**TriMetrix® is a registered trademark of Target Training International Ltd. and 

Performance Benchmarking. 

Great Companies – Get the Right People ‘On the Bus’  

In his national bestseller, Good to Great: Why Some Companies Make the Leap and 

Others Don’t… author Jim Collins outlines universal distinguishing characteristics that 

cause a company to go from good to great.  Collins and his research team studied 

and compared the histories, conducted interviews and developed benchmarks of 

twenty-eight companies. 

Collins shares, “When we began the research project, we expected to find that the 

first step in taking a company from good to great would be to set a new direction, a 

new vision and strategy for the company and then to get people committed and 

aligned behind that new direction.” 

“We found something quite the opposite.  The executives who ignited 

transformations from good to great did not first figure out where to drive the bus and 

then get people to take it there.  No, they first got the right people on the bus (and 

the wrong people off the bus) and then, figured out where to drive it.” 

“The second key point is the degree of sheer rigor needed in people decisions 

in order to take a good company from good to great. People are not your most 

important asset. The RIGHT people are.” 

Noticing a Lack of Sheer Rigor in Hiring Decisions 

The assessment process I am trained in is a “cure” for hiring ills and for the “degree 

of sheer rigor needed in people decisions” that Collins recommends, but not 

everyone has the bandwidth to take advantage of this “cure.”  Hiring managers 

always want the results Collins talks about in Good To Great, but due to every day 
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pressures, budgets and time constraints, the hiring process can often become just 

“another thing to quickly get done” on a very busy, and long, to-do list. 

Therefore, the pain and illness of low motivation and lack of performance in the 

workplace grows.  I believe if more rigor is applied early on, in the hiring and 

interviewing process, around who is being hired and what jobs they are placed in, 

the ”illness” of low motivation and poor performance will become a non-issue. 

Studies Back Up My Concerns 

There are numerous studies that highlight the problems and costs of bad hires.  Here 

are a few relevant facts and statistics: 

 CareerBuilder Study, 2012: Hiring the right person to fill a position can be a 

difficult decision to make, and CareerBuilder’s study shows that the cost of 

choosing incorrectly can be high. Sixty-nine percent of employers reported 

that their companies have been adversely affected by a bad hire in 2012, with 

41 percent of those businesses estimating the cost to be over $25,000. 

Twenty-four percent said a bad hire cost them more than $50,000. 

 

“Whether it’s a negative attitude, lack of follow through or other concern, the 

impact of a bad hire is significant,” said Rosemary Haefner, vice president of 

human resources at CareerBuilder. “Not only can it create productivity and 

morale issues, it can also affect the bottom line.”  

 

 AonHweitt’s 2012 Trends in Global Employee Engagement Study shared 

that 42% of employees are somewhat to completely disengaged. 

 

 Deloitte and Touche: The cost to replace an employee who voluntarily quits 

a company is 1.5 times that employee’s salary. 
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 Topgrading: How Leading Companies Win By Hiring, Coaching and 

Keeping the Best People: The cost to replace a high impact employee (Sales 

Person, Leader and/or an Executive) after you determine you’ve made a hiring 

mistake and need to hire a replacement is 8 times that employees’ salary.  

 

 Assimilating New Leaders: There is a 20% chance that a newly hired senior 

executive will last two years or more. 

I see these studies and then I look around me and every day I see people who are 

not in the right jobs.  The managers of these people are working really hard to lead, 

motivate and push them to do a “better job” and “be more committed to excellence.” 

However, when a person is in the right job, less pushing and motivating is required. 

You have less turnover and higher productivity. 

There’s a groundswell of power and leverage when you make the right hiring choice 

and a costly impact when you don’t. 

Figuring out how to hire superior performers and knowing the 'secrets' for conducting 

successful job interviews becomes even more important today. These trends and 

statistics reveal one of the ‘silent killers’ of corporate profitability!  The costs of 

hiring either the wrong people who won't perform well, or who leave quickly, are 

staggering. 

These issues remind us that companies, large and small, must use effective hiring 

tools and processes, and continually improve these processes, to ensure profitability. 

Simply put - you must be conducting successful job interviews! 
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Do not let the busyness of your day relegate the specific process of hiring to 

something that you do at the last minute.  Do not let it be something that gets little 

thought or attention. Make conscious hiring decisions by developing a conscious, 

high-priority hiring process.  

Deconstruct This “Stuff” and Help More Hiring Managers Hire Right 

While I know that hiring is important and that it deserves your full attention, I also 

know that today’s work life can be hectic and demanding. Everyone is doing more 

with less, and that makes everything you’re responsible for seem like a priority, 

especially in a fast moving, out of control week. 

I decided to deconstruct the TriMetrix® Superior Performance Assessment Process 

into a simpler, mini-sized, and still very powerful resource by writing this book, 

developing email tips and teaching this process in my workshop. I want ALL busy and 

overwhelmed hiring managers to be able to easily apply more rigor, accuracy 

and meaning to their interviewing so that they can make conscious superior 

performance hiring decisions. 
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What This Book Can Do For You: 

Figuring out Who’s a Superior Performer and Who’s Not 

This book will show you EXACTLY how to get the right people ‘on your bus.’  Since 

there is always some risk when bringing someone new into any organization, the 

strategies I share with you will greatly help you reduce that risk. This book will 

increase your ability to accurately and confidently assess who's a superior performer 

and who's not, and will help you reduce turnover and increase productivity. 

Every tip and best practice will help you avoid the top thirteen interview mistakes 

that most interviewers make.  In this book you will practice each of the eight 

Superior Performance Hiring Process steps, and use powerful hiring tools, like The 

Performance Dashboard, The Superior Performance Hiring Worksheet, The 

R.E.A.D.Y. Interview Team Strategy Meeting Plan, The Evaluation and Feedback Roll 

Up Form, The Conducting Revealing References Script and more. 

What Outcomes Can You Expect? 

You will learn about the top mistakes most interviewers make and discover how to 

use specific solutions and tools for each. After reading this book, you will be able to: 

 conduct more productive, thoughtful, discerning and probing interviews 

 ask the best interview questions for determining superior performance 

 look for and use the best interview questions for determining which candidates 

will be superior performers 

 gain more performance-specific information about each candidate, which will 

help you make confident and decisive hiring decisions 

 determine if your sales candidates have the one trait found in all top sales 

performers 

 develop and create a template for hiring that outlines the specific behaviors, 

motivators, attitude, ability, competence and background/experience needed 

for superior performance in the job 
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 conduct revealing reference checks 

 guide your interview team to be more effective during the interview and hiring 

process 

 help your new hires gain confidence and get up to speed more quickly. 

“The main point… first get the right people on the bus,  

the wrong people off the bus, and the right people in the right seats. 

The second key point is the degree of sheer rigor needed in people decisions 

in order to take a good company from good to great.  

People are not your most important asset. The RIGHT people are.” 

Good to Great – Jim Collins 

Too Busy?  Get the Email Tips and in Just 1% a Day, In 70 Days – You’re 

Twice Improved 

If you are juggling a full schedule, but you are committed to improving your hiring 

and interviewing expertise and process this Program is for you! 

Each step in the How to Hire Superior Performers Process is laid out in a ‘Tip a Day’ 

format to help you improve in this area without having to invest days or weeks of 

time all at once.  Sign up for the email tips, spend just 1% a day (that’s less than 15 

minutes a day) reading each best practice, strategy or tip and doing some of the 

exercises, and in 70 days your understanding and expertise will be twice improved. 

My entire Daily Tips Program is based upon The 1% Exponential Growth Principle, 

which is: if you take small action steps every day, you will create exponential (not 

linear) growth.  You can strengthen ANY area of your life, rapidly, by focusing on that 

area for less than 15 minutes a day (1%).  Moreover, in 70 days, you'll be twice as 

good!  Isn’t that great?  

 

http://www.pricelessprofessional.com/leadership-interview-questions-1.html
http://www.pricelessprofessional.com/finding-motivation-and-support.html
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How to Get the Most Out of This Book: 

Internet Recommended, Focus Areas, Mantras and Worksheets  

Since this is an enhanced electronic book, 

you will want to have access to the Internet 

to read the additional resource material 

provided.  You will also want to have access to a 

printer so that you can print out, and begin 

using, the 12 different PDF document handouts 

provided. 

Weekly Mantra and Focus Area 

Every week I provide a new hiring and interviewing Focus and Mantra Statement, 

which outlines the theme of the week. 

Each Mantra is a 'truism' that you can use as a positive reminder or affirmation about 

that topic throughout the week. 

How the Email Tips Work 

If you decide to get the optional and free email tips (your password is: superior) to 

assist in your learning and applying this information, your first email will arrive the 

first Monday after you sign up.  You will continue to receive one Tip a day, each day 

of the workweek, Monday through Friday.  The emails will take a break on the 

weekend, and then start again the next Monday. 

http://www.pricelessprofessional.com/leadership-interview-questions-1.html
http://www.pricelessprofessional.com/leadership-interview-questions-1.html
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Exponential Growth Principle 

The Compound Effect & Exponential Growth Principle 'Magic' 

Now, let’s look at the magic of The Compound Effect and The Exponential Growth 

Principle.  Creating new habits and learning a new skill set may be easier than you 

think! 

That's because of the simple and often 

overlooked Exponential Growth Principle or the 

effect of compounding. 

I'll further explain this important concept by first 

asking you to pick between Option #1 and Option 

#2: 

Option #1 – You get $3 million in cash this very instant  

Option #2 - You get a single penny that doubles in value every day for 31 days 

 Well, what did you pick? 

If you chose Option #2 (the penny), you're going to be very pleased with yourself. 

That's because on Day 31 you'll have $10,737,418.24**!  That’s over three times 

more than Option #1, the $3 million in cash! 

**See how the compounding penny amount was reached in the book: The 

Compound Effect 

  

http://www.amazon.com/gp/product/B005P1YCNK/ref=as_li_qf_sp_asin_tl?ie=UTF8&tag=pricelprofesd-20
http://www.amazon.com/gp/product/B005P1YCNK/ref=as_li_qf_sp_asin_tl?ie=UTF8&tag=pricelprofesd-20
http://www.pricelessprofessional.com/wellness-support-network.html
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The "magic" of compounding is impressive, isn't it?  Have you ever thought about 

how this same compounding "magic" can help you strengthen your interviewing 

expertise and hiring processes?  How it can help make sure that you always hire 

superior performers? 

"The Compound Effect is the principle of reaping huge rewards  

from a series of small, smart choices."  Darren Hardy 
 

Jerry Seinfeld Uses Compound “Magic” 

Comedian Jerry Seinfeld used compound "magic" to improve 

his comedy skills and to become famous. 

When he was a young comic, he knew he needed to create 

better jokes, and that the best way to create better jokes was 

to write every day. Seinfeld used a calendar system to stay 

focused on daily writing, even when he didn't feel like writing. 

He'd hang a wall-sized full year calendar in a prominent place. 

Then, with a big red magic marker, he'd put a big red X for each day he wrote. 

Seinfeld explained the power of his calendar system, "After a few days you'll have a 

red chain as you move from day to day. Just keep at it and the chain will grow 

longer. You'll start to like seeing that chain, especially when you get a few weeks 

under your belt.  Then your only job is not to break the chain. Don’t break the 

Chain!"  **This story is from The Life Hacker. 

"Life rewards effort, exponentially. No matter how small 

the effort, nor how daunting the odds. That's a lot!" 

The Universe 

  

http://www.lifehacker.com/281626/jerry-seinfelds-productivity-secret
http://www.pricelessprofessional.com/wellness-support-network.html
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The Compound “Magic” and Exponential 

Growth Principle Bottom Line: 

If you want to improve any habit, all you need to 

do is a 'little something' every day. 

Brain science also backs up the idea that the 

best way to make permanent and solid 

improvements is with incremental focus.  I had to remind myself of this recently 

when I was trying to learn Pilates and struggling. 

How to Improve In Anything: Brain Science, 

Learning & My Pilates Training 

It was springtime in Atlanta. Flowers were blooming and the air felt fresh. I had my 

hair tucked up under my baseball cap because I had the top down in my car. I was 

enjoying the fresh air and was excited about my very first Pilates lesson at a studio 

near my house. 

I decided to try Pilates after listening to a 

podcast about the science of Yoga and 

Pilates. 

True to my DISC Communication Style, (I’m 

a high Dominance and high Influence and 

these Styles tend to embrace change, to 

make bold moves and think we’re ready for 

anything!)  

I felt confident that I would be good at Pilates.  

After all, I’ve worked out in some form or fashion for 25 years, I taught aerobics in 

college and I’ve read hundreds of books on fitness and nutrition.  

http://www.pricelessprofessional.com/motivation-and-self-esteem.html#disc
http://www.pricelessprofessional.com/wellness-support-network.html
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I felt sure that I would be good at Pilates, and that I would like it. 

“Not So Good... Maybe I Don't Want to Do This” 

Well, that would be a negative. 

I found out very quickly from my Pilates Instructor, Michelle, a former professional 

dancer who is a very graceful and flexible person, that Pilates excellence is 

completely different from the kind of fitness I was good at. In that first lesson, I 

felt like a fitness newbie. It was as though I had never lifted a weight or taken a 

tough fitness boot camp class in my life! 

Pilates was very different.  The subtle exercises, the breathing, the focus on body 

alignment and form, the unusual equipment and the varied movements felt 

awkward.  My instructor (who is a very good teacher) would demonstrate an exercise 

that looked easy and doable.  

She looked so graceful.  However, when it was my turn, my attempts at the same 

movements, looked and felt goofy and stiff.  While I liked the idea of learning 

something new, I hated feeling so unsure and looking so klutzy.  After that 

first lesson, I thought about not going back. 

Why would I choose to put myself through this awkwardness? 
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Brain Science Matters 

Then, I thought about all that I know about brain science and 

learning new skills.  

As a Professional Facilitator, I know that the best way to learn 

a new skill, in the classroom or on the job, is to work with how 

the brain learns.  

New York Times Best Selling book, Brain Rules: 12 Principles for Surviving and 

Thriving at Work, Home, and School reveals that, “Learning occurs best when the 

information is incorporated gradually into the memory store, than when it is jammed 

in all at once.” 

I know that ongoing practice, regular focus and incremental improvement, over time, 

is the best and most effective way to learn any new skill. In fact, my Wake Up Eager 

Daily Tip books are all based upon the idea that taking small action steps, every day, 

leads to exponential (not linear) growth and improvement. 

“Learning occurs best when information is 

incorporated gradually into the memory  

store than when it is jammed in all at once.”  

Brain Rules 

It's Time to 'Get Over' My Ego and Insecurity Around How I Look 

My first attempts at Pilates felt difficult because it was a very different way of moving 

– my brain and therefore my body had not been trained in this way. If I wanted to 

get the benefits of Pilates, I needed to ‘get over’ my ego and my insecurity and just 

focus on improving a little bit every day. Just like any other skill I’ve learned, I 

needed to practice until the new Pilates movements have become ingrained in my 

brain and began to feel natural to me.  I didn’t have to run away because I felt 

unsure and insecure; I just needed to Lean Into The Learning. 

http://www.pricelessprofessional.com/finding-motivation-and-support.html
http://www.pricelessprofessional.com/finding-motivation-and-support.html
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Lean Into the Learning 

After that first embarrassing-to-me 

lesson, I went back to my graceful 

Pilates Instructor Michelle and I kept 

at it.  

To make sure I stuck with it I signed 

up for workouts twelve weeks in 

advance.   

Now, months later, there are still a few awkward and klutzy moments here and 

there, but sometimes I feel and look a little graceful! I feel stronger in my core, 

my posture is improving (I feel taller, really!) and I've gotten very comfortable 

with some of the crazy machines and tools we use. 

What about you?  Can you remind yourself – as you begin using the new interview 

tools and hiring processes I will be sharing with you here – that even if you feel 

awkward you will stick with it for the benefits of hiring superior performers?   

Just remember we all have moments of awkwardness, frustration and insecurity 

when we’re learning a new skill or changing a habit.  When you’re feeling those 

feelings, don’t quit!  Just remind yourself that you have to work with how your brain 

learns and Lean Into the Learning. 

Now let’s look at reasons why learning how to hire superior performers is one of the 

five Wake Up Eager Habits. 
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What is Evaluate Job Fit and Why It Matters 

In my work, I have used scientific research, 

professional development expertise, my own 

personal experience and Universal Spiritual 

Law to highlight Five Personal and 

Professional Habits (E.A.G.E.R.) that lead to a 

Wake Up Eager life.  They are: 

 Enter the Zone:  More detail about this Habit here. 
 

 Activate Your Greatness:  More detail about this Habit here. 

 

 Grow Trust:  More detail about this Habit here. 
 

 Evaluate Job Fit: The material in this book is devoted to helping you master 

this Wake Up Eager Habit. This skill helps you put the right people in the right 

'seats.' 

 

 Re-Calibrate Daily: More detail about this Habit here. 

 

Evaluate Job Fit – Matching in Four Areas 

To Evaluate Job Fit is to use a repeatable and learnable process for determining 

exactly what the job needs for success and superior performance, and then matching 

the job needs to candidate strengths.  

Workers who don't have the opportunity to use and express their natural strengths, 

who are not a match or a fit to the job, are usually not going to give their very best 

at work. Over $250 billion a year is lost in productivity by workers who are not 

committed to their work. 

  

http://www.pricelessprofessional.com/in-the-zone.html
http://www.pricelessprofessional.com/define-motivation-1.html
http://www.pricelessprofessional.com/definition-of-leadership-1.html
http://www.pricelessprofessional.com/types-of-motivation.html
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When it comes to strong and consistent work motivation, whether you are hiring, 

promoting or looking for a new position for yourself, a solid resume and the typical 

interview are just part of the story, but are not nearly enough to know whether 

work motivation and performance will be consistent and strong.  

Resumes, experience, background and the typical interview done by most 

interviewers (one that does not focus on evaluating job fit) do not reveal whether 

the… 

 job rewards what intrinsically motivates the person. If this area is not a 

match, motivation will wane quickly. 

 communication style needed for success in the job is the natural 

communication style of the person. If this area is not a match, there will be 

interpersonal tension in the job. 

 attitude, ability and competence needed for success in the job, actually 

matches the talents and capacity of the candidate. If this area is not a match, 

you'll get low performance, low capability and a lot of headache as you try to 

manage this person. 

Mastering the Evaluate Job Fit Habit means that you know how to look for match 

between the job and the candidate in four areas: 

1. Background and Experience  

2. Communication Style 

3. Motivators 

4. Attitude, Ability & Competence 

Evaluating Job Fit Will Help You 

As you master this habit, you will: 

 Lower the risks of making a wrong hire or promotion 

 Improve job performance and satisfaction 
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 Reveal your own and others specific strengths and development opportunities 

 Reduce unwanted turnover. 

"I am convinced that nothing we do is more important  
than hiring and developing people. At the end of the  

day you bet on people, not on strategies."  

Larry Bossidy 

Let’s get started on our journey of mastering the Evaluate Job Fit Habit together with 

your first Tip.  Also, remember, if you want to receive these Tips once a day via 

email, sign up here.  (Your Password is: superior) 

 

  

http://www.pricelessprofessional.com/leadership-interview-questions-1.html
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Week 1 - Hiring Practices, Tips #1-5: 

This Week's Focus: The Cost of Turnover 

This Week's Mantra**: "An effective hiring and interview process is one of my top 

priorities.” 

**Every week I provide a new Mantra, which is the theme and focus for each week 

of tips. A Mantra is a 'truism' that you can, if you choose, use as a positive reminder 

or affirmation throughout the week to help keep your focus on building skills in this 

area. 

  

http://www.pricelessprofessional.com/secret-to-superior-performance.html
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This Week's Mantra: "An effective hiring and interview process is one of my top 

priorities.” 

Week 1 - Hiring Practices and Interviewing Tip #1: 

Let’s begin with our first How to Hire Superior Performers Tip. 

Don’t forget that you can sign up to receive a free email tip Monday through Friday, 

here. Receiving these best practices, strategies and tips daily, in your inbox, will help 

you: 

 stay consistent in your reading 

 ingrain the skills into your daily work life 

 ensure that at the end of the 70 days of tips, that you’re hiring and 

interviewing ability is twice improved. 

Start Getting the Free Email Tips Here 

(Your Password is: superior) 

Did you know that… 

 over $250 billion a year is lost in productivity by workers who are not 

committed or engaged in their work? 

 the cost to replace an employee who voluntarily quits a company is one-

and-a-half times that employee's salary?  (Source Deloitte and Touche)   

 the cost to replace a high impact employee, like a sales person, or top leader, 

after you determine you've made a hiring mistake and need to hire a 

replacement is eight times that employees' salary? (Source: Topgrading: 

How Leading Companies Win By Hiring, Coaching and Keeping the Best 

People.) 

Think about the number of people you’ve lost due to turnover last year.  In Tip #2 I'll 

give you a formula for calculating exactly what turnover has cost you over the last 

year. 

http://www.pricelessprofessional.com/leadership-interview-questions-1.html
http://www.pricelessprofessional.com/leadership-interview-questions-1.html
http://www.pricelessprofessional.com/leadership-interview-questions-1.html
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This Week's Mantra: "An effective hiring and interview process is one of my top 

priorities.” 

Week 1 - Hiring Practices and Interviewing Tip #2: 

In Tip #1 I shared statistics around the costs related to poor hiring decisions. 

Notable research tells us that the cost of turnover, per position, is one-and-a-

half to eight times an employee's salary. 

Here's an example of the costs of turnover on a twenty-five person team.  For this 

example, I'll use the lowest turnover multiplier of one-and-a-half times the average 

salary. 

Calculating the Cost of Turnover on a Twenty Five Person Team In One Year 

– An Example: 

 Number of Employees: 25 Employees 

 Estimate of the Average Salary: $50,000 

 Annual Turnover:  4 people left, or were let go, last year 

 Multiplier x Turnover: 4 people x $75,000 (1.5 multiplier x $50,000 average 

salary) 

 Annual Cost of Turnover: $300, 000  

Now It's Your Turn. 

Take five minutes right now to determine what turnover is costing you on an annual 

basis. All you have to do is fill-in the blanks:  

 Number of Employees: ______ Employees 

 Estimate of the Average Salary: $___________ 

 Turnover: _________ people left or were let go last year 

 Multiplier x Turnover: __#___ people x $_____   (1.5 multiplier x $______ 

average salary)_______ 

 Annual Cost of Turnover on Your Team: $____________  
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Unwanted turnover is costly, isn’t it?  In Tip #3 we’ll look at where the costs of 

turnover come from, it might surprise you... 

This Week's Mantra: "An effective hiring and interview process is one of my top 

priorities.” 

Week 1 - Hiring Practices and Interviewing Tip #3: 

The cost to replace employees is high - anywhere from one-and-a-half to eight 

times that employee's salary. Are you questioning that turnover is that costly?  Do 

the multipliers seem too high per person? 

Take a minute now and think about what happens when you let someone go or if 

someone decides to leave voluntarily. When you start counting, in your cost of 

turnover, loss of productivity then the multipliers begin to make more sense. 

Losses You Incur When You Have Turnover: 

 The productivity of the departing team member usually declines dramatically 

before s/he leaves. 

 Your daily productivity takes a hit as you try to manage, motivate and lead low 

performing employees to higher performance and as you manage the firing 

process. 

 Once the person is gone, the open position is not productive – and you incur 

the loss of productivity during the time the position is vacant. 

 The entire team’s productivity takes a hit as everyone works to fill in the gaps. 

 If the position involved customer interaction and relationships, you can end up 

losing customers and/or sales. 

 Once you hire someone new – there is always a learning curve – and you incur 

productivity losses until the new person gets up to speed.  

 In addition to the productivity and customer costs - you will now have real 

hard costs related to filling the positions.  Such as: placing advertisements, 

recruiting, using hiring assessments, running background checks and more. 
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 Here is another subtle but potentially devastating loss: that is the cost to your 

career and future advancement.  When you have high turnover and losses of 

productivity your ability to manage and lead well, could come into question.  

When you take into account all of the productivity losses, hard costs and potential 

career damage it's easier to see why hiring experts and statistics tell us that turnover 

costs are one-and-half to eight times an employee's salary. 

 

The costs of hiring the wrong people either who will not perform well, or who leave 

quickly, are staggering!  Can you begin to see why ineffective interviewing and hiring 

is one of the ‘silent killers’ of corporate profitability? 
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This Week's Mantra: "An effective hiring and interview process is one of my top 

priorities.” 

Week 1 - Hiring Practices and Interviewing Tip #4: 

In Tips 1-3, I’ve reminded you that unwanted turnover and bad hiring negatively 

impacts your bottom-line. Making the wrong hires and incurring unwanted turnover 

is costly. 

Now you may be asking, “So, what's the secret for avoiding the cost and expense 

related to bad hires?  How do you make the right hires all the time?” 

Well, you are taking the first step for getting the right hires all the time, right now 

through this book and by reading the corresponding daily tips by email. 

Congratulations!  You are doing something many good leaders mean to do, but do 

not. 

What Is The Secret? 

Leaders always ask and want to know what ‘the secret’ is for hiring superior 

performers. They often ask in frustration, “How do I keep these people motivated?  

Can you come do a workshop or something and get them revved up?” 

I love conducting workshops and providing consulting services for opinion surveys.  

Building skills and getting feedback are two powerful motivational tools for teams 

and organizations. 

However, no amount of skill building and dialogue can overcome the lack of 

motivation and low performance you get from an employee who is not in the right 

job.  That’s why your focus on improving your hiring and interviewing processes and 

skills is so important.  If you want motivation and high productivity for the long term, 

you have to begin by putting the right people in the right roles. 

http://www.pricelessprofessional.com/leadership-interview-questions-1.html
http://www.pricelessprofessional.com/corporate-leadership-training-1.html#workshops
http://www.pricelessprofessional.com/corporate-leadership-training-1.html#service
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Begin in the Beginning 

I believe ancient Philosophers were sharing insights into 'The Secret’ to Superior 

Performance when they admonished Man to pay attention to The Beginning.  

Euripdes reminded us that, "A bad beginning makes a bad ending."  Plato shared, 

"The beginning is the most important part of the work."  While I'm not exactly sure 

what Euripides and Plato were ACTUALLY talking about when they shared their 

wisdom about beginnings, but they COULD have been referencing the power of hiring 

the right people. 

That's because one of biggest 'Secrets' to high performance and work productivity is 

to start out right by hiring the right person. If you begin with the wrong person – 

productivity and motivation will continually be a problem. 

The Secret – A Video In My Car 

In this four minute video I share THE Superior Performance Secret: Simple, Not Easy 

& Often Missed 

Here I talk about the importance of consistently monitoring and improving your 

Hiring Process, I also introduce the concept of a Performance Dashboard - an 

important tool that helps you hire people who are a great fit and match to the 

job. 

I will show you exactly how to create a Performance Dashboard for your Positions, 

here in future Daily Tips.  Watch this video now, here.  

  

http://www.pricelessprofessional.com/superior-performance-secret.html
http://www.pricelessprofessional.com/superior-performance-secret.html
http://www.pricelessprofessional.com/superior-performance-secret.html
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This Week's Mantra: "An effective hiring and interview process is one of my top 

priorities.” 

Week 1 - Hiring Practices and Interviewing Tip #5: 

My Sales Job on You 

Have you noticed that I've been doing a 'sales job' on you around the importance of 

paying attention to the hiring process during this first week of these tips? That's 

because having a solid hiring process and strong interview skills is so important to 

business success and prosperity.  But it’s something that often gets 'lost' in the 

shuffle of a busy day with pressing demands and priorities. 

Getting your hiring and interview process in place and continually strong, helps you 

put the right people in the right seats.  And, when you have the right people working 

for you, then you’ll have: 

 LESS ‘people-problem’ chaos to deal with on a daily basis 

 MORE time to focus upon and build MORE success, MORE ease, MORE 

innovation and MORE growth. 

Like a Bad Dating Relationship 

Think back to an earlier time in your life, for example in your teens and twenties.  

Think of someone you knew who was in a long-term dating relationship and that had 

turned sour.  Maybe it was your best friend or it could have even been you.  

Somehow, this dating relationship had taken a negative turn. While each person in 

the relationship had many individual admirable attributes, as a couple they were a 

disaster.  Their once fun dating relationship turned into daily arguments, tension, 

lying to each other and blame. They seemed to fight and argue over everything.  As 

a couple they were defensive and seemed to be tired of each other, though they kept 

going out together. The tension in the relationship distracted each person from 

placing positive focus on other important areas in their lives – such as their career, 

work, family, hobbies and friends. 
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Mismatched personal relationships can feel a lot like employees who are not a good 

match for their job. Bad hires can be as exhausting and business busting as a bad 

dating relationship is to your personal life. It wears you out and hurts your business.  

Working together, when mismatched, can feel like an ongoing battle.   

When you have the right people in the right jobs, your work life is so much better. 

You get to spend MORE of your time growing the business, and LESS of your time 

trying to manage, motivate and push the-bad-match-and-bad-fit employees to 

perform.  As a result, you have more energy and more business success.  When your 

entire team includes superior performers your daily workday and overall life is 

positively affected.   

In Tips 6 -10, we will look at the three mistakes most interviewers make, you’ll take 

a complimentary interview mistakes online quiz and we’ll start reviewing solutions for 

each of the top mistakes.  
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Week 2 - Hiring Practices, Tips #6-10: 

This Week's Focus:  The Biggest Hiring and Interviewing Mistakes 

This Week's Mantra:  "Knowing how to hire the right candidates is one of my most 

important work priorities.  I do NOT make the top hiring and interviewing mistakes.”  
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This Week's Mantra:  "Knowing how to hire the right candidates is one of my most 

important work priorities.  I do NOT make the top hiring and interviewing mistakes.” 

Week 2 - Hiring Practices and Interviewing Tip #6: 

In Tips #1 – 5 we reviewed how your interview and hiring expertise impacts the 

bottom line.  That if you want a high performing team, ongoing career success and to 

enjoy your work every day you’ve got to not only know how to interview, you must 

master the ability to Evaluate Job Fit, which is one of the Five Wake Up Eager 

Habits for Professionals. 

To Evaluate Job Fit is… 

 to focus on matching each job to the right person.  

 a repeatable process you can learn, where you define what each job needs, 

and then successfully determine how well each candidate matches what the 

job needs.   

 an important habit and skill to Master because it will help you: Lower risk 

when hiring and promoting; Improve job performance and satisfaction; 

Reveal specific strengths and development opportunities; Reduce unwanted 

turnover. 

 looking for employee-to-job-match in four areas: 1) Background and 

Experience, 2) Communication Style, 3) Motivators, and 4) Acumen and 

Attitude, Ability and Competence Skills. 

Think About… 

Think about your most recent interviews and hires.  Were you focused upon 

matching the person to the job?  How well did you evaluate job fit?  Are you making 

some of the top interview mistakes?  In Tip #7 I’ll share the top three mistakes 

interviewers make. 

  

http://www.pricelessprofessional.com/intrinsic-and-extrinsic-motivation.html
http://www.pricelessprofessional.com/intrinsic-and-extrinsic-motivation.html
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This Week's Mantra:  "Knowing how to hire the right candidates is one of my most 

important work priorities.  I do NOT make the top hiring and interviewing mistakes.”  

Week 2 - Hiring Practices and Interviewing Tip #7: 

In this Video Article, I share the Three Biggest Interview Mistakes Leaders Make. 

Take a moment now to review it.  (This video is about four minutes long.) 

Do you make these mistakes?  Not making each of these three mistakes will make a 

positive difference in your interviewing and hiring expertise right away. In Tip #8 I 

will review with you each of the three mistakes in more detail and provide solutions. 

Watch this video, now. 

  

http://www.pricelessprofessional.com/biggest-interview-mistakes.html
http://www.pricelessprofessional.com/biggest-interview-mistakes.html
http://www.pricelessprofessional.com/biggest-interview-mistakes.html
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This Week's Mantra:  "Knowing how to hire the right candidates is one of my most 

important work priorities.  I do NOT make the top hiring and interviewing mistakes.” 

Week 2 - Hiring Practices and Interviewing Tip #8: 

In Tip #7, you watched a short video of the three biggest interview mistakes 

interviewers make which are easily remembered with the acronym: A.A.A. 

Assumption and Bias 

Amplified Focus on Background and Experience 

All Talk, No Listen 

Do you do any of these?  If so, here are three easy solutions: 

Assumptions and Bias:  Bias is often unconscious; we often don’t even know we 

have a bias toward or away from something.  Your bias for or against certain degree 

programs, personality styles, job titles or a person’s past experiences is particularly 

harmful when interviewing.  Your unconscious bias could cause you to make 

decisions about candidates based upon false insight. 

For more information about unconscious bias, how it has played out in 

presidential politics and for six important hiring statistics read my blog post:  

Conducting Successful Job Interviews Means Avoiding Unconscious Influence - Here's 

How... 

 To Avoid Interview Mistake #1: Assumptions and Bias:  

o Increase your awareness around the problem of bias in interviews and 

pay attention to your biases when meeting candidates.   

o Use competency behavioral-based interview questions that relate to 

what’s most important to the job’s success.  

 Here’s an example of a competency, behavioral-based interview 

question for Focused on Results, which is a competency 

required in almost all leadership and sales professional positions: 

http://www.pricelessprofessional.com/biggest-interview-mistakes.html
http://www.pricelessprofessional.com/conducting-successful-job-interviews.html
http://www.pricelessprofessional.com/conducting-successful-job-interviews.html
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 “Give me an example of one thing in your life that you 

have worked on for what you consider to be a very long 

time with no distraction or break. What did you dislike 

most about that? How successful were you in completing 

it? How long did you work it?” 

As you move forward in this book, you will learn how to create competency 

behavioral-based interview questions.  In addition, I will show you how to use other 

tools that remove bias, such as:  

 The Performance Dashboard 

 The Superior Performance Hiring Worksheet  

 The Evaluation and Feedback Roll-Up Form. 

Amplified Focus on Background and Experience.  When you focus all of your 

attention on a candidate’s background, and on their resume you miss an opportunity 

to figure out how well this person follows directions or whether s/he can work well 

with others. 

Oftentimes when you hire for background, you end up firing for attitude.  In one 

study of 100,000 people who were fired within 18 months of being hired, hiring 

managers revealed that 90% of them were fired because of intangible skills, like 

being unable to manage their emotions; they could not accept feedback; 

they were not motivated; they did not fit the job or company culture.  Notice 

that the lack of experience and background is NOT one of the reasons for firing 90% 

of the time! 

 To Avoid Mistake #2 Amplified Focus on Background and Experience:  

Begin acknowledging how important intangible skills like attitude, ability and 

competence is to success on the job.  Begin valuing and focusing on 

‘intangibles’ like Time-Management, Personal Accountability, Initiative and 

Being a Team Player - as much as background and experience.  
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As you progress through this book you will learn how to determine which intangibles 

are most important to the job you are filling and how to figure out if the candidate 

has them or not. 

All Talk, No Listen.  Recall a recent interview you had with a candidate. Think back 

about how much you talked, as compared to the percentage of time the candidate 

talked.  Did the candidate get 75 to 80% of the 'interview air time?'  If not, it is time 

to change the equation.  

This is a big shift for many interviewers because they are competent, excited about 

the company, are experts in their field and are great company ambassadors. 

People who are selected to interview 

candidates have a lot of good 

information to share and they are 

good role models. 

It’s natural to invite a 'guest into 

your home’ and to want to share 

everything you know - especially if 

on the surface the candidate 'looks 

really good’. 

While you do want to be friendly and 

act as a gracious host to all 

candidates, you must always keep your bottom-line in mind.  

Your bottom-line is to hire a person who is a great fit for the job, and to find 

someone who will be a superior performer.  The only way you can do that is to let 

your 'guest' talk.  You have to give the candidate the opportunity to talk, to share 

and to reveal more about him or herself.  

 To Avoid Mistake #3: All Talk, No Listen:  

o Talking too much is a classic mistake made by almost all interviewers. 

http://www.pricelessprofessional.com/support-files/talkless_listenmore.pdf
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o This is a simple solution to recommend, but it’s not always easy for 

interviewers to do: You Must Talk Less and Listen More. 

 Make sure that the candidate talks 75-80% of the time.  

 You, the Interviewer, should talk 20-25%. 

o Print out this Talk Less, Listen More PDF Printout/Sign. Place this sign 

on your desk and in your interview folder to help you remind yourself to 

change the talk/listen ratio in all of your interviews. 

In Tip #9, you will get to see how your interview skills measure up with a short 

online quiz. 

  

http://www.pricelessprofessional.com/support-files/talkless_listenmore.pdf
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This Week's Mantra:  "Knowing how to hire the right candidates is one of my most 

important work priorities.  I do NOT make the top hiring and interviewing mistakes.” 

Week 2 - Hiring Practices and Interviewing Tip #9: 

We’ve gotten a good start by looking at the top three interview mistakes and by 

providing some solutions to each of the three mistakes so you can begin to make 

improvements right away. 

Over the past 25+ years I've hired and interviewed hundreds of people. I've also 

helped everyone, from college students to executives, get ready for interviews. I 

currently train leaders how to hire right, through my workshops, and as a Certified 

Assessment Professional, I’ve completed over 400 clients Candidate and Job Fit 

Assessments.  

Over all of that time and exposure to many different hiring and interviewing practices 

I've found that there are more than the three typical (A.A.A.) interview mistakes 

made by hiring managers. Building upon A.A.A. (as covered in Tip #8) I’ve compiled 

a list of the top thirteen most costly interview mistakes and have developed an 

online Quiz for you. 

Take five minutes now to complete this online quiz: Top Thirteen Hiring Manager 

Mistakes Quiz.  You’ll get your results immediately. No one else will be monitoring 

your results, so be brutally honest when answering.  

  

http://assessmentgenerator2.com/sys/?module=assessment&assessment_id=674
http://assessmentgenerator2.com/sys/?module=assessment&assessment_id=674
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This Week's Mantra:  "Knowing how to hire the right candidates is one of my most 

important work priorities.  I do NOT make the top hiring and interviewing mistakes.” 

Week 2 - Hiring Practices and Interviewing Tip #10: 

Did you take the Top Thirteen Hiring Manger Mistakes Quiz in Tip #9?  How did you 

do?  Make note of any Areas that you rated: “Opps! That’s Me” or “Sometimes I Do 

That.”  Review your Results and be sure to pay extra attention when we work on a 

solution to match one of your mistakes. 

Top Thirteen Hiring Manager Mistakes Quiz: 

Focus Area #1 - Planning 

 Mistake 1: Being unclear about the performance expectations in the position.  

 Mistake 2: Being unclear about the specific skills, motives, behaviors and 

attitude required for superior performance in the position. 

 Mistake 3: Interviewing alone, not getting the team involved in the process.  

 Mistake 4: Not assigning focus areas to each interview team member.  

Focus Area #2 – Interviewing 

 Mistake 5: Not using competency/behavioral-based interview questions.  

 Mistake 6: Not looking for high performance attributes: Personal 

Accountability and Time-Management.  

 Mistake 7: Talking too much, covering-up for silence. Not staying response-

neutral.  

 Mistake 8: Not taking notes.   

 Mistake 9: Not pressing for specific examples and not digging deeper into 

performance areas that are vague.  

 Mistake 10: Not selling the “why” of the company and the position.  

  

http://www.pricelessprofessional.com/management-interview-questions.html
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Focus Area #3 - Selection 

 Mistake 11: Not thoroughly discussing ratings and impressions from each 

interviewer.  

 Mistake 12: Hurrying through. Not following up on any and all concerns about 

the candidate.  

 Mistake 13: Not evaluating the candidate based on fit and attitude, in addition 

to skills and experience. 

THREE Focus Areas 

Notice THREE distinct areas you need to focus on when hiring: 

1. Planning 

2. Interviewing  

3. Selection 

Knowing that there are THREE important focus areas in interviewing is important 

because many hiring managers tend to just focus on one area: The Interview.  There 

are actually THREE! 

If you skip over the other two areas: #1 Planning and #3 Selection – you hinder 

your ability to get the right people in the right seats. There are crucial actions that 

must take place in each area.   

In Tip #11 we’ll begin reviewing solutions for each of the Top Thirteen Hiring 

Mistakes by using the How to Hire Superior Performers Process.   

The first Tool in the Process will be The Performance Dashboard, a powerful 

leadership tool that helps you avoid Mistakes #1 and #2 in the Planning Focus Area.  

This tool is one of the most important aspects of your entire hiring and interview 

process.  It doesn't take much time to create a Performance Dashboard, but it will 

make all the difference in helping you hire the best candidate(s). 
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Get ready for a systematic walk through that will help you create and use this 

powerful leadership tool in Tips Week 3.  
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Week 3 - Hiring Practices, Tips #11-15: 

This Week's Focus:  The ‘How to Hire Superior Performers’ Process and Step 1:  

The Performance Dashboard Tool  

This Week's Mantra: “The first step in the How to Hire Superior Performers Process 

is to create a Performance Dashboard.  This helps me determine what’s most needed 

for superior performance in each open position, before interviewing begins.” 
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This Week's Mantra: “The first step in the ‘How to Hire Superior Performers 

Process’ is to create a Performance Dashboard.   This helps me determine what’s 

most needed for superior performance in each open position, before interviewing 

begins.” 

Week 3 - Hiring Practices and Interviewing Tip #11: 

The Eight Step ‘How to Hire Superior Performers’ Process 

There are a total of eight steps in the ‘How to Hire Superior Performers’ Process.  

(Print a handout of these eight steps, here.) 

 

http://www.pricelessprofessional.com/support-files/sup_perf_processgraphic_highlighttitle.pdf
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Planning 

The four steps in the Planning process, before you actually hold an interview, are: 

 #1 – Create a Performance Dashboard 

 #2 – Complete the Superior Performance Hiring Worksheet 

 #3 – Develop Competency, Behavioral-Based Interview Questions 

 #4 – Hold a short Interview Team Strategy Meeting. 

These important Planning Steps and Tools in the Process lay the groundwork for a 

powerful and informative, truth-telling and revealing interview with your candidates.  

If you have not been doing much planning before you start interviewing, and you’re 

in a hurry to start interviewing A.S.A.P., don’t worry.  These four Planning Steps are 

quick to implement and can be completed in less than ninety minutes.  Yes, you’ll 

spend a little time up front, but you’ll find much better candidates and spend less 

time later on, if you do them every time you interview. 

Interview 

There is only one-step, Step #5 for the actual interview.  I will review and 

recommend an interview agenda you can use in every interview, as well as interview 

basics you will want to always keep in mind.  

Selection 

In the Selection area there are two steps: 

 #6 – Hold a Feedback & Evaluation Meeting with your Interview Team 

 #7 – Conduct Revealing Reference Checks. 

New Hire 

During the first week of work for your New Hire you will complete the How to Hire 

Superior Performers Process with Step #8 by sharing the Performance Dashboard 

you initially created for the open position, in Step #1 of this Process.  Only this time 

you will use the Performance Dashboard to set goals and provide a positive focus and 

beginning for your New Hire.  
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Let’s Begin the Process by Starting With Step #1: Performance Dashboard 

Here are two examples of 

Performance Dashboards – one for 

a Senior Customer Service position 

and one for an Outside Sales 

position: 

Example Performance 

Dashboard – Senior Customer 

Service 

1. Customer satisfaction at 

required levels 

2. Learn new products within 

specified timeframe 

3. Complete orders and requests according to protocol 

4. Train and mentor new customer service reps 

Example Performance Dashboard – Outside Sales 

1. Increase volume of sales 

2. Repeat business 

3. Retain X number of new clients each year 

Unlike a job description, the Performance Dashboard ONLY highlights the top 

three to five performance expectations that are crucial for success and superior 

performance on the job. 
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Your first step in the Process will be to create a Performance Dashboard with the top 

performance expectations for a position you are filling.  Later on, in Step #8, you will 

add specific goals and performance measurements to each expectation, as you 

review the Performance Dashboard with your New Hire. 
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This Week's Mantra: “The first step in the ‘How to Hire Superior Performers 

Process’ is to create a Performance Dashboard.   This helps me determine what’s 

most needed for superior performance in each open position, before interviewing 

begins.” 

Week 3 - Hiring Practices and Interviewing Tip #12: 

Like the Dashboard in Your Car  

The dashboard in your car helps you focus your attention on what matters most for 

driving the car, like: how much gas you have, your water temperature, oil levels, 

GPS directions and how fast you are going. 

Just like in your car, every Position has three to five focus areas that require 

ongoing attention every day; these are the areas that are crucial to success in the 

job and for superior performance. 

The Performance Dashboard, Step #1 in the eight step hiring 

process, helps you determine what competencies are crucial 

for a successful ‘drive’ and helps you avoid the first of the Top 

Thirteen Hiring Mistakes. 

 

Avoid Hiring Mistake #1:  

Being unclear about the performance expectations in the position by 

creating a Performance Dashboard. 
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Having a Performance Dashboard when hiring helps you hire superior performers 

because it helps interviewers keep their focus on what the job needs, which helps 

remove the problem of personal bias and assumption.  Your Performance Dashboard 

will help your interview team be more objective, specific and rigorous about the 

background, motivators, attitude, ability and competence needed in candidates, for 

success on the job. 

 

  

A Performance Dashboard Is a performance management and hiring 

tool that succinctly describes the top three to five performance 

expectations that are crucial for superior performance in a position. 

Your Performance Dashboard Includes:  

 Three to five performance expectations that are summarized by 

a short headline 

 Each are listed by priority (from #1 to #5) and can include 

metrics. 
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How Do You Know If You Have the Right Performance Dashboard? 

You will know you have created a good Performance Dashboard by applying this 

simple Litmus Test to each of the three to five performance expectations: “This 

Expectation is so important that, if not done well in the job, the person and the job 

will have failed.” 

More Examples 

Here are more Performance Dashboard examples.  Again, I am sharing example 

Dashboards without measurements because, for right now, all I want you to do is to 

focus on the summary statements. 

Example Performance Dashboard for CEO/President at XYZ Company 

1. Increase profits annually. 

2. Communicate progress with shareholders on quarterly basis. 

3. Develop executive team based on contract guidelines. 

Example Performance Dashboard for Supervisors at ABC Company 

1. Increase department productivity. 

2. Decrease turnover. 

3. Recruit staff according to selection process. 

4. Develop staff according to training guidelines. 

The Litmus Test for Knowing If You Have the Right Dashboard:  

Each of the three to five performance expectations should  

be able to pass this litmus test:  

“This performance expectation is so important that, if not done  

well in the job, the person and the job will have failed.” 
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Example Performance Dashboard for Technical Support at LMNOP Company 

1. Maintain computer system success of products. 

2. Deliver projects/ new technology within specified timeframe. 

3. Keep abreast of new technology. 

In the next tip, I relive a bad memory with you – around a time in my career when I 

made many hiring mistakes.  If I had had a Performance Dashboard back then, 

things would have gone much better! 

In Tip #14, I will show you how easy it is to create a Performance Dashboard, and 

then you’ll get the chance to create your own for one of your open positions. 
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This Week's Mantra: “The first step in the ‘How to Hire Superior Performers 

Process’ is to create a Performance Dashboard.   This helps me determine what’s 

most needed for superior performance in each open position, before interviewing 

begins.” 

Week 3 - Hiring Practices and Interviewing Tip #13: 

My embarrassing ‘make every mistake possible’ hiring story: 

Is the Doctor In? 

As a new leader early in my career at a large national insurance company, I 

managed several areas – one of which was a wellness facility that employed two 

nurses and a part-time doctor. 

The doctor played a key part in the company culture because his services were an 

employee benefit.  He met with employees on their company anniversary dates and 

birthdays providing a general wellness check.  He helped employees through 

important personal issues in a caring and compassionate manner.  He also had a 

solid reputation for providing clear and decisive guidance when assisting with 

complicated Workers Compensation claims. 

He had worked for us for 20+ years, and even though he was only there on a part-

time basis, he had a positive impact on everyone he’d helped.  He was an 

important part of our corporate family. When he decided to retire, it was my 

job to find the ‘perfect’ replacement. 

Let the Hiring Begin! 

Because I’m reasonably bright - I did what most interviewers do – I assumed I 

knew what I was doing. I quickly assessed the situation and was eager to begin 

interviewing immediately. 

I knew that in order to fill the position I needed to focus on finding someone… 

1. with a credible medical background 
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2. who would not have a horrible commute (The job was in the suburbs and in 

the Atlanta, Georgia area, traffic is always a consideration for any job.)  

3. who was willing to work within the salary range of this part-time position. 

I thought background, agreeable commute and a salary match were good criteria to 

focus upon. 

As every manager is, I was super-busy. I struggled as I tried to juggle all of the 

challenges and projects on my plate.  I went in early, stayed late and worked on the 

weekends just to stay afloat. 

I felt added pressure “to hurry up” and fill the position because the Nurses, 

employees and managers were all pressing me for progress.  I hurriedly placed ads, 

and began reviewing hundreds of resumes. 

He Looked Good, He Sounded Good 

In one of my first interviews I was thrilled to meet Dr. Smith. His medical 

background was solid, and in the interview, he was friendly. He said all the right 

things.  In addition, he said he could work within our salary range and that the 

commute was ‘do-able’.  

I thought, “Yea, maybe I can quickly get this position filled and move onto all the 

other pressing issues on my plate!” 

As you can guess, Dr. Smith turned out to be a bad, bad, bad hire. I hired for 

background, and eventually I had to fire for attitude.   

What We Needed and What We Got 

We needed a warm, caring and ‘patient-focused’ doctor.  Dr. Smith was abrupt and 

demanding.  We needed someone who loved to care for and listen to our employees; 

Dr. Smith was cool, removed, too direct and not a good listener.  
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Did he have the background and education to do the job?  Yes.  Was his style, 

attitude, ability and competence a match to the things that represented superior 

performance in the job?  Absolutely not! 

Bottom Line:  He was not a good fit or match for the job. 

If I had followed the How to Hire Superior Performers Process and had started with a 

Performance Dashboard, I would have looked beyond background and experience 

and realized how important strong and warm interpersonal relationship skills were for 

the job. The Process I teach today would have helped me focus on and look for many 

of the ‘intangibles’ required for success in the job. If I had followed a more rigorous 

process, I would have never hired Dr. Smith. 

Now I will show you how to create a Performance Dashboard in three easy steps with 

a short video demonstration. 
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This Week's Mantra:  “The first step in the ‘How to Hire Superior Performers 

Process’ is to create a Performance Dashboard.   This helps me determine what’s 

most needed for superior performance in each open position, before interviewing 

begins.” 

Week 3 - Hiring Practices and Interviewing Tip #14: 

If you really want to avoid interview mistakes and hire the right person every time, 

starting with the Dashboard is one of the key steps you need to take every time you 

hire. 

Your Performance Dashboard will help: 

 all interviewers ask about, and stay focused upon, what is most important for 

success in the job 

 remove the problem of personal bias and making assumptions 

 help the new person you eventually hire stay focused on what is most 

important, and it will help set them up for more success, more quickly, and 

 you conduct focused and effective performance expectation conversations with 

every employee. 

Three Performance Dashboard Steps 

There are three steps you will use to create a Performance Dashboard.  You can 

remember these steps with the acronym: R.P.M. 
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Watch this video demonstration for using the three steps for creating a Performance 

Dashboard here.  In the next Tip, you will have a chance to create your own.  Think 

about what position you will use. 

  

Three Performance Dashboard Steps – R.P.M.: 

Step 1.   R.  Respond & Brainstorm Question  

Step 2.   P.  Place Responses, Create Headlines & Prioritize 

Step 3.   M.  Metrics Are Added & Interview Questions Selected 

http://www.pricelessprofessional.com/goal-setting-guidelines.html#video
http://www.pricelessprofessional.com/goal-setting-guidelines.html#video
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This Week's Mantra: “The first step in the ‘How to Hire Superior Performers 

Process’ is to create a Performance Dashboard.   This helps me determine what’s 

most needed for superior performance in each open position, before interviewing 

begins.” 

Week 3 - Hiring Practices and Interviewing Tip #15: 

Did you watch the video for creating a Performance Dashboard in Tip #14?  Are you 

ready to try it out for yourself?  I want you to use your 1%** today by using the 

three (R.P.M.) Performance Dashboard steps on a position you will be interviewing 

for in the future, or on a position you’ve filled in the past. 

**Remember the premise of my Daily Tips Program is that you are focused on 

making small improvements every day, and that small action steps add up to big 

improvement.  Spend 15 minutes daily (1% of your day) focused on improving your 

hiring expertise, and in 70 days, you are twice improved. 

Get Out Your Notebook or Type On Your Computer – Create a Performance 

Dashboard Now 

To get the full benefit of the How to Hire Superior Performers Process you will want 

to start with this first step in the process, creating a Performance Dashboard.  I 

promise you that once you actually create one, and then use it throughout the rest of 

this book, you will marvel at how much this tool helps you lead and hire right, and 

how easy it is to create. 

Remember your Performance Dashboard is like the Dashboard in your car. If you did 

not have a dashboard in your car you’d always be lost, on the side of the road or 

getting tickets, wouldn’t you?  Having a Performance Dashboard for positions you are 

filling, and for positions that report to you, is even more important than your car 

dashboard.   

If you need a refresher on how these three R.P.M. steps work, go back and review 

the video again.   

http://www.pricelessprofessional.com/goal-setting-guidelines.html#video
http://www.pricelessprofessional.com/goal-setting-guidelines.html#video
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Three Performance Dashboard Steps: 

Step 1.  R.  Respond & Brainstorm Question:  

 Respond to this question, “What must happen or the job has failed?” 

 Or said in a positive way, “This must happen in the job for superior 

performance…” 

o Think about the job and past people in the job.  

o Think about what you liked and what worked in the past. 

o Think about what was a 'disaster'.   

o Think about what you wish could happen in the job that you’ve not 

had before. 

 Brainstorm (make an uncensored list) of all of your answers. 

Step 2.  P.  Place Responses Into 3 to 5 Categories. Create Headlines & Prioritize:   

 Group all of the answers you brainstormed into 3 to 5 categories.   

 Create a summary statement or headline for each category.    

 Prioritize the categories. 

 Apply the Litmus Test to each of the categories to make sure you are on 

track.  The Litmus Test is: “This performance expectation is so 

important that, if not done well in the job, this person and the job will 

have failed.”  

Step 3.  M.  Metrics Added & Interview Questions Selected:*** 

 Select measurements for each category.  *** (Measurements are 

something you can add later on in the Process, once the person is 

hired.) 

 Create and select the best interview questions for each. *** (During 

Tips Week 6, I show you how to select and create the best interview 

questions.) 
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It’s Like Peanut Butter and Jelly – Without the Bread 

I have shared often about how important 

the Performance Dashboard is to helping 

you hire right. 

If you try to move forward in this book, 

and in using the ‘How to Hire Superior 

Performers Process’ without a 

Performance Dashboard, it will be like 

trying to create a peanut butter and jelly sandwich without the bread – messy and 

not near as good as it could be!  

As promised earlier, try the three Performance Dashboard steps at least one time, 

and I believe you will find that you want the “bread”, for your “sandwich”. (Your 

Dashboard is the bread!) 

Recapping Why It’s So Important and How It Helps You 

Here is a recap of what a Performance Dashboard does for you and why it’s so 

important. 

A Performance Dashboard: 

 helps you create clearer, more specific and very accurate job postings when 

advertising an open Position. 

 keeps interviewers focused on the professional skills and attitude that are 

most important for success in the job, which helps you avoid making 

assumptions and removes the problem of unconscious bias. 

 ensures that interviewers ask the right questions because the questions are 

based upon what’s most important for success in the job. 

 provides the right selection criteria when making final selection decisions so 

that interviewers do not over-focus on the candidate's likability and/or 

background. 
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 delivers a consistent message to all candidates about the performance 

expectations for the job. 

 helps leaders instill confidence in new hires because leaders can now share 

clear direction about what’s most important, thereby setting new hires up for 

greater success. 

Post Your Questions Here 

As you create your Performance Dashboard, using the R.P.M. steps, please let me 

know what questions, insights or comments you have by going to the Comments 

section of my video article Page and posting your thoughts.  I will quickly respond 

and answer any and all questions and feedback that you share.  

  

http://www.pricelessprofessional.com/goal-setting-guidelines.html#comments
http://www.pricelessprofessional.com/goal-setting-guidelines.html#comments
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Week 4 - Hiring Practices, Tips #16-20: 

This Week's Focus:  Four Areas of Focus in Job Fit 

This Week's Mantra: “When interviewing and hiring I look for matches between the 

job and the candidate in each of the four areas of job fit.” 
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This Week's Mantra: “When interviewing and hiring I look for matches between the 

job and the candidate in each of the four areas of job fit.” 

Week 4 – Hiring Practices and Interviewing Tip #16: 

In Tips #11-15 you created a Performance Dashboard using the three-step process 

of R.P.M.  

Now I will show you how to use your Performance Dashboard to avoid making 

Interview Mistake # 2: Being unclear about the specific skills, motives, behaviors 

and attitude required for superior performance in the position. 

Hiring an unknown person always carries with it some level of risk since you cannot 

be 100% sure how a person will perform in a different environment.  While there is 

always risk when hiring someone new, there are four specific areas of match 

between the job and person that you need to be looking for when interviewing, to 

lower that risk.   

By Week’s end, you will know what the four areas of Job Fit are and you will begin to 

create a Superior Performance Hiring Worksheet of your ideal candidate, based upon 

the Performance Dashboard you just created.  Both of which will help you pick the 

perfect interview questions. 

For your smiles and pleasure right now take a minute to review this funny video: The 

First Job Interview. It is less than two minutes long. You will probably relate to how 

these Caveman Interviewers feel.  Enjoy! 

  

http://www.pricelessprofessional.com/goal-setting-guidelines.html
http://www.pricelessprofessional.com/goal-setting-guidelines.html
http://www.pricelessprofessional.com/just-for-fun-2.html#interview
http://www.pricelessprofessional.com/just-for-fun-2.html#interview
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This Week's Mantra: “When interviewing and hiring I look for matches between the 

job and the candidate in each of the four areas of job fit.” 

Week 4 – Hiring Practices and Interviewing Tip #17: 

The ‘How to Hire Superior Performers Process’ is designed to help you master one of 

the five Wake Up Eager Habits for Leaders, which is: Evaluating Job Fit.  Evaluating 

Job Fit is an important habit and skill to master because it will help you:  

 Lower risk when hiring and promoting  

 Improve job performance and satisfaction 

 Reveal specific strengths and development opportunities 

 Reduce unwanted turnover. 

Evaluating Job Fit Means Finding Match in Four Areas 

There are four areas of match that I want you to focus on during the interview 

process:  

1. Background and Experience 

2. Communication Style 

3. Motivators  

4. Attitude, Ability & Competence 

Four Areas of Job Fit Car Analogy 

To understand each of these four areas I will show you how two Candidates match a 

job with the analogy of a car and the highway.  I share more about each of the four 

areas of Job Fit in this blog article: Motivating Employees Is Impossible Without 

This… 

  

http://www.pricelessprofessional.com/motivating-employees.html
http://www.pricelessprofessional.com/motivating-employees.html
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One Job Fit Focus Area: Background and Experience – Roads Traveled 

Matching a candidate’s background and experience to what the job needs is an area 

that almost all interviewers naturally 

do well.   

In my car analogy and sample 

interview between two candidates, 

both Candidates A and B are shown 

in the image to be a good match 

between what the job needs in the 

‘roads that each has traveled’ (the 

background and experience) area. 

While having background and experience match is important, it is only one of the 

four areas of match. 

Research tells us that when people fail in a job, the wrong background or experience 

is the reason for the failure in only 10% of the cases.  Many hiring managers focus 

too much on matching background and experience and not enough on the other 

three areas, not unlike what I did in my hiring of ‘the terrible Dr. Smith.’ 
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Second Job Fit Focus Area: Communication & Behavior Match – How ‘the 

Car’ Looks and Acts in the Interview 

The next area of focus 

for job fit is finding a 

match for the 

communication skills 

and behaviors that are 

most required for 

success in the job.  

If the job mostly 

requires that the person 

have an optimistic 

people orientation and 

the ability to meet and relate to new people with ease, during the interview you will 

be looking for someone who is outgoing and extroverted. 

In my car analogy and image this is ‘how the car looks’.  The job needs a ‘red car’, 

and both Candidates A and B both acted like a ‘red car’ in the interview. 

Looking for a match in communication style is another area that most interviewers 

are good at detecting.  Appearances and style match do matter and they are another 

important check mark in the hiring process.  The problem begins when interviewers 

stop interviewing as soon as they find someone who seems to have the experience 

and personality to do the job. 

How many times have you hired someone who had the right experience, who said all 

the right things and 'seemed so right' in the interview, but after you hired them they 

did not work out?  That's because experience and style, while important to superior 

performance, are not enough to determine if someone will be a good fit for the job.  
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If you want an entire team of superior performers, you have to begin looking for a 

match in two additional areas: Motivators and Attitude, Ability and Competence. 

 

  

Background on Communication Style and Behaviors: 

Since 444 BC, philosophers and observers of human nature have 

noticed that people tend to behave consistently over time and that 

behaviors tend to fall into categories.  In the late 1930’s Dr. William 

Moulton Marston developed a robust and intuitive language for 

understanding behavioral style through four main categories, using the 

letters: D.I.S.C.  Over time, Marston’s work has evolved in business 

and D.I.S.C. has become the behavioral instrument of choice for 

organizations around the world. 

Because it has credible external validations and is monitored for 

reliability on an ongoing basis, it is one of the Assessment tools in the 

TriMetrix® Superior Performance Assessment Process. The D.I.S.C. 

framework is also the framework you will use when completing your 

Superior Performance Hiring Worksheet next, in Tip #18.  

http://www.pricelessprofessional.com/sales-management-assessment.html
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Third Job Fit Focus Area: Rewards and Motivators– ‘What Kind of Gas’ is 

Needed to ‘Go’ 

That brings us to the 

Third Job Fit area, which 

is to make sure you 

have a match between 

what the work in the job 

rewards and the true 

motivators and interests 

of the candidate. 

In my car analogy - the 

motivators are 

represented by the 

'what kind of gas makes the car go.’  If the job rewards "following rules and 

procedures" and your candidate is not naturally motivated to do that - then he or she 

may not be a good match for the job. 

As you look at the gas cans in the Rewards and Motivators image (above), and you 

compare the motivators for what the Job Needs to Candidates A and B, you can 

quickly see that Candidate A is a match for what Job Needs in this area and 

Candidate B is not. 

Knowing what 'gas is needed to go' and having a match between the job and 

employee is something most interviewers miss. Because the job doesn’t reward 

his/her top interests and motivators, this person can lose motivation and offer 

inconsistent performance.  When you hire someone, like Candidate B, s/he will often 

know how to do the job; they just won’t want to do it. 
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Background on Motivators: 

Research in the area of measuring a person’s motivation dates back to 

the work of German psychologist Eduard Spranger in 1928 where 

Spranger proposed that there are six basic motivators and that our top 

two are what drive us to action. 

 In 1990 Target Training International  Ltd. (TTI) developed the first 

assessment based upon Spranger’s work. In later years TTI created 

the Workplace Motivators Assessment, a validated and reliable tool 

for determining what drives a person  and for determining what the 

job rewards.  

Because the Workplace Motivators Assessment has credible external 

validations, and it tested for reliability on an ongoing basis, it is one of 

the Assessment tools in the TriMetrix® Superior Performance 

Assessment Process.  Spranger’s research also provides the framework 

you will use, when completing your Superior Performance Hiring 

Worksheet next, in Tip #18. 

http://www.pricelessprofessional.com/sales-management-assessment.html
http://www.pricelessprofessional.com/sales-management-assessment.html
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Fourth Job Fit Focus Area: Attitude, Ability and Competence Skills – ‘What is 

under the Hood’ 

 

That brings us to the Fourth Job Fit area: the attitude, ability and competence 

needed by the job for superior performance.   

Attitude, Ability and Competence Skills are intangible skills like listening, drive for 

results, attention to detail, personal accountability, initiative, customer focus and 

time management. 

When a person does not match the attitude, ability and competence skills that are 

important to the job, they become a poor performer.  

In my car analogy - attitude, ability and competence are represented by the 'what's 

under the hood.'  If the job needs a certain type of ‘engine’ (acumen) and the 

candidate’s ‘engine’ is not strong in these areas – then s/he may not be a good 

match for the job.  In the image you can see that Candidate A's engine is a much 

better match to the Job Needs, than Candidate B. 



How to Hire 

Superior Performers 

70 Best Practices, 

Strategies and Tips 

for Interviewers 

 

| Week 4 - Hiring Practices, Tips #16-20: 68 

 

 

Background on Attitude, Ability & Competence: 

Dr. Robert S. Hartman originally defined research in the area of 

measuring how a person thinks, makes decisions, and their attitudes, 

ability and competence in his discovery of the Science of Formal 

Axiology in 1967. 

Axiology is the mathematically based science of evaluative judgment 

that objectively identifies how our mind analyzes and interprets our 

experiences. It identifies how we are most likely to react in any given 

situation. It helps us understand how people judge the “worth” of 

objects and reveals a person's mental and emotional patterns. This 

allows us to translate perceived qualities into quantitative measures, 

which helps us determine job fit and specific strengths and 

development gaps. 

The Science of Axiology and Dr. Hartman’s work has evolved into an 

assessment that is consistent and non-discriminatory.  It’s foundation 

is based upon science, rather than the “group norms” of psychology.  

Because it has proven to be, astonishingly effective in evaluating 

individual professional and personal skill areas, such as: drive, 

ambition, loyalty, capacity for work and personal skills it is one of the 

Assessment tools in the TriMetrix® Superior Performance Assessment 

Process.   

For your work in this book we will use competency research for this 

area when you are completing your Superior Performance Hiring 

Worksheet, next in Tip #18.  

 

http://www.pricelessprofessional.com/sales-management-assessment.html
http://www.pricelessprofessional.com/sales-management-assessment.html
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Bottom Line 

When checking for all four areas of job fit (the roads traveled, how the car looks, gas 

needed and what is under the hood) you can see in my example, Candidate A is 

going to be your best candidate.  Candidate A matches all four areas. 

Next, we will go to Step 2 of the How to Hire Superior Performers Process, which is 

to complete the Superior Performance Hiring Worksheet.  This Worksheet will 

ensure that you focus on the four areas of job fit in every interview.   

If you’d like more information about the four areas of Job Fit, read this blog article: 

Motivating Employees Is Impossible Without This… 

  

http://www.pricelessprofessional.com/motivating-employees.html
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This Week's Mantra: “When interviewing and hiring I look for matches between the 

job and the candidate in each of the four areas of job fit.” 

Week 4 – Hiring Practices and Interviewing Tip #18: 

 

You are now more familiar with the four areas of Job Fit. 

With this knowledge and your completed Performance Dashboard (Step 1) you are 

ready to move to Step 2 in the ‘How to Hire Superior Performers Process’: Complete 

the Superior Performance Hiring Worksheet. 

This Worksheet is your hiring template for your perfect candidate.  It outlines the 

four areas of job fit for your open position: 

 Background & experience (roads traveled) 

 Communication style and behaviors (how the car should look) 

 Rewards and Motivators (the gas needed to go) 

http://www.pricelessprofessional.com/motivating-employees.html
http://www.pricelessprofessional.com/support-files/superiorperformancehiringworksheet_master2014.pdf
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 Attitude, Ability and Competence (what’s under the hood) 

Example Completed Superior Performance Hiring Worksheet 

On the next page is a completed Worksheet for hiring my Housekeeper – which is the 

example I used in my video demonstration for using R.P.M. to create a Performance 

Dashboard.  (I like to use a personal example, like hiring my housekeeper, because it 

helps keep the focus on the steps in the process and not on the actual job.) 

There are Six Sections on the Superior Performance Hiring Worksheet: 

A) Position Title 

B) Background and Experience  

C) Top Performance Expectations (These were created when you used the R.P.M. 

Performance Dashboard Process.) 

D) Top Attitude, Ability and Competence Skills (You will learn how to make these 

selections, next.) 

E) Top Motivators (You will learn how to make these selections, next.) 

F) Top Communication Style and Behaviors (You will learn how to make these 

selections, next.) 

 

 

  

http://www.pricelessprofessional.com/goal-setting-guidelines.html#video


How to Hire 

Superior Performers 

70 Best Practices, 

Strategies and Tips 

for Interviewers 

 

| Week 4 - Hiring Practices, Tips #16-20: 72 

 

Sample Superior Performance Hiring Worksheet: 
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Avoid Hiring Mistake #2:  

Being unclear about the specific skills, motives, behaviors and attitude 

required for superior performance in the position by completing a Superior 

Performance Hiring Worksheet. 

Download Now 

Download this one page Superior Performance Hiring Worksheet.  This PDF document 

is a form you can type in, reuse and reset.  Simply click the drop-down boxes as you 

see them to make your selections.  You can edit and add information while it is on 

your computer or you can print it out so you can fill it in by hand.  To use the built-

in editing functions in this form, be sure to save and open as a PDF 

document. 

Begin Completing parts A, B and C – the Position Title, Background and Experience 

and insert the Top Performance Expectations from your Performance Dashboard. 

 

 

Next, you will complete Part D by picking the top Attitude, Ability and Competence 

Skills needed for success in this Position. 

  

Make a note of this direct link to the Superior Performance Hiring 

Worksheet - so you can access it for use with other Positions:  

http://tinyurl.com/hiring-worksheet 

http://www.pricelessprofessional.com/support-files/superiorperformancehiringworksheet_master2014.pdf
http://tinyurl.com/hiring-worksheet


How to Hire 

Superior Performers 

70 Best Practices, 

Strategies and Tips 

for Interviewers 

 

| Week 4 - Hiring Practices, Tips #16-20: 74 

 

This Week's Mantra: “When interviewing and hiring I look for matches between the 

job and the candidate in each of the four areas of job fit.” 

Week 4 – Hiring Practices and Interviewing Tip #19: 

In Tip #18, you started completing the Superior Performance Hiring Worksheet for a 

position you will be hiring for in the future or one you’ve hired for in the past.  This 

completed worksheet will become a “snap shot” of your ideal candidate and will serve 

as an interview and selection guide. 

Time To Work – Pick the Top Seven Attitude, Ability and Competence Skills  

Make sure you have your Superior 

Performance Hiring Worksheet for the 

Position you are focused on with you now as 

you pick the top seven attitude, ability and 

competence skills (what’s under the hood) 

needed for superior performance in the job.  

Know that ALL of the Attitude, Ability and 

Competence Skills below are desirable skills 

to have in many jobs. 

Your Job 

Your job is to select the Attitude, Ability and Competence Skills that are most 

important for accomplishing ALL of the performance expectations from the 

Performance Dashboard you completed. 

Read the list of the Attitude, Ability and Competence Skills definitions. Mentally select 

the top seven that are very important to each of the performance expectations.** 

  

http://www.pricelessprofessional.com/support-files/superiorperformancehiringworksheet_master2014.pdf
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Continually reference your Performance Dashboard and ask yourself if each Skill you 

select is Very Important to each of the job’s Performance Expectations. Once you 

have your top seven Attitude, Ability and Competence Skills selected, list them in 

ranking order of most important to least on your Superior Performance Worksheet. 

Remember – the seven Attitude, Ability and Competence Skills you select must be 

the Skills that are very important to ALL of your performance expectations for the 

job.  

**If your company has already selected competencies for this position, insert the top 

seven onto your Superior Performance Hiring Worksheet. 

Attitude, Ability and Competence Skills 

1. Action Oriented - Performs work with energy and drive; takes quick, 

decisive action when an opportunity presents itself. 

2. Adaptable to Change – The ability and desire to manage and respond to 

constant change, and is a positive advocate and facilitator for change. 

3. Conflict Resolution – Successfully mediates conflict between individuals 

and groups; can hammer out tough agreements and settle disputes 

equitably; can find common ground and obtain cooperation with minimum 

noise. 

4. Creating Processes – Is capable of designing and following practices, 

processes, and procedures necessary to get things done.  

5. Customer Focus – A commitment to meeting the expectations and 

requirements of internal and external stakeholders and values the 

importance of providing high-quality customer service. 

6. Directing Others - Establishes clear directions; sets goals and assigns 

responsibilities that bring out the best work from people; establishes a good 

work plan, and distributes the workload appropriately. 
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7. Focused on Results - Pursues goals with energy, drive, and a need to 

finish; does not give up, even in the face of resistance or setbacks; 

steadfastly pushes self and others for results. 

8. Initiative – Initiates tasks without detailed instructions; makes 

constructive suggestions; prepares for problems or opportunities in 

advance; undertakes additional responsibilities with minimal supervision. 

9. Learning and Development - Is personally committed to and takes action 

toward learning and implementing new ideas, methods and technologies. 

Recognizes the need to change personal, professional, interpersonal, and 

managerial behavior and actively seeks feedback. 

10. Learning on the Fly - Learns quickly when facing new problems; 

experiments and will try anything to find solutions; enjoys the challenge of 

unfamiliar tasks. 

11. Listening - Practices attentive and active listening; has the patience to 

hear people out; can accurately restate the opinions of others even when he 

or she disagrees. 

12. Managing Vision and Purpose - Ability to communicate a compelling and 

inspiring vision or sense of core purpose; can inspire and motivate entire 

units or organizations. 

13. Motivating Others - Creates a climate in which people want to do their 

best; can assess each person’s strengths and use them to get the best out 

of him or her; promotes confidence and optimistic attitudes; is someone 

people like working for and with. 

14. Organizing – The ability to arrange materials, information or files in a 

useful and practical manner. 

15. Perceptive Networking - Knowledgeable about how organizations work; 

gets things done through formal and informal channels; effectively 

maneuvers through complex political situations. 
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16. **Personal Accountability - The capacity to take responsibility for one’s 

own actions, conduct, obligations and decisions without excuses.  

17. Planning - The capacity to determine how long it will take to complete a 

project and to then efficiently break it down further into specific work time 

frames and priorities. 

18. Presentation Skills - Is effective in a variety of formal and informal 

presentation settings; is cognizant of audience response and is able to adapt 

content and style accordingly. 

19. Relationship Skills - Communicates effectively and establishes trust with 

people at all levels and with different personality styles; exudes charm that 

puts others at ease and disarms hostility. 

20. Team Player – Is an effective collaborator and helps build morale and 

cohesiveness within the team; works harmoniously with others to get a job 

done. 

21. Technical Learning - Quickly learns and integrates new technical skills and 

knowledge; seeks out avenues to enhance technical knowledge. 

22. Timely Decision Making - Makes decisions in a timely manner, sometimes 

with incomplete information and under tight deadlines and pressure; thinks 

well on his or her feet. 

23. **Time Management - Uses his or her time effectively and efficiently; 

concentrates his or her efforts on the most important priorities; adeptly 

handles several tasks at once. 

24. Training Others - Committed to workplace learning by helping others 

expand and grow their potential and expertise.  

25. Understanding & Helping Others – The ability to appreciate and 

understand other’s needs interests and feelings. Demonstrates genuine care 

and concern by being available to help or listen.  

26. Written Communication - Is able to write clearly and succinctly in a 

variety of communication settings and styles; can get messages across that 

instigate appropriate actions. 
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**Personal Accountability & Time management are crucial Attitude, Ability and 

Competence Skills found in most all superior performers. These two Skills are 

important to more than 90% of all employer’s hiring worksheets and ideal 

candidates.  You will probably want to include these two Attitude, Ability and 

Competence Skills on your Hiring Worksheet. 
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This Week's Mantra: “When interviewing and hiring I look for matches between the 

job and the candidate in each of the four areas of job fit.” 

Week 4 – Hiring Practices and Interviewing Tip #20: 

Today you will finish your Superior Performance Hiring Worksheet by selecting the 

Motivators and Communication Style/Behaviors for the Job. 

Top Motivators for the Job 

Below are descriptions of six types of 

rewards (what kind of gas is needed 

to ‘go’) found in positions. 

Read each of the descriptions, think 

about the top performance 

expectations (from your Dashboard), 

pick the top two motivators for your 

Position, and then list them on the 

Worksheet. 

My Housekeeper – Top Rewards Example 

You will notice in the example Worksheet of my Housekeeper (page 72), that I 

selected Drive to Serve Others and Drive to Have Balance and Harmony for the top 

Motivators for my open Housekeeper position. 

To make that selection I thought about my ideal candidate and my top performance 

expectations for superior performance and it was clear to me that my Housekeeper 

job will most reward someone who’s service-oriented and sensitive to the physical 

environment of my home.  
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Motivators – Pick Your Top Two for Your Job 

 Drive to Advance and Lead This job will reward someone who: 

o has a passion for leading and being the ‘go to’ person  

o eagerly develops a strong personal and professional network and likes 

making connections, being visible and influencing others 

o has strong ambitious goals and wants the best of everything 

o is assertive, charismatic, a risk-taker and spontaneous 

 

 Drive to Gain Knowledge  This job will reward someone who: 

o has a passion for understanding how things work and why things work 

the way they do 

o is eager to learn new methods and apply them  

o enjoys becoming an expert in their field 

o is curious, loves to learn and apply knowledge 

 

 Drive to Get Business Results** This job will reward someone who: 

o has a passion for creating bottom-line results 

o can be pragmatic, practical and is driven to do whatever is necessary to 

achieve results 

o will be resourceful with resources and wants to eliminate waste 

o is practical and focused on return on investment and has a capitalist 

focus on financial gain  

**Note: 80% of all top sales people have this drive. 

 Drive to Have Balance and Harmony This job will reward someone who: 

o has a passion for developing and portraying how products/services will 

be packaged, displayed and/or marketed and is creative, imaginative 

and innovative  

o likes creating a harmonious work (and world) environment and focuses 

on a pleasant ‘vibe’ for all who enter the space 
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o is interested in self-expression, self-actualization and work-life balance  

o is creative, imaginative, pleasant, sensitive and ‘tuned’ in to correcting 

imbalance 

 

 Drive to Maintain Order This job will reward someone who: 

o has a passion for following and enforcing rules, regulations, traditions 

and values 

o eagerly serves as the guardian of structure, order, process and protocol 

o has high standards and values, and will not wavier from the rules or 

chain of command 

o is routine and process driven, disciplined and will sacrifice for the good 

of the cause 

 

 Drive to Serve Others This job will reward someone who: 

o has a passion for serving others and contributing to the higher good 

o eagerly volunteers to help others learn, grow, prosper and be happy 

o are willing to put others before themselves and will champion causes 

o is service-oriented, a caregiver and humanitarian 

Top Communication Style and Behaviors for the Job  

Now you will select the top 

communication style and behaviors for 

the Job. 

Before you begin to select the 

descriptions that best fit your job, 

review your Performance Expectations 

from your Dashboard.  

Select the one expectation that will 

require the most time.  It is the one expectation that the person in the job will work 

on daily.  
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Note: this may or may not be your number one priority, but it is something the 

person will need to do every day. 

My Housekeeper – Top Communication Style Example 

You will notice in the example Worksheet I shared of my Housekeeper (page 72), 

that I selected Service Oriented, Consistent and Methodical, and Flexible and Friendly 

as the top Behaviors needed in the job.  

The Performance Expectation that my Housekeeper will spend the most time in 

every week would be, “Must take pride in her work.”  As I think about my ideal 

candidate and superior performance in the job of Housekeeper, I see those three 

behaviors as most important.   

Now it’s your turn to pick the top Behaviors for your Job. 

Communication Style/Behaviors:  

1) Look at your Performance Expectations for this Position, and select the ONE 

where the most time is spent in the job. (This may or may not be the #1 

Expectation.) 

2) Now, pick two to three behaviors (below) that are most important to that ONE 

expectation.  List them on your Superior Performance Hiring Worksheet. 

 Attention to Detail – The job requires accuracy in details, documentation 

and data, as well as organizational skills and systematic record keeping. 

 Consistent and Methodical – The job requires a focus on completing one 

task at a time with accurate adherence to procedures.  It requires patience 

and attention to detail.  

 Flexible & Friendly – The job requires constant interaction with others, and 

offers a wide variety of tasks. Must be able to change focus as demands 

change and move from task to task effectively and with ease.  

 Optimistic People Orientation – The job requires warm, calm, energetic and 

positive interactions with others. 
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 Outspoken and Creative – The job requires the sharing of unique ideas, 

bold action and a willingness to take smart risks.   

 Plan, Then Act - The job requires thoughtful planning and preparation in 

solving problems.  Must think first, and then be able to take quick, assertive 

and decisive action. 

 Service Oriented – The job requires the ability to listen and respond 

effectively to other’s questions and problems, with a focus on supporting and 

meeting other’s interests, requests and needs. 

 Urgent and Bold – The job requires a fast pace and problem solving. It needs 

someone with a willingness to be decisive, assertive and with a strong desire 

to win. 

Congratulations! 

You now have a completed Superior Performance Hiring Worksheet.  Good work this 

Week!  In about an hour of total time, you have: 

 Specific Performance Expectations for the Job 

 Exact descriptions of the Experience, Style, Motivators and Attitude, Ability 

and Competence Skills you need for superior performance. 

You are well on your way to hiring superior performers every time! 

Next we’ll continue sharing solutions to the top thirteen hiring mistakes by sharing 

resources for Step 3 in the How to Hire Superior Performers Process: Using 

Competency, Behavioral-Based Interview Questions. 
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Week 5 - Hiring Practices, Tips #21-25: 

This Week's Focus:  Creating and Using Competency Behavioral-Based Interview 

Questions 

This Week's Mantra:  “Lip-service lies, behaviors don’t.” 
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This Week's Mantra:  “Lip-service lies, behaviors don’t.” 

Week 5 – Hiring Practices and Interviewing Tip #21:  

 

You are almost ready to interview!  You’ve completed the Superior Performance 

Hiring Worksheet and you now have a clear picture of your Ideal Candidate.  Your 

Worksheet will guide you and your interview team in interviews.  

Now, let’s move to Step 3 in the How to Hire Superior Performers Process: Creating 

and Using Competency and Behavioral- Based Interview Questions.  

Competency and Behavioral-Based Interview Questions 

Competency and behavioral-based questions are an intelligent and quick way to find 

out about the attitude and mindset of candidates.  
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You develop these questions by focusing on the knowledge, experience, behaviors, 

attitude, ability and competence important to success in the job as defined on your 

Superior Performance Hiring Worksheet. 

Each question is behavioral-based, which means that each question asks job 

candidates to provide an example of when they previously displayed that behavior or 

competence. 

These interview questions reveal a candidate’s past behaviors and actions in specific 

situations or circumstances.  This provides insight into their potential and ability.  If a 

candidate is strong in an area, they should be able to provide concrete and specific 

examples of past performance.  That is why this Week’s Mantra is, “Lip Services Lies, 

Behaviors Don’t.” 

Avoid Hiring Mistake #5:   

Not using competency behavioral-based interview  

questions by creating and using competency  

behavioral-based interview questions. 

Next, we will review some of the least effective interview questions and I’ll show you 

how to create competency behavioral-based interview questions.   

Have fun with this two-minute Just for Fun interview video where the Interviewer 

asks ridiculous questions and totally confuses the candidate.  Funny, AND NOT the 

type of interview questions I want you to use.  Enjoy!  

  

http://www.pricelessprofessional.com/just-for-fun-2.html#hired
http://www.pricelessprofessional.com/just-for-fun-2.html#hired
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This Week's Mantra:  “Lip-service lies, behaviors don’t.” 

Week 5 – Hiring Practices and Interviewing Tip #22:  

Competency behavioral-based interview questions ask candidates to share how they 

have handled specific situations in the past, they begin with statements that ask for 

examples of past performance, such as: 

“Tell me about a time where you…” 

“Explain how you have handled a situation where you…” 

“What did you like/dislike about…” 

“Describe the outcome when…” 

“Give me an example of a time when you had to…” 

Bad Interviewer Habit: Asking Hypothetical Questions 

One bad habit interviewers have is to ask hypothetical questions which tend to 

focus on how a candidate might act in a situation.  Hypothetical questions like this 

one: “Imagine that you were faced with a tight deadline, how you would react?” 

tempt candidates to give you ‘made-up-and-sounds-good-and-exactly-what-you-

want-to-hear’ answers.  With hypothetical questions, candidate responses can sound 

good, but they tell you nothing. 

Another Bad Interviewer Habit: Asking a Series of Questions  

Another bad habit of interviewers is to ask a series of questions which typically have 

straight forward answers like "What are your strengths and weaknesses?" or 

"What major challenges and problems did you face?” Again, the candidate tells 

you what they think you want to hear.  When you get the answers you want to 

hear, it is easy to be lulled into thinking “that you found the one” especially if the 

candidate lists ALL the strengths you need. 
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Doing It the Right Way 

In a competency behavioral-based interview, you have determined in advance the 

skills that are needed for success in the job (from your Superior Performance Hiring 

Worksheet) and you are asking questions to find out if the candidate has those skills. 

Instead of asking how the candidate might behave, you are asking how they did 

behave and how they handled various situations, NOT what they might do in the 

future. 

Using competency behavioral-based interview questions are so important because 

along with focusing on job fit, past behavior is one of the best predictors of future 

performance. These types of interview questions are more pointed, probing and 

specific than traditional and hypothetical interview questions.  

Remember: Lip Service Lies, Behaviors Don’t. 

 

  

http://www.pricelessprofessional.com/motivating-employees.html
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This Week's Mantra:  “Lip-service lies, behaviors don’t.” 

Week 5 – Hiring Practices and Interviewing Tip #23:  

Three Steps for How to Create Competency Behavioral-Based Interview Questions: 

Step 1: Pick a competency from your Superior Performance Hiring Worksheet. 

Step 2: Review the definition of that competency. (Tips #19 & 20) 

Step 3: Add a situational statement to the definition: 

 Tell me about a time where you… 

 Explain how you have handled a situation where you… 

 What did you like/dislike about… 

 Describe the outcome… 

 Give me a specific example of a time when you had to… 

 How important is… 

 

Example: For the Attitude, Ability & Competence Skill – Action Oriented: 

Step 1: Pick a competency from your Superior Performance Hiring Worksheet. 

 Attitude, Ability & Competence Skill -  Action Oriented 

Step 2: Review the definition of that competency. (Tips #19 & 20) 

 Action Oriented – Performs work with energy and drive; takes quick 

decisive action when an opportunity presents itself.  

Step 3: Add a situational statement to the definition: 

 Tell me about a time in your work where you had to take quick 

decisive action… what did you do and what was the outcome.  

 What do you like and dislike about having to make quick decisions? 
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 Please provide specific examples of times when you had to make 

many quick decisions and take action when an opportunity presented 

itself… 

 

The Bottom Line 

Use competency and behavioral-based interview questions to get a better picture of 

what a candidate thinks and feels based upon past situations and behaviors.  This is 

one of the best ways to determine if the candidate is a fit to what the job needs for 

success. 

  

Three Steps for How to Create Competency Behavioral-Based Interview 

Questions: 

Step 1: Pick a competency from your Superior Performance Hiring 

Worksheet. 

Step 2: Review the definition of that competency. (Tips #19 & 20) 

Step 3: Add a situational statement to the definition 
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This Week's Mantra:  “Lip-service lies, behaviors don’t.” 

Week 5 – Hiring Practices and Interviewing Tip #24:  

Now it is your turn.  Take your 1% today (that’s less than fifteen minutes)** to 

create at least ten interview questions.   

**Remember: Our focus is to spend 1% a day (less than 15 minutes) to make 

incremental improvements in skills, and in 70 days you’re skills are twice improved. 

You may be surprised at how quick and easy it is to create powerful interview 

questions when you’ve already done all of the pre-planning with your Performance 

Dashboard and your completed Superior Performance Hiring Worksheet. These tools 

make creating the right interview questions easy! 

Download this Writable PDF Worksheet to Create Your Questions 

A Challenge 

Here is a challenge for you – see how many questions you can create in fifteen 

minutes.  My record is ten.  Can you beat me?  Your worksheet Interview Questions 

has space for 10 questions.  Download it now, and on your mark, get set, go! 

Three Steps for How to Create Competency Behavioral-Based Interview Questions: 

Step 1: Pick a competency from your Superior Performance Hiring Worksheet. 

Step 2: Review the definition of that competency. (Tips #19 & 20) 

Step 3: Add a situational statement to the definition: 

 Tell me about a time where you… 

 Explain how you have handled a situation where you… 

 What did you like/dislike about… 

 Describe the outcome… 

 Give me a specific example of a time when you had to… 

http://www.pricelessprofessional.com/support-files/threesteps_interviewquestion_work_sheet.pdf
http://www.pricelessprofessional.com/support-files/threesteps_interviewquestion_work_sheet.pdf
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 How important is… 

Download this Writable PDF Worksheet to Create Your Questions 

This Week's Mantra:  “Lip-service lies, behaviors don’t.” 

Week 5 – Hiring Practices and Interviewing Tip #25:  

How did you do on the Challenge to create ten new interview questions in fifteen 

minutes? It’s pretty easy when you have the simple three-step interview question 

formula and your completed Superior Performance Hiring Worksheet, isn’t it? 

If you just did not have time to create questions, and you find you need and want 

this training for your interview team, in my Dodge the Duds, Pick the Winners: The 

Secret to Superior Performance Workshop each interviewer gets interview questions 

to match each of the focus on fit areas.  That’s over 170 questions. 

If you created questions, you now have GREAT interview questions that you will want 

to share with your interview team. I also suggest that you show them how to use the 

three-step process for creating them.  

The Correct Answer Is 

In future Tips we will talk about important actions you need to take during the 

Interview.  For now, just know that when you are using these types of questions, you 

do not need to know the “correct” answer to each question in advance.   

During the interview your job is to 1) be prepared, 2) know what you are 

looking for, and 3) listen closely to the candidate’s answers and examples.  

When a candidate is skilled in a trait you need in the job, they should be able to 

share how they responded to past situations clearly and specifically. 

You must probe and press all candidates for specific examples so that you can 

determine if the examples candidates share, match all four areas of job fit of your 

Ideal Candidate as outlined in your Superior Performance Hiring Worksheet. 

http://www.pricelessprofessional.com/support-files/threesteps_interviewquestion_work_sheet.pdf
http://www.pricelessprofessional.com/employer-interview-questions.html
http://www.pricelessprofessional.com/employer-interview-questions.html
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Avoiding Legal Problems When Interviewing 

You’ve now learned how to create great interview questions.  One area I have not 

covered are legalities around what you can and cannot ask so that you do not run 

into trouble that will trigger litigation with the Equal Employment Opportunities 

Commission (EEOC). 

Since I am not a lawyer, I wanted to provide a sound resource for how to avoid legal 

troubles when interviewing by pointing you to Topgrading, 3rd Edition: The Proven 

Hiring and Promoting Method That Turbocharges Company Performance.  In Chapter 

Twelve: Avoiding Legal Problems: A “BulletProof” Approach to Sale Hiring, 

Managing and Firing Practices, beginning on page 355 of the book, Author 

Bradford Smart provides a succinct history of hiring law, safe hiring practices, an 

overview of EEOC Guidelines and a termination checklist. 

Next, we move to more interview question tips, reviewing another example of a 

completed Superior Performance Hiring Worksheet and we’ll go to How to Hire 

Superior Performers Process, Step #4 – The Interview Team Strategy 

Meeting. 

 

  

http://www.amazon.com/gp/product/B00D9T9712/ref=as_li_qf_sp_asin_tl?ie=UTF8&camp=1789&creative=9325&creativeASIN=B00D9T9712&linkCode=as2&tag=pricelprofesd-20
http://www.amazon.com/gp/product/B00D9T9712/ref=as_li_qf_sp_asin_tl?ie=UTF8&camp=1789&creative=9325&creativeASIN=B00D9T9712&linkCode=as2&tag=pricelprofesd-20
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Week 6 - Hiring Practices, Tips 26-30: 

This Week's Focus: Preparing My Interview Team 

This Week's Mantra: “I make sure my interview team is prepared.” 
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This Week's Mantra: “I make sure my interview team is prepared.” 

Week 6 – Hiring Practices and Interviewing Tip #26: 

You are almost ready to interview!  Here are additional tips for the use of your 

interview questions. 

Three Additional Tips for Using Competency and Behavioral – Based 

Interview Questions 

 Keep candidates focused on sharing specifics. Sometimes interviewees 

will answer with general responses, like “I usually” and “I never.” When you 

get this type of response ask for more specifics, by redirecting them with 

phrases “Can you give a specific example of _____?” Keep the candidate 

focused on sharing specifics. 

 

 Some candidates will tend to use the word “we” even when talking about 

something done individually.  It is very important to understand what the 

applicant did, and what the team did, it may be necessary to ask him/her to 

clarify whether example situations were individual actions or were as part of a 

team.  Get the candidate to outline the specific actions taken s/he 

took. 

 

 Keep the applicant focused on past behaviors. Even if you ask for a specific 

example, some candidates may respond as though it was a hypothetical 

question. Once again, simply remind the candidate that you need specific 

examples from experience. 

For Your Review  

Here are two more examples of a completed Superior Performance Hiring Worksheet.  

One is for a Supervisor and one for a Technical Sales Consultant. 



How to Hire 

Superior Performers 

70 Best Practices, 

Strategies and Tips 

for Interviewers 

 

| Week 6 - Hiring Practices, Tips 26-30: 96 

 

 



How to Hire 

Superior Performers 

70 Best Practices, 

Strategies and Tips 

for Interviewers 

 

| Week 6 - Hiring Practices, Tips 26-30: 97 

 

 



How to Hire 

Superior Performers 

70 Best Practices, 

Strategies and Tips 

for Interviewers 

 

| Week 6 - Hiring Practices, Tips 26-30: 98 

 

This Week's Mantra: “I make sure my interview team is prepared.” 

Week 6 – Hiring Practices and Interviewing Tip #27: 

Being the sole interviewer, when hiring, isolates you and your decision-making and 

the problem of personal bias becomes an even bigger problem.  I recommend that 

you create an Interview Team and I will provide numerous tips to help make sure 

you have a strong team of prepared interviewers.   

That’s because, an unprepared and untrained Interview Team, creates scattered 

focus and chaotic selections that often result in a bad hire. 

Unprepared Interviewers is like Grocery Store Chaos with Hungry Pre-

Teens! 

Starting the hiring process with an Interview Team that is not prepared, and without 

a plan, is a lot like going to the grocery store with four hungry pre-teens – 

chaos!  The pre-teens are excited to be shopping, and in their eager desire to be 

helpful, they put everything they want into the shopping cart, which is not always 

what you have on your shopping list. 

In this Article: Hiring Good Employees: Five Important Employer Interview 

"Shopping" Tips,  I share how an unprepared Interview Team can cause you to end 

up with new hires who are missing “key ingredients.”  You don’t want that! You do 

remember the cost and pain of a bad hire, don’t you? 

Benefits of an Interview Team – IF They Are Trained and Prepared 

The benefits of involving others in the Interview process are many, and include: 

 More ‘eyes’ and insights from others about the candidates 

 Ability to dive deeper into important topic areas by dividing up focus areas 

during the interview 

 Can be used as a development opportunity to up and coming leaders in the 

organization 

http://www.pricelessprofessional.com/hiring-good-employees.html
http://www.pricelessprofessional.com/hiring-good-employees.html
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 Creates increased buy-in and support for the new hire 

 Can improve new hire retention. 

Avoid Hiring Mistakes #3: 

Interviewing alone, not getting the Team involved in the process by pulling 

together a group of qualified interviewers and using the Interview Team 

Preparedness Tools I share here. 

You Have What You Need 

You now have several key elements for avoiding “shopping chaos” with your 

Interview Team: your Superior Performance Hiring Worksheet and a formula for 

creating competency and behavioral-based interview questions.  Your Worksheet will 

be what the Interview Team will focus on while they are “shopping” (interviewing). 

Next, I will share action steps for making sure your Interview Team is informed and 

ready.  Take time to read my Hiring/Shopping Tips Article, here. 

http://www.pricelessprofessional.com/hiring-good-employees.html
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This Week's Mantra: “I make sure my interview team is prepared.” 

Week 6 – Hiring Practices and Interviewing Tip #28:  

For the purposes of these Tips, the interviewers on your Interview Team will focus on 

one-to-one interviews with candidates.  Panel interviews, where you have 2-5 

Interviewers talking to one candidate at a time, are not what I am talking about 

here.  

While Panel Interviews do have their place, in a competitive market place, candidates 

are interviewing the company as much as the company is interviewing them.  One-

to-one interviews are a stronger way to connect with and have more honest and 

authentic discussions, than Panel Interviews.   

Sometimes Panel interviews can come across as unwelcoming and intimidating, 

which is not usually what most companies want to portray. 

Benefits of One-to-One Interviews: 

 Create more comfort for the candidate to ask questions and tell more about 

who they really are 

 Help interviewers have more in-depth discussions 

 Reveals more clearly, how well the candidate does or does not fit into the 

team and company culture. 

Two Important Interviewer Selection Criteria 

I also recommend that the people you select to be on your Interview Team meet 

these two important criteria: 

1. Each interviewer on your Interview Team must have a vested interested in 

the success of the position. 
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2. Each interviewer on your Interview Team should have some training into 

how to interview.  (If you need to train someone - you could share these 

Daily Tips.  You could also have them complete my self-paced online class, 

How to Conduct an Interview, immediately available or schedule a 

Workshop with me.) 

Your Interview Team 

Begin selecting the three to five people who will make up your Interview Team.  Be 

sure to match the two important interview selection criteria:  

1) Must have a vested interest in the success of the position, and  

2) Should have some train in how to interview. 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

 

  

http://www.pricelessprofessional.com/leadership-interview-questions.html
http://www.pricelessprofessional.com/how-to-conduct-an-interview.html
http://www.pricelessprofessional.com/employer-interview-questions.html
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This Week's Mantra: “I make sure my interview team is prepared.” 

Week 6 – Hiring Practices and Interviewing Tip #29:  

You have selected your Interview Team 

and they all meet the two criteria as 

described in Tip #28:  

1. Each person must have a vested 

interested in the success of the 

Position.  

2. Each person should have some 

training on how to interview. 

Now, you are ready to hold an 

Interview Team Strategy Meeting.  

This meeting is quick, focused and very important.  Schedule this meeting before 

the first interview of every open position.  The meeting will last between 30 to 45 

minutes and can be in person or via conference call. 

Let the Interview Team know that this meeting is a mandatory meeting, that’s 

because your ability to hire superior performers hinges on having a prepared 

Interview Team. 

Interview Team Strategy Meeting Agenda 

The format and agenda for your Interview Team Strategy Meeting involves five 

simple actions, easily remembered with the acronym: R.E.A.D.Y.  (Download One-

Page Meeting Agenda Worksheet.) 

Review: 

 Why the Position is open 

 Timeline for Filling 

 Job Description 

http://www.pricelessprofessional.com/support-files/ready_interview_teamstrategy_meetingform.pdf
http://www.pricelessprofessional.com/support-files/ready_interview_teamstrategy_meetingform.pdf
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 Superior Performance Hiring Worksheet 

 Candidate Resumes 

Evaluation & Feedback Selection Meeting Scheduled: 

 Preferably scheduled no longer than 24 hours after the Interview. 

 Can be in person or by conference call. 

 Make this a mandatory meeting - no excuses allowed. 

Assign Interview Focus Areas (I share an example of how to this in Tip #30.)  

Determine & Create Competency, Behavioral-Based Interview Questions.  

Y "Why" Sharing by each Interview Team Member:  

 Let each Interviewer know that you want them to share with each candidate 

their answers to these two questions: 

o "Why I work for the Company"  

o "Why this position is valuable to the Company and the Team”  

 Ask each Interviewer to share, in the meeting in round robin fashion with you 

and their peers, their answers to those two questions. 

o Having each interviewer share their “Why” statements in the R.E.A.D.Y. 

meeting helps each interviewer practice what s/he will share. It will also 

help others, who are not sure what to say to candidates share more 

clearly and be more effective. 

o Closing the meeting with a round robin exercise like this ends the 

meeting on a high note. It also helps everyone remember that while 

they are vetting a candidate, the top candidates are also vetting the 

Company. 

In Tip #50, I provide more details on how to create a great "Why Statement.” 

Print out this one-page R.E.A.D.Y. Worksheet for quick and easy reference for your 

next Interview Team Strategy Meeting. 

http://www.pricelessprofessional.com/support-files/ready_interview_teamstrategy_meetingform.pdf
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This Week's Mantra: “I make sure my interview team is prepared.” 

Week 6 – Hiring Practices and Interviewing Tip #30: 

Assign Focus Areas Example 

In your R.E.A.D.Y.  Interview Team Strategy Meeting, the third step is to Assign 

Interview Focus Areas.  Here is an example of assigned focus areas using this Focus 

Areas Worksheet: 

http://www.pricelessprofessional.com/support-files/focusareasworksheet_mstr.pdf
http://www.pricelessprofessional.com/support-files/focusareasworksheet_mstr.pdf
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Focus Areas from Your Superior Performance Hiring Worksheet 

The Focus Areas for the interview are from your Superior Performance Hiring 

Worksheet. Can you see how dividing the Focus Areas can net you a lot more insight 

and information about your candidates? 

What happens if you don’t assign focus areas?  Less territory is covered and 

valuable time is wasted. 

What happens if you have an Interview Team without a common direction and focus 

that your Superior Performance Hiring Worksheet brings?  Interviewers all bring their 

own interests, assumptions and bias to the interview, and key areas needed for 

superior performance in the job are missed. 

Avoid Hiring Mistake #4:  

Not assigning focus areas to each Interview Team member 

by assigning focus areas, many of which come from your Superior 

Performance Hiring Worksheet. 
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Here’s a blank – form fill-in online PDF worksheet you can download for your future 

R.E.A.D.Y. Interview Team Strategy Meetings, it looks like this: 

 

http://www.pricelessprofessional.com/support-files/focusareasworksheet_mstr.pdf
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Week 7 - Hiring Practices, Tips #31-35: 

This Week's Focus: Superior Performance Attribute: Personal Accountability  

This Week's Mantra: “I look for the high performance attribute Personal 

Accountability in every candidate.” 
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This Week's Mantra: “I look for the high performance attribute Personal 

Accountability in every candidate.” 

Week 7 – Hiring Practices and Interviewing Tip #31: 

There are two Attitude, Ability and Competence Skills found in most all superior 

performers: Personal Accountability and Time-Management. You want your new hires 

to be strong in each of these areas.  I will share definitions for each of these skills, 

provide insight into what each skill looks like on the job and provide competency and 

behavioral-based interview questions you can use to uncover and reveal a 

candidate’s strength in these areas. 

Three Reasons for Low Performance 

First, let us look at what happens when an employee does not have strong personal 

accountability and time-management skills.  I am sure you have had employees who 

had the right background, experience and ability to do the job they were hired for, 

but their performance was low or inconsistent.  

There are three general reasons for low performance on the job: 

1.  The employee is not a good 'fit' for the job.   

 (Job Fit is a topic we covered in Week 4.)  

2.  Management, processes and systems or external company/product problems 

hinder the employee’s ability to do the job. 

3.  The employee’s past work habits and work ethic is not strong. Even though 

s/he can do the job, s/he does not feel inclined to do it. 

Using this ‘How to Hire Superior Performers Process,’ as outlined in this book, will 

help you avoid Problem #1 – The employee is not a good ‘fit’ for the job.  Other 

services that I provide, like management training and employee opinion surveys can 

help you overcome Problem #2 – Management, processes and systems or external 

company/product problems hinder the employee’s ability to do the job. 

http://www.pricelessprofessional.com/motivating-employees.html
http://www.pricelessprofessional.com/corporate-leadership-training.html
http://www.pricelessprofessional.com/corporate-leadership-training-1.html#services
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Strong Personal Accountability = Strong Ethic 

Now you need tools to help you figure out Problem #3 - The employee’s past work 

habits and work ethic is not strong. Even though s/he can do the job, s/he does not 

feel inclined to do it. 

Looking for the personal skill, Personal Accountability, in all of your candidates will 

help you avoid this problem. 

People with strong Personal Accountability have strong work habits and work ethic. 

They will do a good job… 

 EVEN WHEN company processes and systems break down 

 EVEN WHEN they are a poor fit for a position 

 EVEN WHEN the management does not treat people well! 

As with everyone else, people with strong Personal Accountability, may leave a 

company or a leader who has poor skills.  But, with their high Personal Accountability 

orientation, THEY will typically continue to do their job well until their last day on the 

job. 

What Low and High Personal Accountability Looks Like On The Job 

Low Personal Accountability = ‘I Look Good, But I Don’t Work’ 

Employees with Low Personal Accountability skills can be 

like a nice-looking car with no wheels. 

Nickname: If you were to give this employee a 

nickname, it would be 'I Look Good, But I Don't 

Work'.  
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Telling You The Truth: If this employee shared his inner thoughts with you, you 

would hear, “I know I acted like I could do the job and that I would do it when you 

interviewed me, but I was just ‘looking good‘ to get the job. I really just like sitting 

around. I don't want to go anywhere or do much of anything."  

Mid to Low Personal Accountability = “Unreliable Performer” 

Mid to Low Personal Accountability is an employee that 

runs sometimes, and breaks down often. With this 

employee, performance is spotty and unpredictable.   

Nickname:  If you were to give this employee a 

nickname, it would be ‘Unreliable and Inconsistent 

Performer'.  

Telling You The Truth: If this employee shared his inner thoughts with you, you 

would hear, “I am competent. I can do the job, but I am not motivated. I do not care 

all that much about doing this job well. However, when you stand over me and push 

me, I can get going and get some stuff done. But if no one's around to push, I’m 

probably not going to do very much.”  

High Personal Accountability = ‘Champion’ 

High Personal Accountability in an employee is 

someone who is capable and steady, and is always 

moving forward.  S/he is very productive and has a 

strong work ethic.  

Nickname:  If you were to give this employee a 

nickname, it would be ‘Champion’ 

Telling You The Truth If this employee shared his inner thoughts with you, you 

would hear, "I'm motivated and competent. I can go fast and cover a lot of ground 

when you need me to. I am strong and full of eagerness and competence. I recover 
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quickly from setbacks. I’m INTERNALLY motivated and driven to become a Master of 

my Job, Master of Myself and a Master of My Surroundings."   

Obviously the ‘Champion’s’ mindset is what you want.  The Champion has high 

personal accountability. 

This Week's Mantra: “I look for the high performance attribute Personal 

Accountability in every candidate.” 

Week 7 – Hiring Practices and Interviewing Tip #32: 

You want every person you hire to have strong Personal Accountability so that you 

can have a team of strong, highly productive superior performers. 

Defining High Personal Accountability 

Personal Accountability is the ability to be responsible for the consequences of one's 

own actions and decisions.  It is acknowledging without hesitation or guilt one's 

accomplishments and wins.  It is also embracing all decisions and not shifting focus 

or blame somewhere else or onto others. 

Bottom Line:  An employee who has strong personal accountability skills 

NEVER blames others for problems at work.  S/he will quickly acknowledge all 

mistakes. S/he will not waste time trying to cover up mistakes and will tend to move 

quickly toward finding and implementing solutions. 

The King’s Speech – Seeing High and Low Personal Accountability 

While watching the movie The King’s Speech, I spotted examples of Prince Bertie 

demonstrating first low personal accountability and then, after some reflection, high 

personal accountability.  For more insight about personal accountability read this 

blog article: The "King" Demonstrates Low and High Personal Accountability 

 

http://www.pricelessprofessional.com/best-interview-questions-1.html#prince
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Defining Personal Accountability 

Personal Accountability is the ability to be responsible 

for the consequences of one's own actions and decisions; 

acknowledging without hesitation or guilt one's accomplishments 

and wins. It is also embracing  

all decisions and not shifting focus or blame  

somewhere else or onto others. 
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This Week's Mantra: “I look for the high performance attribute Personal 

Accountability in every candidate.” 

Week 7 – Hiring Practices and Interviewing Tip #33: 

This week’s focus is about getting you geared toward ALWAYS looking for high 

personal accountability in the people you hire. 

Two Key Reasons Why Personal Accountability Matters 

It is important to look for this personal skill in the people you hire because: 

1. All Jobs Require It and All Superior Performers Have It.   

Based on studies and research conducted by my Assessment Partner TTI 

International Ltd. 98% of 6,800+ organizational Position Hiring Benchmarks 

list Personal Accountability as one of the top seven attitude, ability and 

competence skills required for superior performance.  

2. If You Do Not Have It – It Could Be Costly to Your Bottom Line.  

Review this extreme example where a culture of LOW personal accountability 

cost United Airlines $180 million!  This is a REAL story shared in an 

entertaining video about poor customer service that went viral.  It makes a 

real bottom-line business point about how important high Personal 

Accountability is in business. Watch the video, here.  

Typical Behaviors of a Person with High Personal Accountability: 

People who are strong in Personal Accountability… 

 Will forge ahead with little or no hesitation in the face of difficulty or adversity. 

 Can handle criticism from others with no outward sign of resentment. 

 Is self-motivated rather than relying on external resources for motivation. 

 Easily acknowledges others' wins, without hesitation. 

http://www.pricelessprofessional.com/leadership-characteristics-1.html#video
http://www.pricelessprofessional.com/leadership-characteristics-1.html#video
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 Quickly acknowledges errors and moves toward finding solutions; does not 

spend any time trying to 'cover up' mistakes. 

 Is future-focused. Learns from wins and mistakes, and is constantly 

improving. 

This Week's Mantra: “I look for the high performance attribute Personal 

Accountability in every candidate.” 

Week 7 – Hiring Practices and Interviewing Tip #34: 

Measuring Levels of Personal Accountability With Assessments 

Now that you know that high Personal Accountability is a skill found in all superior 

performers you are much more advanced in your interviewing knowledge and 

expertise than most other interviewers. This knowledge gives you a competitive 

advantage - as it helps you build a stronger team. 

Personal Accountability is actually something you can measure in people if you have 

the right assessment and it is something that I look for when debriefing Candidate 

Assessments with clients.  

Determining Personal Accountability With Interview Questions 

Not everyone chooses to use hiring assessments with their candidates, and that's 

okay because you can still look for this personal skill in interviews. You can now “be 

on the lookout” for it in all of the people you hire.   

Below I have provided six competency behavioral-based interview questions you can 

use to help uncover an interviewee’s strength in this area.  As you ask candidates 

these questions realize that you don’t need to know in advance what the ‘perfect’ 

answer to each question is.  Just keep your focus on these four areas: 

 Know that personal accountability is important to superior performance and 

that it is the mindset of the Champion, as covered in Tip #31. 

 Listen aggressively to the Candidate’s answers. Do the answers indicate a 

Champion’s mindset? 

http://www.pricelessprofessional.com/sales-management-assessment.html
http://www.pricelessprofessional.com/sales-management-assessment.html
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 Press the interviewee to provide specific answers and examples. 

 Remember: If a person is strong in an area they will be able to provide 

specific examples.  If they are NOT strong in this area, their answers and 

examples will tend to be weak and limp.   

Six Personal Accountability Interview Questions 

1. Tell me about a time when it was necessary to admit to others that you had 

made a mistake. How did you handle it? 

2. Give an example of a situation where others had made an error or mistake and 

you had to take the blame for their actions. How did you feel about doing that? 

3. What is the worst business decision you ever made? What made it the worst? 

Would knowing what you do now have helped you to avoid making that 

decision? 

4. Give me an example of a lesson you have learned from making a mistake. What 

did you do differently going forward? 

5. Give me an example of someone you know whose personal actions led to 

disastrous results. How answerable is that person for what happened? What 

advice would you give to that person? 

6. What person from history or from your past do you most admire for taking the 

blame for a failure? What did taking the blame do for that person? 

These may seem like “hard” questions, and they are questions that require some 

thought to answer well.  When a person is strong and has mastered any skill they 

tend to have clear insight about that skill, and they will be able to provide solid 

examples, wisdom and information to answer each question. 

Do not shy away from using “hard” questions. Personal Accountability is an important 

skill for superior performance.  Begin using these questions in every interview.  You 

may be surprised at how well they work, and how much they reveal. 
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Print Out These Questions So You Can Use Them In Your Next Interview 

Print this two-page Personal Accountability interview questions summary so you can 

have these questions handy for your next interview. Download this Six Personal 

Accountability Interview Questions PDF. 

This Week's Mantra: “I look for the high performance attribute Personal 

Accountability in every candidate.” 

Week 7 – Hiring Practices and Interviewing Tip #35: 

The Ideal 

Personal Accountability is a skill that is teachable and learnable, but to build it if it is 

missing requires a lot of focus and commit by the student.    The ideal way to build a 

high performing team is to look for and hire people who are already strong in 

Personal Accountability.  

Make a pledge to yourself right now that in your next interviews you will use the 

Personal Accountability interview questions and listen aggressively for evidence of 

past behavior that demonstrates 'The Champion' mindset. 

Development Resources 

All of the people currently on your team are probably not 100% strong in Personal 

Accountability, so here are a few resources for development: 

 120 Stress Management Strategies for Professionals – In this book I spend one 

week of Tips sharing insights into how important Personal Accountability is. 

 One of the Most Important Leadership Characteristics… - In this blog article I 

share a free quiz and workbook, as beginning point for developing Personal 

Accountability.  

Next, we look at the other very important personal skill found in superior performers: 

Time-Management.  You will learn why you should look for this skill in candidates and 

how to uncover whether they are strong in it or not. 

http://www.pricelessprofessional.com/support-files/six_best_interview_questions_feb2011.pdf
http://www.pricelessprofessional.com/support-files/six_best_interview_questions_feb2011.pdf
http://www.pricelessprofessional.com/support-files/six_best_interview_questions_feb2011.pdf
http://www.pricelessprofessional.com/stress-management-help.html
http://www.pricelessprofessional.com/leadership-characteristics-1.html
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Avoid Hiring Mistake #6:  

Not looking for high performance attributes:  

Personal Accountability and Time-Management by 

looking for these Attitude, Ability and Competence Skills in every candidate. 
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Week 8 - Hiring Practices, Tips #36-40: 

This Week's Focus:  Superior Performance Attribute: Time Management Skills  

This Week's Mantra: “I look for the high performance attribute Time Management 

Skills in every candidate.” 
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This Week's Mantra: “I look for the high performance attribute Time Management 

Skills in every candidate.” 

Week 8 – Hiring Practices and Interviewing Tip #36: 

As covered in Tips 31-35, you know now that you want every person you hire to 

have strong Personal Accountability so that you can have a team of strong, highly 

productive steady performers. 

There is one other high performance attribute that you want to be on the lookout for 

in candidates and that is strong Time Management Skills. 

Defining Strong Time Management Skills 

A person with strong time management skills has mastered their ability to prioritize 

and complete tasks in order to deliver desired outcomes within allotted time frames. 

People who have strong time management skills do not just react to events around 

them. They know how to plan their schedule so that they meet their obligations and 

their own needs. They select which activities they will be involved in and they 

adequately manage their time and schedule. 

People who are high in this area generally are enthusiastic about their work, and 

know how to manage their life so that they have the time and energy to excel and 

enjoy everything they participate in.   

Typical Behaviors of People Who Have Strong Time Management Skills 

 Independently pursues business objectives in an organized and efficient 

manner. 

 Prioritizes activities as necessary to meet job responsibilities. 

 Maintains required level of activity toward achieving goals without direct 

supervision. 

 Minimizes workflow disruptions and time wasters to complete high quality 

work within a specified timeframe. 
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What Low Time Management Skills Looks Like… 

Someone who is low in the time management skills area is overwhelmed most 

days. They tend to miss deadlines and often ‘drop the ball’ on personal and 

professional commitments.   

If you could follow them around for the week, you 

would witness them in a stressed and overwhelmed 

state of mind, most of the time. Their days would 

appear out of control. 

Like people with low Personal Accountability, people 

with poor Time Management Skills tend to blame situations and others for problems.  

Typical blame statements used by people, who are low in time management skills, 

include: 

 “I could have finished that project but you didn’t give me the information in 

time.” 

 “No one else at work is organized and everyone misses deadlines.” 

 “It’s not me, and it’s not my fault.” 

When you reflect upon all the superior performers you have worked with through the 

years, not many of them were a constant state of overwhelm and blame, were they?  

Recall low performers that you have worked with. They are often overwhelmed and 

their schedule is out of control, right? 

There will always be ‘hectic’ days and weeks, but your consistent high 

performers plan their time well, are efficient and can achieve business goals 

without someone “standing over them.” In addition, they don’t point fingers 

at others when deadlines are missed. That is why you want to also begin looking 

for strong Time Management Skills in every candidate, for every job. 
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Defining Strong Time Management Skills 

A person with strong time management skills  

has mastered their ability to prioritize and complete tasks in order to 

deliver desired outcomes within allotted timeframes. 
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This Week's Mantra: “I look for the high performance attribute Time Management 

Skills in every candidate.” 

Week 8 – Hiring Practices and Interviewing Tip #37: 

Strong Time Management Skills Means… 

Hiring people with strong time management skills means that you are hiring people 

who are very good at: 

 Planning their time. 

 Aligning their tasks with the most important goals of the job. 

 Looking ahead and prioritizing their time in advance. 

 Making realistic promises to others. 

 Following through on their promises to others. 

 Managing their stress. 

 Taking time to take care of themselves. 

Swagger, Confidence and Focus – A Great Example 

Baseball’s 2011 Rookie of the Year Craig Kimbrell is a great example of a superior 

performer who has high time management skills. 

He brings real confidence, swagger and focus to his work.  This is not the false 

bravado of fake and contrived confidence, but a true sense of integrity, clarity, 

engagement and pride in the quality of the work he produces. 

Read about Kimbrell’s demonstration of high engagement and role awareness, where 

underlying strong time management skills play a huge part, here. 

 

  

http://www.pricelessprofessional.com/how-to-improve-confidence.html
http://www.pricelessprofessional.com/how-to-improve-confidence.html
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This Week's Mantra: “I look for the high performance attribute Time management 

Skills in every candidate.” 

Week 8 – Hiring Practices and Interviewing Tip #38: 

Now that you know that strong time management is a skill, found in all superior 

performers, you are much more advanced in your interviewing knowledge and 

expertise than most other interviewers are. 

Time Management Skills are something you can measure in people if you have the 

right assessment and it’s something that I look for when debriefing Candidate 

Assessments with clients. 

Not everyone chooses to use these types of assessments with their candidates, and 

that is okay because you can still look for this skill in interviews. I want you to now 

“be on the lookout” for it in the people you hire. 

Twelve Time management Skills Interview Questions 

1. Give me a specific example of a project that you were responsible for 

organizing from beginning to end. How did you go about it? How did you deal 

with changes that arose? How did you ensure that the project stayed on 

track? What was the outcome? What did you learn from this experience? 

2. Have you ever faced a day in which you just couldn’t get everything done 

that you had planned? How did you handle it? (If the position sometimes 

requires extra hours, simply ask the candidate if they are able to fulfill that 

requirement.) 

3. Do you consider yourself a good time manager? Share with me the planning 

system you use and show me how you use it. 

4. We have all had times where it was necessary to balance work and personal 

or family time. Give me an example of a time when you had too many things 

to do in both areas of your life and describe how you went about prioritizing 

your time. 

http://www.pricelessprofessional.com/sales-management-assessment.html
http://www.pricelessprofessional.com/sales-management-assessment.html
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5. How much time do you spend getting organized on a daily basis? When do 

you do it? What impact do you think this habit has on your results? 

6. What is the difference between activity and results? How do you personally 

define this difference? 

7. What time of the day are you at your best? How do you organize your 

activities around your most productive times? 

8. Tell me about the most aggressive, self-starting person you ever knew. What 

did you admire most about that person? Least? 

9. Give me an example of a time when you went and made something happen 

without much outside prodding. 

10. How would you approach a new task that you’ve been assigned without being 

given much direction? 

11. Describe a time when you were proactive. Describe a time when you were 

reactive. How did the results differ? 

12. As part of our reference checking, we will contact your former manager at 

some point. What will he/she tell us about your capacity as a self-starter? 

What example do you think your former manager will use to illustrate his/her 

point? 
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This Week's Mantra: “I look for the high performance attribute Time Management 

Skills in every candidate.” 

Week 8 – Hiring Practices and Interviewing Tip #39: 

Job Commitment Interview Questions 

Here I provide six additional general and basic interview questions for a better 

understanding of a candidate's level of engagement and commitment on the 

job. 

Use these questions as another avenue to help you determine strong Time 

Management Skill strength, as well as Job Fit: 

1. Describe what you do in your current job. Share specific examples of how you 

add value in that job. 

2. What jobs have you enjoyed the most? Why?  Please share specific examples 

of what you enjoyed. 

3. What jobs have you enjoyed the least? Why? Please share specific examples of 

what you disliked. 

4. Give specific examples of past environments you worked best in. 

5. Give specific examples of past environments that did not work well for you.  

6. What kind of responsibilities would you like to avoid in your next job?  Why? 

Print this two-page handout of these 18 questions (6 for Job Commitment and 12 for 

Time Management) so that you can have these questions handy for your next 

interview. Download This Two-Page PDF: 18 Time Management Skills and Role 

Engagement Interview Questions. 

 

  

http://www.pricelessprofessional.com/motivating-employees.html
http://www.pricelessprofessional.com/support-files/selfmanagementskillsinterviewquestionsppd2013.pdf
http://www.pricelessprofessional.com/support-files/selfmanagementskillsinterviewquestionsppd2013.pdf
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This Week's Mantra: “I look for the high performance attribute Time Management 

Skills in every candidate.” 

Week 8 – Hiring Practices and Interviewing Tip #40: 

This week we have covered the importance of looking for the second skill found in all 

superior performers: Time Management Skills.  

Both Time Management and Personal Accountability are skills that can be developed 

over time, but the ideal way to build a high performing team is to focus on hiring as 

many people as you can who are already strong in these areas.  

The best way to make sure that the interview questions for Personal Accountability 

and Time Management Skills are used in your interviews is to make sure people on 

your Interview Team are assigned to cover these Focus Areas during your 

R.E.A.D.Y. Interview Team Strategy Meeting (Week 6, Tip #30). 

 

Avoid Hiring Mistake #6:  

Not looking for high performance attributes:  

Personal Accountability and Time Management. Begin 

looking for these skills in every candidate. 

 

  

http://www.pricelessprofessional.com/support-files/six_best_interview_questions_feb2011.pdf
http://www.pricelessprofessional.com/support-files/selfmanagementskillsinterviewquestionsppd2013.pdf
http://www.pricelessprofessional.com/support-files/focusareasworksheet_mstr.pdf
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Week 9 - Hiring Practices, Tips #41-45: 

This Week's Focus: Nine Basics for a Good Interview  

This Week's Mantra: “I am never unprepared and rushed during candidate 

interviews.  I make sure to clear my schedule, listen aggressively and give every 

interview my full attention.” 
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This Week's Mantra “I am never unprepared and rushed during candidate 

interviews.  I make sure to clear my schedule, listen aggressively and give every 

interview my full attention.” 

Week 9 – Hiring Practices and Interviewing Tip #41: 

Who Loves to Multi-Task? 

Raise your hand if you are like me and you thrive on getting a lot done in a short 

period. 

Like many people, I like to multi-task! It is ‘normal’ for me to answer emails while 

I'm on hold on the phone. I know I shouldn't, but I often send urgent text messages 

while stopped at a red light.  And sometimes, I hate to admit this, I create my 

grocery list when my very nice and very talkative friend "Chatty Cathy" calls me and 

talks non-stop for an hour about everything going on in her life. 

It can be satisfying to multi-task. We all do it, and most of the time it works for us. 

Multi-tasking can help lower our stress, and it can help us feel less time-compressed 

as we get stuff checked off of our list. In addition, it can divert attention and save 

relationships when we’re feeling restless, like when my dear, talkative friend calls or 

when you are stuck in a boring meeting! 

However, the habit of multi-tasking and keeping a daily schedule that is non-stop 

can make it difficult to sit still and focus on one thing at a time when we need to. 

Focus, Be Present, Tune-In – IF You Want To Hire Right 

Nevertheless, that is EXACTLY what you need to do when interviewing. You have 

got to Focus, Be Present and Tune-In during each candidate interview if you 

want to determine if the person sitting in front of you is a great fit for the job and a 

superior performer. 

When hiring, you are making a crucial bottom-line business decision. As we covered 

in Tips Week 1, hiring the wrong person is very costly. 
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 Over $250 billion a year is lost in productivity because people are hired for 

jobs they cannot or will not do well. 

 The cost to replace an employee who voluntarily quits a company is 1.5 times 

that employee's salary. 

 The cost to terminate a sales person, leader and/or an executive, after you 

determine you have made a hiring mistake and need to hire a replacement, is 

8 times that employees' salary.  

 The emotional, mental and career strain you, the leader, go through as you 

put in extra time and energy to manage someone who is not productive and 

who is not doing his or her job, is hard to measure, but is also very costly. 

The best strategy you have for avoiding the financial and emotional distress related 

to having the wrong person in the wrong job is to Focus, Be Present and Tune-In 

during each and every part of the interview process. 
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Multi-Tasking Quiz - Rate Yourself 

Reflect on your last few candidate interviews. (Think about your state of mind prior 

to and during the interview, and truthfully rate yourself on these statements below.) 

 
Quiz Rating Scale 

1 = Totally Distracted  3 = Half Distracted/Half Attentive 

5 = Totally Attentive and Focused 

 

 

 1. Prior to the interview, I took time to prepare. I reviewed the 

candidate's background, planned my focus and picked the best 

interview questions.    

Rate Yourself- 1 2 3 4 5 

 

 2. I started the interview on time and I knew what I wanted to ask and 

exactly what I was looking for.    

Rate Yourself- 1 2 3 4 5 

 

 3. During the interview, I listened to the candidate's answers.  I was 

focused, present and tuned-in.  

Rate Yourself- 1 2 3 4 5 

 

 4. During the interview, my mind did not wander and I had no 

interruptions.   

Rate Yourself- 1 2 3 4 5 
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How Did You Do? 

How did you do?  If you have a few 1’s or 3’s you might have had a hard time 

turning off your multi-tasking mind and usual busy schedule while interviewing.  If 

so, be sure to post this Week's Mantra close by. Review it every day until it you have 

changed your multi-tasking during interviews.  

Next, we will look at interesting statistics about multi-tasking, and how it could be 

hindering your hiring efforts. 

 

This Week’s Mantra: 

“I am never unprepared and rushed during candidate interviews. 

I make sure to clear my schedule, listen aggressively and give 

every interview my full attention.” 
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This Week's Mantra “I am never unprepared and rushed during candidate 

interviews.  I make sure to clear my schedule, listen aggressively and give every 

interview my full attention.” 

Week 9 – Hiring Practices and Interviewing Tip #42: 

In Tip #41, I suggest that you should NOT multi-task when you are interviewing 

candidates. 

What the Experts Say 

Here is what a Police Lieutenant had to say about multi-tasking when driving… 

“Driving is a multi-tasking activity, so all other distractions need to be limited.  

When you combine cell phone use and other distractions to driving, it's a recipe for a 

crash.” 

Take out the lieutenant’s reference to driving and insert the word interviewing, and 

now re-read his quote. Just like driving, when interviewing you want to eliminate all 

other distractions.  

Author and Psychiatrist Judith Orloff’s point of view about multi-tasking makes a solid 

point, applicable to interviewing… 

“Multi-tasking lets us manage a deluge of very real duties, but it also jeopardizes 

the now.” 

Multitasking, Marijuana or Losing a Night’s Sleep?  

Look at these other anti- multi-tasking studies, facts and stats: 

 The Institute of Psychiatry at the University of London conducted a study to 

investigate what damages a person’s IQ more: multi-tasking, smoking 

marijuana, or losing a night of sleep. The results show multi-tasking 

temporarily lowers a person’s IQ by 10 points. 
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 Multi-tasking leads to as much as a 40% drop in productivity.  (Bergman, P. 

(2010, May 20). How (and Why) To Stop Multitasking. Harvard Business 

Review.) 

 Multi-tasking causes a 10% drop in IQ. (Bergman, P. 2010, May 20. How 

(and Why) To Stop Multitasking. Harvard Business Review.) 

 Studies show that the human brain cannot handle more than one task at a 

time. Even though we think we are multi-tasking, our brains are actually 

switching rapidly between tasks. (The Myth of Multitasking. Scientific America. 

2009, July.) 

 Only 2.5% of the population actually process tasks simultaneously. (James 

Watson of the University of Utah.) 

 In a study of Microsoft employees, workers took, on average, 15 minutes to 

get back to intense mental tasks, like writing reports or computer code, after 

responding to e-mail or instant messages. (New York Times.) 

 It actually takes more time to get things done when you try to multi-task. 

When people are interrupted – and therefore, have to switch their attention 

back and forth – they take 50% longer to accomplish a task. (John Medina, 

Brain Rules.) 

 People who multi-task make up to 50% more errors. (John Medina, Brain 

Rules.) 

Since so many of us need to multi-task just to make it through a busy day, and 

others of us, like me, LIKE to multi-task, I’m working hard here to really hammer 

home that you need to turn off your multi-tasking mind and habit when 

interviewing. 

90% Thought ‘Something’ Was Off… 

A large study of 200,000 new hires (SHRM Magazine 2006) revealed that 50% of the 

new hires were gone or fired in 18 months.  When the hiring managers shared their 

insights about the turnover – 90% of them said… 



How to Hire 

Superior Performers 

70 Best Practices, 

Strategies and Tips 

for Interviewers 

 

| Week 9 - Hiring Practices, Tips #41-45: 135 

 

“I had a feeling or I thought – that something wasn’t right with that person –  

but I was busy, so I just ignored my concerns and hired them anyway.” 

90% of the hiring managers thought or had a feeling that something was ‘off’ during 

the interview, and they were right!  That is why I want you to Focus, Be Present 

and Tune-In during every part of the interview process. 

“When we multitask, we lose our focus, obviously, on what is important. 

When we lose focus on what we are working on, it minimizes the quality 

of the work.” 

Teacher Gerry Sansone 
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This Week's Mantra “I am never unprepared and rushed during candidate 

interviews.  I make sure to clear my schedule, listen aggressively and give every 

interview my full attention.” 

Week 9 – Hiring Practices and Interviewing Tip #43: 

Now we move to Step #5 in the 

‘How to Hire Superior 

Performers Process,’ where we 

will cover Nine Interview 

Basics for a Good Interview 

and the Interview Agenda 

that I suggest you and your 

Interview Team follow during 

every interview. 

Nine Interview Basics: 

1. Start and end on time. 

2. Clarify and explain the 

overall interview process. 

3. Do not allow outside interruptions. 

4. Encourage candidate to talk. (The candidate should talk 75-80% of the time.) 

5. Maintain eye contact. 

6. Use the candidate’s name. 

7. Allow silence. 

8. Be pleasant, but response-neutral. 

9. Listen aggressively. 
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Avoid Hiring Mistakes #7, #8 & #9:  

Talking too much, covering-up for silence. Not staying response-neutral. Not 

taking notes. Not pressing for specific examples and 

not digging deeper into performance areas that are vague. 

Use the Nine Interview Basics in every interview. 

I will cover more on the specifics around these basics in the next Tip. Print out this 

PDF Download of the Nine Interview Basics. 

  

http://www.pricelessprofessional.com/support-files/nine_interview_basics_fora_good_interview.pdf
http://www.pricelessprofessional.com/support-files/nine_interview_basics_fora_good_interview.pdf
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This Week's Mantra “I am never unprepared and rushed during candidate 

interviews.  I make sure to clear my schedule, listen aggressively and give every 

interview my full attention.” 

Week 9 – Hiring Practices and Interviewing Tip #44: 

The Nine Interview Basics in More Detail 

Basics #1 & 3: Two of the Nine Interview Basics, (Basic #1) Start and end on 

time and (Basic #3) Not allow interruptions, require that you turn off your 

multi-tasking mind and habits.  These seemingly simple but very important interview 

habits of starting on time and not allowing interruptions will help you fully commit 

to the interview process.  

This means that you have to block off time for the entire interview process on your 

schedule. 

Basic #2: For Interview Basic #2 - Clarify & explain the overall interview 

process, you will want to share with the candidate what the interview schedule will 

be for that day, as well as an overview on what is involved in your interview process. 

For example, do you plan on second interviews?  Do you use assessments?  Will you 

be calling references?  What is the approximate timeline for filling the position?  Who 

will be their main follow up contact be - you or someone else?    

Taking the time to let each candidate know what to expect will help set expectations. 

It is the right thing to do for anxious and eager candidates, and it is good for your 

company's brand and reputation. 

"I am convinced that nothing we do is more important than hiring and developing 

people.  At the end of the day you bet on people, not on strategies."  

Larry Bossidy 

http://www.pricelessprofessional.com/support-files/nine_interview_basics_fora_good_interview.pdf
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This Week's Mantra “I am never unprepared and rushed during candidate 

interviews.  I make sure to clear my schedule, listen aggressively and give every 

interview my full attention.” 

Week 9 – Hiring Practices and Interviewing Tip #45: 

The Nine Interview Basics in More Detail, Continued… 

Let us review more of the Nine Interview Basics. 

Basic #4:  While all of the Basics are important, Basic #4 - Encourage candidate 

to talk: candidate should talk 75-80% of the time! is the one Basic that most 

miss.  If you can change the ratio in your interviews, so that the candidate is doing 

most of the talking and sharing, you will greatly improve your chances of hiring the 

right person. 

Think back to your last couple of interviews.  Guestimate how much you talked, as 

compared to the percentage the candidate talked.  Did the candidate get 80% of the 

airtime?  If not, it’s time to change the equation. (For a solid reminder about Basic 

#4 - print out this Talk Less, Listen More Sign and Reminder Card and put it on your 

desk or in your interview folder.) 

This is a big shift for many because hiring managers are competent professionals 

who are excited about their company and are experts in their business.  It can be 

“hard to invite a guest into your home” and not share all that you know, especially if 

on the surface the candidate “looks good”. 

Yes, you do want to be friendly, inviting, and interested. 

That is why you will focus on doing Basics #5 and #6:  Maintain eye contact. 

Use the candidate’s name, during the interview. 

But, you must keep in mind that your bottom-line goal is to hire someone who is a 

great fit for the job and a superior performer. The only way you can do that is to get 

them to talk about their experiences. 

http://www.pricelessprofessional.com/support-files/nine_interview_basics_fora_good_interview.pdf
http://www.pricelessprofessional.com/support-files/nine_interview_basics_fora_good_interview.pdf
http://www.pricelessprofessional.com/support-files/talkless_listenmore.pdf
http://www.pricelessprofessional.com/motivating-employees.html
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You must ask the questions, press for specifics, and Allow Silence (Basic #7) so 

that candidates have to share (and/or reveal) their level of competence in each area 

important to success in the job. 

The trouble with silence is that it can be disconcerting and can make many hiring 

managers feel uncomfortable, and so rather than “sit with the silence” they feel the 

need to fill the void with needless chatter or over-sharing.  

Learn to leverage the power of silence in job interviews. Realize that if you hold 

your tongue and do not fill-in the breaks in the conversation with your own voice, the 

job seeker will usually fill in those pauses with more candid, unrehearsed information 

about themselves. 

That is what you want!  You want to know who this person really is and if s/he is fit 

for the job. Let the candidate talk 75% to 80% of the interview time. 

“If you think hiring professionals is expensive, try hiring amateurs” 
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Week 10 - Hiring Practices, Tips #46-50: 

This Week's Focus: Interview Basics and a Six Step Candidate Interview Meeting 

Process 

This Week's Mantra: “I listen aggressively during the interview by asking questions 

and pressing for specifics.” 
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This Week's Mantra: “I listen aggressively during the interview by asking questions 

and pressing for specifics.” 

Week 10 – Hiring Practices and Interviewing Tip #46: 

The Nine Interview Basics in More Detail, Continued… 

There are two very important interviewer behaviors you the need to demonstrate, 

from the Nine Interview Basics first covered in Tip #43, they are Be pleasant, but 

response neutral (Basic #8) and Listen Aggressively (Basic #9). 

Response Neutral – What It Means and Why It is Important 

How natural is it for you to: Be Pleasant, But Response Neutral?  Do you have a firm 

understanding of what it means, what you should be doing and why it matters? 

In an interview, you must put your game face on, and your game face must be a 

Pleasant, But Response Neutral face.  You want the candidate to feel welcome. And 

at the same time, you want to make sure candidates are not to be able to mold their 

answers around your expressions and what they think you want to hear.  You don't 

want to cheer them OR jeer them. 

Practice Your Face 

Find a mirror and ‘try-on’ these three faces: 

FACE 1 - Do your 'I'm happy, I love you, and this is great' face.  (You 

should be smiling, grinning and nodding.) 

FACE 2 - Now, do your 'I'm mad, tough and I'm going to intimidate you' 

face. (You should be snarling, frowning and furrowing your eyebrows.) 

  

http://www.pricelessprofessional.com/support-files/nine_interview_basics_fora_good_interview.pdf
http://www.pricelessprofessional.com/support-files/nine_interview_basics_fora_good_interview.pdf
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FACE 3 - This time take a deep breath – breathe in through the nose, out 

through the mouth.  Breathe in and out again. Relax. Think of something 

pleasant and nice, like the smell of morning coffee, a pretty flower or water 

flowing in a fountain. 

Now look in the mirror at your pleasant face.  You are not frowning, you 

are not smiling, you are not cold and you are not warm---you are 

pleasant.  Face 3 is your Response Neutral Interview Face.  

Easier for Some, Harder for Others - Depends on Your Style 

Certain DISC Behavioral Styles have an easier time with being Pleasant, But 

Response-Neutral than others. 

In the personality style language of DISC, High D's (Dominance) and High I's 

(Influence) can tend to be expressive and extroverted.  They may tend to share too 

much information and visually express their approval or disapproval to a candidate’s 

answers.  If you know your DISC Style, and you're a high D or I - pay particular 

attention to what your 'Response Neutral Face' looks like, and be sure to put it on 

during the interview! 

Just like leveraging the power of silence being Pleasant, But Response Neutral to the 

candidate's responses will ensure that the candidate is honestly sharing their 

answers based upon their knowledge and experience base, and not trying to "read" 

your expressions and then give you the answers you want to hear. 

Taking notes during the interview will also help you listen more, talk less and stay 

response neutral.  No, you do not want to write long and detailed notes, but you do 

want to capture highlights of important things the candidate says and does.  Taking 

notes helps you not only recall highlights, it keeps you focused and present while in 

the interview. And if you are a natural extrovert and talker, it'll help you allow 

silence. 

  

http://www.pricelessprofessional.com/communication-style-DISC-leadership-training.html
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Here's a four second YouTube video that sums up what we're after with this Pleasant, 

But Response Neutral interview basic - CLICK ON THE IMAGE to View:  

 

http://youtu.be/ussCHoQttyQ 

  

http://youtu.be/ussCHoQttyQ
http://youtu.be/ussCHoQttyQ
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This Week's Mantra: “I listen aggressively during the interview by asking questions 

and pressing for specifics.” 

Week 10 – Hiring Practices and Interviewing Tip #47: 

Spicing Up the Topic 

The last Interview Basic I want to cover with you is about Listening Aggressively, 

which is Interview Basic #9.  Being encouraged to listen can give the mistaken 

impression that you are being passive and inactive. But that’s not what I want you to 

be, I want you active in the interview. I like to spice up the subject of listening by 

asking you to Listen Aggressively.  

Aggressive Listening is not passive or inactive.  It takes focus and attention to do it 

well.  If you are Listening Aggressively you are hearing with determination and 

energetic pursuit, and you are demonstrating to the person you are talking to, a 

desire to 

understand what s/he is saying and feeling. 

 

 

 

 

Listening Aggressively: 

To hear with determination and energetic pursuit, 

demonstrating a desire to understand. 
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Reflection Time 

Reflect on two conversations you’ve had this week, or last. One conversation that 

you had with a co-worker or direct report and one conversation you had with a family 

member.  Think about the details of each conversation.   

 What was each conversation about?  

 What transpired during and after each conversation? 

 How did you feel during and after each conversation?  

 How would you guess the other person felt after words? 

 In addition and most importantly: what percentage of the time during each 

conversation were you ‘hearing with determination and energetic pursuit, 

demonstrating a desire to understand?’ (aka: Listening Aggressively.) 

Six Negative Listening Habits – Which One Do You Do? 

Were you listening aggressively or were you unconsciously using one of the six 

Negative Listening Habits?  

1. The Faker. 

2. The Interrupter. 

3. The Happy Hooker. 

4. The Advice Giver. 

5. The Rebuttal Maker. 

6. The Intellectual /Logical Listener. 

Whatever your ‘walking-around in your life’ everyday listening tendency is, that is 

what you will most likely tend to do when you interview.  If I am not paying 

attention, I can easily slip into The Faker or the Advice Giver. 

http://www.pricelessprofessional.com/support-files/listen_aggressively_worksheet.pdf
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Those are my Negative Listening Habit tendencies, what are yours?  Review the six 

Negative Listening Habit descriptions and take the quiz to rate yourself.  This will 

help you better manage any negative listening habits you may have. 

 

  

http://www.pricelessprofessional.com/support-files/listen_aggressively_worksheet.pdf
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This Week's Mantra: “I listen aggressively during the interview by asking questions 

and pressing for specifics.” 

Week 10 – Hiring Practices and Interviewing Tip #48: 

What Listening Aggressively Looks Like 

If you are listening aggressively during an interview (or anytime, really) you are: 

 Making regular and comfortable eye contact. 

 Sitting straight and maybe even leaning forward in your seat. 

 Focusing solely on what the speaker is saying, and not obsessing about 

what you are going to say next. (If you take the right amount time for 

interview planning by using the tools I’ve provided for you here, this will be 

less of a distraction and problem for you.) 

 Letting the speaker finish each thought and not interrupting.* 

 Asking questions and probing for more information every step of the way. 

* Your natural tendency may be to cut in when you have heard part of the 

candidate’s response to your interview question. That is because research shows 

that, on average, you can hear four times faster than you can talk.  Be aware of 

this tendency. Take deep breaths. Stay attentive. Listen 75-80% of the time.  Let 

the candidate talk! 

Great General and Open Questions for Pressing for More Specifics 

After a Candidate has answered one of your questions with a vague answer or s/he 

has answered with something you do not understand, use these follow up statements 

and questions:  

 “Tell me more…” 

 “What happened next?” 

 “Help me understand (why) or (what) or (who)…” 

 “Can you provide another example of a situation where…” 
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 “I’d love to hear even more details, tell me more about the…” 

 “What makes you say that?” 

 You can also try rephrasing the question if the candidate seems confused 

about what you are asking. 

More on How to Listen Aggressively 

How you tend to listen every day is how you will tend to listen in an interview.  Being 

an aggressive listener is crucial to your hiring success.  In this blog article, The 

Forgotten Charismatic Leadership Skill: It Might Surprise You... I share a four-step 

model for ‘how-to’ listen aggressively. 

This quote epitomizes how negative listening habits can hurt you as you look for 

superior performing candidates in interviews:  

“I know that you believe you understand what you think I said,  

but I'm not sure you realize that what you heard is not what I meant.”  

Robert McCloskey 

  

http://www.pricelessprofessional.com/charismatic-leadership.html
http://www.pricelessprofessional.com/charismatic-leadership.html
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This Week's Mantra: “I listen aggressively during the interview by asking questions 

and pressing for specifics.” 

Week 10 – Hiring Practices and Interviewing Tip #49:  

So far, in Step 5 of the ‘How to 

Hire Superior Performers 

Process’ we’ve covered Nine 

Interview Basics, which are nine 

behaviors and actions you want to 

use in every interview. 

Now, I want to share a simple 

agenda and flow for each 

interview. 

T.A.L.E.N.T. – A Six-Part 

Interview Agenda 

Since you already know that I like 

acronyms, I will not disappoint you! 

This one will help you remember the six part interview agenda that I recommend: 

T.A.L.E.N.T.  

 Part 1: T. THANK: Introduce yourself, thank the candidate, and explain 

the interview agenda. 

 Part 2: A. ASK: Ask competency, behavioral-based interview questions. 

 Part 3: L. LISTEN AGGRESSIVELY: The listen to talk ratio should be 

80:20 (candidate talks 80% of the time…) Press for specifics, and take 

notes. 

 Part 4: E. EXPLAIN: Share job requirements and top performance 

expectations, and answer the candidate’s questions. 

http://www.pricelessprofessional.com/support-files/talent_sixstepinterviewagenda.pdf
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 Part 5: N. NOTES: Review notes, ask for final clarification of facts and 

information. 

 Part 6: T. THANK YOU: Thank the candidate, share the “why” of the 

company and describe next steps in the process. 

Notice how, in the Six-Part T.A.L.E.N.T. Interview Agenda you 

start with a welcome and a brief overview of the interview 

process.  

Then you get right into asking your competency, 

behavioral-based interview questions. 

 

The bulk of the interview time is in Parts 2 & 3.  Remember: the candidate talks 75-

80% of the time.  Using this Six-Part Agenda will help you talk less and listen more. 

Download the T.A.L.E.N.T. Handout.  

Next I will show you how to create a solid and effective “why” statement for Part 6 in 

the T.A.L.E.N.T. Interview Agenda.  

  

http://www.pricelessprofessional.com/support-files/talent_sixstepinterviewagenda.pdf
http://www.pricelessprofessional.com/support-files/talent_sixstepinterviewagenda.pdf
http://www.pricelessprofessional.com/support-files/talent_sixstepinterviewagenda.pdf
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This Week's Mantra: “I listen aggressively during the interview by asking questions 

and pressing for specifics.” 

Week 10 – Hiring Practices and Interviewing Tip #50: 

You now have a simple Six-Part Interview Agenda 

that you can use in every interview. 

The last thing on the Agenda is to, when you are 

thanking the candidate, share a “why” statement 

and explain the next steps in the hiring process. 

The Why of a “Why” Statement 

While you are focused on vetting the candidate and 

you’re looking for job fit by asking competency, 

behavioral-based interview questions, putting on 

your 'Pleasant, But Response Neutral' face and listening aggressively - you also need 

to remember that the interview is a mutual selection process. 

The best candidates usually have several options that they are considering. They are 

focused on selecting the best employer that meets their needs.  

Everything the company does during the interview process reflects on the company 

brand and the candidate's perceptions as to whether your company, your team and 

is good place to work. 

In the interview, you need to share strong and convincing reasons WHY your 

company is a great company. You will need to have a succinct and impactful WHY 

Statement that you have prepared and practiced in advance. This is one of the 

reasons I want everyone on your Interview Team to practice in your R.E.A.D.Y. 

Interview Team Strategy Meeting by sharing their 'Why' Statement as the final step 

in that meeting. 

http://www.pricelessprofessional.com/support-files/talent_sixstepinterviewagenda.pdf
http://www.pricelessprofessional.com/support-files/talent_sixstepinterviewagenda.pdf
http://www.pricelessprofessional.com/support-files/talent_sixstepinterviewagenda.pdf


How to Hire 

Superior Performers 

70 Best Practices, 

Strategies and Tips 

for Interviewers 

 

| Week 10 - Hiring Practices, Tips #46-50: 153 

 

Think 

Think about some of the great reasons there are for working at your company and 

about the position(s) you are filling.  What do you appreciate most about your 

company?  What have others who’ve worked in the open position most enjoyed and 

benefitted from being in that role? 

Be ready in the next Tip to spend five minutes creating and writing your 'Why' 

Statement. 

 

Avoid Hiring Mistake #10: 

Not selling the "why" of the company. 

Create and practice your ‘why” statement in advance 

and share it with the candidate at the end of the interview. 
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Week 11 - Hiring Practices, Tips #51-55: 

This Week's Focus: Thoroughly Evaluating Each Candidate  

This Week's Mantra: “I have an Interview Feedback Meeting with my Interview 

Team within 24 hours of each Interview. We thoroughly review and discuss each 

candidate.” 
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This Week's Mantra: “I have an Interview Feedback Meeting with my Interview 

Team within 24 hours of each Interview. We thoroughly review and discuss each 

candidate.” 

Week 11 – Hiring Practices and Interviewing Tip #51: 

It’s important to have a strong, succinct and impactful “WHY” Statement and to 

share it with your candidate as the last step in the T.A.L.E.N.T. Interview Agenda.  

Sharing a powerful and meaningful “WHY” statement will be one of the last 

impressions you leave with the candidate. 

The Strongest Candidate You Have Ever Interviewed Is Sitting In Front of 

You Right Now 

Imagine that you have just had THE BEST interview EVER with a candidate – his 

name: Incredible Ike.  Incredible Ike answered all of your competency behavioral-

based interview questions with strong and powerful examples.  His experience is 

stellar, and all the other interviewers rated him strongly as well. He seems to be the 

perfect fit for the job! 

You’re excited!  His experience and talent could make a huge difference on your 

team. It’s time to share WHY working in this job and in your company would benefit 

him.  The stakes are high and you are keen on creating the best impression possible. 

Would you rather wing it? Alternatively, would you rather have a planned and 

powerful ‘WHY’ to share with Incredible Ike? 

Sometimes ‘winging it’ can turnout okay, but most of the time, when you wing it, you 

share too much, too little, or your impact is not as strong as it could be. 

  

http://www.pricelessprofessional.com/support-files/talent_sixstepinterviewagenda.pdf
http://www.pricelessprofessional.com/motivating-employees.html
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Brainstorm and Then Practice So That You Are Ready for Incredible Ike 

Imagine that that perfect candidate, Incredible Ike, is sitting across from you now.  

1. Brainstorm** (an uncensored list) all the ideas and thoughts you have around 

why working at your company and in this role is so great. 

2. Pick 3 to 5 key points from your brainstorm list that best explain WHY 

working at your Company and in this position is desirable.  

**Use these prompts to get your brainstorming started: 

 Share the Organization’s Mission, Vision and Values 

 Describe the culture as dynamic, stimulating and growing 

 Mention low turnover, strong loyalty and employee commitment 

 Share about the awards the company has received 

 Detail the exciting and interesting aspects of the job 

 Outline the business results the company has accomplished 

 Talk about the forecast for the future 

 Remind him of the great location, benefits, leadership or team. 

 

“Words have incredible power. They can make people’s  

hearts soar, or they can make people’s hearts sore.” 

Dr. Mardy Grothe 

 

Avoid Hiring Mistake #10: 

Not selling the "why" of the company. 

Create and practice your “why” statement in advance 

and share it with each candidate at the end of the interview. 
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This Week's Mantra: “I have an Interview Feedback Meeting with my Interview 

Team within 24 hours of each Interview. We thoroughly review and discuss each 

candidate.” 

Week 11 – Hiring Practices and Interviewing Tip #52: 

The Interviews Are Over, Now You Have to Decide 

In Week 6 you learned about the five areas in the R.E.A.D.Y. Interview Team 

Strategy Meeting.  

At that meeting, before the interviews 

started, you scheduled an Evaluation & 

Feedback Selection Meeting that is held 

no longer than 24 hours after the interviews 

are completed. This meeting can be held in 

person or by conference call, and a 

mandatory meeting. 

Setting the Evaluation and Feedback meeting 

in advance by picking a time and date that is 

no more than 24 hours after the interviews is very important. 

You will know why scheduling in advance is so important IF you do not do it.  That’s 

because, without a mandatory meeting and commitment on their schedule, 

interviewers will get sidetracked and pulled in other directions. 

Without meaning to, your Evaluation and Feedback discussion will end up many days 

later, instead of right after the interview(s).  Without a pre-planned date and time, 

you will have to send additional follow up emails and calls to get everyone together – 

which is time I assume you don’t really have. 

Impressions and keen insights will be less clear and accurate a week later, and you 

will have to spend extra time trying to ‘round everyone up.’  Doing this second step 
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on the R.E.A.D.Y. Agenda, setting an Evaluation and Feedback Meeting in advance, 

is simply more efficient. 

Evaluation and Feedback about candidates is as important as the Planning 

and the actual Interview.  Make sure your Interview Team understands that the 

Evaluation and Review Meeting for discussion of candidates is mandatory.  They 

must call in or be there.  No excuses accepted.   
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This Week's Mantra: “I have an Interview Feedback Meeting with my Interview 

Team within 24 hours of each Interview. We thoroughly review and discuss each 

candidate.” 

Week 11 – Hiring Practices and Interviewing Tip #53: 

No longer than 24 hours after your Candidate Interview(s), you will hold an 

Evaluation and Feedback Meeting with your Interview Team. 

I suggest you use something like this Evaluation and Feedback Roll-Up Form to 

objectively and systematically gather input from each Interviewer, who will be asked 

to share their overall rating of each Candidate; using a 1 to 5 Ratings Scale. 

This Rating Scale is on a Candidate’s degree of Job Fit.  (Job Fit is a topic we covered 

in Week 4, Tip #17.)  Open and review the Evaluation Form now.  

In our next Tip, I will share more on the Job Fit Ratings Scale and show you how 

to use this form. 

http://www.pricelessprofessional.com/support-files/evaluation_feedback_rollupform.pdf
http://www.pricelessprofessional.com/motivating-employees.html
http://www.pricelessprofessional.com/support-files/evaluation_feedback_rollupform.pdf
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This Week's Mantra: “I have an Interview Feedback Meeting with my Interview 

Team within 24 hours of each Interview. We thoroughly review and discuss each 

candidate.” 

Week 11 – Hiring Practices and Interviewing Tip #54: 

The Evaluation and Feedback Roll-Up Form will help you objectively gather 

impressions and insight from each Interviewer. 

The Job Fit Ratings Scale 

Ask each Interviewer, one at a time, to share their overall Rating of the Candidate 

and to share why they gave the Candidate that rating.  

 

 

 

 

 

 

 

 

 

 

 

 

 

The Ratings Scale is 1 to 5. 

-5 is the highest score given, and 1 is the lowest.   

-The Rating Scales covers the four areas of Job Fit found on 

your Superior Performance Hiring Worksheet: 

 5 = Total Job Fit In Every Area 

 4 = Good Job Fit In Most Areas 

 3 = Moderate Job Fit In Some Areas   

 2 = Minimal Job Fit – Missing Fit in Some Areas 

 1 = Poor Job Fit – Missing Fit in Many Areas  

 

http://www.pricelessprofessional.com/support-files/evaluation_feedback_rollupform.pdf
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Using a Ratings Scale based upon the degree of job fit helps Interviewers: 

 Stay focused on job fit 

 Ensures that bias, assumptions and a candidate’s likability do not cloud 

selection decisions 

 Verbalize why they want one candidate over another 

 Focus on what the job needs for success. 

If all of the Interviewers work directly for you, it can be effective to have everyone 

else share their ratings and reasons before you do.  That will ensure that they do 

not’ hold back’ their true opinions and insights in order to court favor from their boss. 

Reminder – The Four Areas of Job Fit 

As a reminder the four areas of Job Fit between the job and the Candidate are:  

1. Background/Experience 

2. Communication Style 

3. Motivators  

4. Attitude, Ability and Competence Skills 

Interviewers will be reviewing the four areas of Job Fit from your Superior 

Performance Hiring Worksheet, which you shared with the Interview Team in your 

R.E.A.D.Y. Interview Team Strategy Meeting. 

 

  

http://www.pricelessprofessional.com/motivating-employees.html
http://www.pricelessprofessional.com/support-files/superiorperformancehiringworksheet_master2014.pdf
http://www.pricelessprofessional.com/support-files/superiorperformancehiringworksheet_master2014.pdf
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Example of a Complete Evaluation and Feedback Form: 
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This Week's Mantra: “I have an Interview Feedback Meeting with my Interview 

Team within 24 hours of each Interview. We thoroughly review and discuss each 

candidate.” 

Week 11 – Hiring Practices and Interviewing Tip #55: 

Earlier I shared with you an interesting study of 200,000 new hires.  In the study, 

50% of the people hired were gone, fired or left, after 18 month. 

When the researchers questioned the hiring managers of all the fired or resigned new 

hires 90% of the managers said, “I had a feeling, and I kind of thought, that 

something wasn’t right with that person – but I was busy. I wasn’t sure what the 

problem was exactly, so I ended up looking over my concerns and hired them 

anyway.” 

You know the company and the job well.  You have good instincts. Often times you 

will be able to sense that something’s “off” while interviewing, and so will your 

Interview Team. 

And if you and your Team use even half of the tools I’ve provided here in these Tips 

everyone will be better equipped to pinpoint exactly what’s “off” and you’ll have 

more confidence in sharing concerns and following up on them. 

Don’t shortchange the process by hurrying through the Evaluation and Feedback 

Process.  Use the Evaluation and Feedback Roll-Up Form to avoid Hiring Mistakes 11, 

12 and 13. 

Next, we’ll look at communication with the Candidate and how to conduct a 

Revealing Reference Check. 

  

http://www.pricelessprofessional.com/support-files/evaluation_feedback_rollupform.pdf
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Avoid Hiring Mistakes #11, #12 and #13: 

Not thoroughly discussing ratings and impressions from each interviewer; 

hurrying through. Not following up on any and all concerns about the 

candidate; not evaluating the candidate based on fit and attitude, in addition 

to skills and experience. Hold Evaluation and Feedback Meetings. Ask each 

Interviewer to share their impressions and rating based upon the Job Fit 

Ratings Scale. 
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Week 12 - Hiring Practices, Tips #56 - 60: 

This Week's Focus: Revealing Reference Checks 

This Week's Mantra: “I get helpful information from my reference checks because I 

conduct Revealing Reference checks." 
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This Week's Mantra: “I get helpful information from my reference checks because I 

conduct Revealing Reference checks." 

Week 12 – Hiring Practices and Interviewing Tip #56: 

While you are evaluating your top candidates and conducting reference checks, you 

must also remember to stay in touch with your top candidates to let them know 

where you are in the hiring process. 

Staying In Touch – What To Cover with Your Top Candidates 

Here are some areas you will want to cover: 

 Ask about any changes in the candidate’s status since the interview. 

 Ask if s/he has any new questions or concerns. 

 Listen for and ask about any new potential obstacles that would keep your 

candidate from starting work in your position.  (Other offers? Salary 

concerns?) 

 Remind the candidate how the position matches the candidate’s stated 

goals and interests. 

 Share, once again, the “why” of the position and for the company.  Do not 

oversell – simply remind the candidate of “all the good”. 

 Let them know the next steps in the process and set a date for a follow up 

conversation. 

Next, we look at how to conduct reference checks that will help you UNCOVER helpful 

information. 
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This Week's Mantra: “I get helpful information from my reference checks because I 

conduct Revealing Reference checks.” 

Week 12 – Hiring Practices and Interviewing Tip #57: 

When concerns are raised about a candidate in the Evaluation and Feedback 

meeting, do not ignore or brush them aside. 

Three Follow Up Options 

When concerns about a candidate are raised, there are three follow up actions you 

can take: 

1. Schedule another interview.   

a. In this interview with the candidate, focus only upon the areas of 

concern by asking more questions about that area. 

b. Refer to the Competency Behavioral-Based Interview Questions you 

developed in Week #6.   

c. Consider asking a new person to join the interview team and the 

interview – it could be someone with expertise and talent in the 

area(s) in question. 

2. Use a pre-hire assessment. 

a. If you decide to use a pre-hire assessment – the Department of 

Labor recommends that you measure at least three aspects of an 

individual, and that the results count for no more than 30% of any 

hiring decision. 

b. The pre-hire assessment I recommend is TriMetrix®. It measures the 

Acumen, Personal Skills, Rewards and Behaviors of the job and the 

person, and will show you where there are matches and where there 

are gaps.  You get a report pointing you to the exact areas of 

potential mismatch for follow up. 

3. You can conduct a Revealing Reference Check – an effective reference 

process I will walk you through in the next couple of Tips. 

http://www.pricelessprofessional.com/sales-management-assessment.html
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This Week's Mantra: “I get helpful information from my reference checks because I 

conduct Revealing Reference checks." 

Week 12 – Hiring Practices and Interviewing Tip #58: 

Resume Embellishment is Common 

Resume lies are common especially in a weakened economy where people are 

sometimes desperate to get a job.  Therefore, you must conduct a thorough 

reference check, and confirm that the information on the resume is accurate. 

People may stretch the truth on their resume or during the reference process.  

Studies show that one in four people admit to embellishing the truth on their 

resume. This makes it even more important to get accurate reference information 

beyond the resume.  

Five Reference Checking Mistakes 

Some of the biggest mistakes in reference checking include: 

1. Only checking with the references the candidate gives you.  SOLUTION: 

Get written agreement from the candidate to put you in contact with as many 

past bosses and mangers, listed in positions on the resume, as possible. 

2. The tendency of interviewers to downplay negative information 

uncovered during reference checks. SOLUTION:  Make a commitment right 

now that any and all negative information you uncover will be considered, 

discussed and followed up on.  (Your ability to have a team and company of 

superior performers depends on it!) 

3. Hiring managers have a tendency to ask references leading and vague 

questions. SOLUTION: Just like when you interview candidates, if you ask weak 

questions you get weak information information.  (Your Superior Performance 

Hiring Worksheet and the concerns raised around possible missing Job Fit areas 

during the Evaluation and Feedback Meeting will help you ask clear and specific 

questions when talking with references.)  
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4. Asking someone who is untrained in interviewing, and is not a part of the 

Interview Team, to conduct the reference check.  SOLUTION:  The quality of 

the information gathered by an uninformed person who has not been a part of the 

interview process will be weak and will net little useful information. 

5. Assuming that no useful information will be uncovered, that reference 

checks are illegal and settling for just confirming dates of employment. 

SOLUTION:  If you use the Reveling Reference Check Process (what I will review 

with you next) you can uncover helpful information. 

 

  

Employment Law author Donald Weiss says this, 

“Asking for reference information is perfectly legal, giving out false and 

malicious information IS illegal.  Also, withholding certain negative 

information CAN be illegal.” 
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This Week's Mantra: “I get helpful information from my reference checks because I 

conduct Revealing Reference checks.” 

Week 12 – Hiring Practices and Interviewing Tip #59: 

Conducting Revealing Reference Checks  

I discovered creative and effective 

reference checking ideas from Bradford 

Smart’s excellent hiring and high 

performance manual: Topgrading, 3rd 

Edition: The Proven Hiring and 

Promoting Method That Turbocharges 

Company Performance.  (Every hiring 

manager should own this powerful 

reference manual.) 

The steps Smart recommends in his 

book work, and are worth the extra effort, especially when you have unanswered 

concerns around a candidate or if you are filling a key, high impact position. 

The First Steps - Get Written Permission, Ask the Candidate to Let His Past 

Bosses Know... 

The first steps in the Conducting Revealing Reference Checks process are:  

1. Secure written permission from your candidate to talk to all past 

bosses.  You will want to go as far back as ten years. Create a simple 

reference permission Word document and have the candidate sign it. Scan the 

signed document and be ready to send it via email to each reference, if asked 

for it. 

2. Ask your candidate to reach out, in advance of your call, to let each of 

his/her past bosses know to expect a call from you. 

http://www.amazon.com/gp/product/1591845262/ref=as_li_qf_sp_asin_tl?ie=UTF8&camp=1789&creative=9325&creativeASIN=1591845262&linkCode=as2&tag=pricelprofesd-20
http://www.amazon.com/gp/product/1591845262/ref=as_li_qf_sp_asin_tl?ie=UTF8&camp=1789&creative=9325&creativeASIN=1591845262&linkCode=as2&tag=pricelprofesd-20
http://www.amazon.com/gp/product/1591845262/ref=as_li_qf_sp_asin_tl?ie=UTF8&camp=1789&creative=9325&creativeASIN=1591845262&linkCode=as2&tag=pricelprofesd-20
http://www.amazon.com/gp/product/1591845262/ref=as_li_qf_sp_asin_tl?ie=UTF8&camp=1789&creative=9325&creativeASIN=1591845262&linkCode=as2&tag=pricelprofesd-20
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3. If the candidate cannot share contact information from a current employer 

make hiring contingent upon no negative surprises uncovered from a reference 

check with that employer, after s/he is on board. 

Making the Calls – Make a Difference Strategy Steps – Off-Hour Calls, Tone, 

Press for Specifics 

Next, you want to make calls at an off-hour, early in the morning, late in the 

day and on the weekend. People will tend to be more relaxed and open if you call 

outside of normal business hours. When you reach the reference, promise him/her 

confidentiality. 

Create the tone of a trusted colleague and fellow professional who knows the 

applicant well and who will be able to do a better job of managing the candidate if 

the reference will be kind enough to share honest insights. If you are getting a 

‘whitewash,’ (vague positive comments) inquire about negatives specifically. 

Just like when you are interviewing candidates, take notes during the 

conversation. 

Next, I will share with you a word-for-word script you will want to use when calling 

references. 
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This Week's Mantra: “I get helpful information from my reference checks because I 

conduct Revealing Reference checks.” 

Week 12 – Hiring Practices and Interviewing Tip #60: 

Revealing Reference Check Script 

The Revealing Reference check script, and each of the steps shared in Tip #59, will 

help you get better information.  Be ready to take notes and to press for specifics.  

Just follow the script below, and you will be amazed on how well it works!  (Print the 

script here.) 

 

 

Opening the Call** 

“Hello___name of reference___ . Thank you very much for accepting 

my call.  As __candidate’s name___ indicated we are considering 

bringing her/him onboard for the position of ___position___.” 

Closing Reference Call Script** 

“Thank you… I would like to thank you very much for your 

insightful and useful comments and suggestions.  Before we close  

please let me know which of your comments I can share with  

others and which should just be between the two of us.” 

http://www.pricelessprofessional.com/support-files/conductingrevealingreferencechecksscript.pdf
http://www.pricelessprofessional.com/support-files/conductingrevealingreferencechecksscript.pdf
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Nine Reference Check Questions To Ask: 

1. What would you consider are _candidate’s name_ strengths, assets, 

things you like and respect? 

2. What are _candidate’s name_ shortcomings, weak points and areas 

of improvement? 

3. Would you please clarify what _candidate’s name_ responsibilities 

were in the position? 

4. On a scale of excellent, good, fair or poor, how would you rate 

_candidate’s name_ overall performance?  Why did you give 

him/her that rating? 

5. Just to clean up a few details: What were _candidate’s name_ 

starting and final employment dates?  

6. What were _candidate’s name_ initial and final compensation 

levels? 

7. Let me tell you more about the job _candidate’s name_  is applying 

for...  How do you think _candidate’s name_ might fit in the job? 

8. Would you please rate _candidate’s name_ on these categories, 

excellent, good, fair and poor scale. (Share the top attitude, 

ability and competence skills used in the job. Ask for a rating for 

each area and comments.) 

9. What would be your best advice to me for how I could best manage 

_candidate’s name_? Do you have any final comments or 

suggestions about _candidate’s name_? 
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Use the Revealing Reference Check Script. I guarantee you will get revealing 

information from candidate references.  

**From: Topgrading by Bradford Smart, PhD. An EXCELLENT hiring & interviewing 

reference manual 

Book: Topgrading, 3rd Edition: The Proven Hiring and Promoting Method 

That Turbocharges Company Performance 

Kindle: Topgrading, 3rd Edition: The Proven Hiring and Promoting Method 

That Turbocharges Company Performance 

 

Avoid Hiring Mistakes #12: 

Not following up on any and all concerns about 

the candidate. Conduct Revealing Reference Checks. 

  

Closing the Call: 

“I would like to thank you very much for your insightful and useful 

comments and suggestions.  Before we close, please let me know  

which of your comments I can share with others, and which  

should just be between the two of us.” 

 

http://www.pricelessprofessional.com/support-files/conductingrevealingreferencechecksscript.pdf
http://www.amazon.com/gp/product/1591845262/ref=as_li_qf_sp_asin_tl?ie=UTF8&camp=1789&creative=9325&creativeASIN=1591845262&linkCode=as2&tag=pricelprofesd-20
http://www.amazon.com/gp/product/1591845262/ref=as_li_qf_sp_asin_tl?ie=UTF8&camp=1789&creative=9325&creativeASIN=1591845262&linkCode=as2&tag=pricelprofesd-20
http://www.amazon.com/gp/product/B0074VTH02/ref=as_li_qf_sp_asin_tl?ie=UTF8&camp=1789&creative=9325&creativeASIN=B0074VTH02&linkCode=as2&tag=pricelprofesd-20
http://www.amazon.com/gp/product/B0074VTH02/ref=as_li_qf_sp_asin_tl?ie=UTF8&camp=1789&creative=9325&creativeASIN=B0074VTH02&linkCode=as2&tag=pricelprofesd-20


How to Hire 

Superior Performers 

70 Best Practices, 

Strategies and Tips 

for Interviewers 

 

| Week 13 - Hiring Practices, Tips #61 - 65: 176 

 

 

 

Week 13 - Hiring Practices, Tips #61 - 65: 

This Week’s Focus: Offer Rejection, Interview Team Review Check Lists and 

Helping New Hires Succeed. 

This Week’s Mantra: “Once the interviews are over and offers are made, my work’s 

not done.  I debrief and review how well the interview team and our process worked.  

I also provide new hire support.” 
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This Week’s Mantra: “Once the interviews are over and offers are made, my work’s 

not done.  I debrief and review how well the interview team and our process worked.  

I also provide new hire support.” 

Week 13 – Hiring Practices and Interviewing Tip #61: 

You Feel Good 

You prepped your interview team, your interviews were thorough and focused, you 

held feedback and evaluation discussions about candidates and you conducted 

revealing reference checks. You believe you've done everything right in the 

interview process. 

You Feel Devastated 

You make the offer to your top candidate, and darn it, it was rejected! You find out 

through the grapevine that s/he is going to work for your competitor! 

A Word of Caution 

Once a candidate rejects your offer, you may feel a strong sense of urgency to start 

the interview process right away.  The last thing you probably want to do is slow 

down and analyze the process to determine if you and your team did anything 

wrong.   

While it makes sense to move quickly, I caution you to stop for at least an hour.  I 

want you to run through the Interview Process Check List (below) and determine if 

you need to make any corrections in your interview process before you start again.  

You don't want to make the same mistake and end up back in the same place, a few 

weeks later, do you? ‘ 

Take a little bit of time now to review my When Candidates Reject Your Offer - 

Interview Process Check List BEFORE you start interviewing again. 

When Candidates Reject Your Offer - Interview Process Check List: 
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1. Review your Superior Performance Hiring Worksheet created for this 

Position.  In hindsight, are you confident that you are selecting people who fit 

your hiring profile?  

a. If not go back to Week 4 - Tips 16-20 and walk through the Four Areas of 

Job Fit for this position again. 

b. If you are sure that you have the right job profile, and that the people 

you made offers to were a fit for the job, start reviewing these next four 

areas of your interview process. 

2. Is each interviewer asking competency behavioral-based questions, AND are they 

fully listening to the answers? 

a. If you have naturally talkative people as interviewers, they may be 

interrupting the candidate’s answers. This could contribute to having an 

incomplete opinion of the candidate and giving a higher rating than 

deserved. 

b. Verify that each interviewer understands how to listen aggressively, 

which is listening more than talking. Do not skip over this simple but very 

big mistake made by most interviewers.  May sure your interviewers 

understand the importance of, and how to, listen aggressively. 

3. Review each interviewer’s top selling points and "why" statements that 

they share with candidates.  Are they offering clear and compelling points? 

Do they each know how to talk about the job and the company in an inspiring and 

accurate manner?   

a. Are your interviewers using subjective terms to describe your features like 

"work/life balance" and "growth opportunities" during the interview?   

b. Help Interviewers differentiate the company by making company benefits, 

like "growth opportunities" more real by showing how frequently they occur 

and citing specific real-life examples (or stories) that candidates can 

directly relate to.   

c. If your interviewers are not trained sales people they may need a little 

more sales help for sharing their "why" in the interview.  
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4. Do you have current "job holders" on the Interview Team?  Candidates 

generally, when possible, like to talk to people who are actually doing the job.  If 

you have current job holder(s) that you can train in interviewing, and who will 

represent the job and the company well, add them to your Interview Team. 

5. Review the length of time between the candidate's last interview and 

your offer. Could the time delay have left the candidate "hanging" for weeks 

with little or no contact from you or others?  Did you strike the right balance 

between being thorough in your candidate evaluations and making an offer within 

a reasonable time period?  
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This Week’s Mantra: “Once the interviews are over and offers are made, my work’s 

not done.  I debrief and review how well the interview team and our process worked.  

I also provide new hire support.” 

Week 13 – Hiring Practices and Interviewing Tip #62: 

Do You Have Unprepared Interviewers? 

If you noticed, during the Evaluation and Feedback Meeting, that members of your 

Interview Team were not prepared and were unable to offer thoughtful insights about 

a candidate's capabilities, it’s time to have a discussion. 

Each interviewer's input matters and if any one seemed to fall down on the job, 

this issue could contribute to future poor hiring decisions.  

Discussion Guideline for Unprepared Interview Team Members 

Review these areas to determine the next best steps for the unprepared interview 

team member.  Have a face-to-face meeting with the unprepared interview team 

member. 

Ask: 

1. What do you think you did well as an interviewer in this last interview round of 

candidates? 

2. What do think you could have done better as an interviewer during this last 

interview round of candidates? 

3. On a scale of 1 to 5 - 1 being a poor interviewer, “I did everything wrong,” and 5 

being a great interviewer – “I did everything just right,” how would you rate 

yourself?  Why did you give yourself that rating?  

Listen to the interviewer's answers closely. S/he may already be aware that 

improvement is necessary.  S/he may also have a reason for lower performance that 

you do not know about. 
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Asking questions FIRST, before you share what you observed and what you expect, 

gives you an opportunity to better understand this person's level of self-awareness 

and helps let them know how important participation in the process is. 

Once you have listened to this interviewer’s answers to the three questions, be 

ready to share your observations of his/her performance as well as your 

expectations. Let this interviewer know what is acceptable and unacceptable and, 

specifically, where you want to see improvement. 

If you determine that this person needs additional training, provide it. Remember, 

according to numerous studies, that everyone recalls about 20% of what they 

learn a month after a training class.  If this interviewer needs to read these Tips 

again or they need take the same interview training class (like my How To Conduct 

An Interview eClass) again, encourage them to do so. 

If you realize this person has a commitment problem, determine if there are 

actions that would re-awaken his/her commitment.  If the situation cannot be 

resolved, replace the interview team member with someone who is both trained and 

committed.  Your good hiring decisions depend on it!  

  

  

http://www.pricelessprofessional.com/how-to-conduct-an-interview.html
http://www.pricelessprofessional.com/how-to-conduct-an-interview.html
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This Week’s Mantra: “Once the interviews are over and offers are made, my work’s 

not done.  I debrief and review how well the interview team and our process worked.  

I also provide new hire support.” 

Week 13 – Hiring Practices and Interviewing Tip #63: 

More to Do – Stay In Touch 

You’ve made the offer and your best candidate has accepted!  Yea!  Woohoo!  Good 

news… You are done with hiring for a while!  Whoa.  Wrong.  Oops.  There is still 

more to do. 

Your new hire is not there until s/he is actually there. 

 That means you will want to send emails and keep in phone contact with your 

candidate/new hire until s/he is actually on board. 

o You want to stay in touch at least once a week. 

o Make it your goal to get the person on board as soon as possible. 

 Be sure to provide a full explanation about what happens next, around the paper 

work and who else will be following up. 

o Provide the entire picture of everything that will happen – from 

paperwork, picking a start date, selecting benefits and more. 

o An informed new hire is a happy-I'll-be-there-on-my-start-date, new hire. 

Remember, “They’re not here until they’re here!” 

 

  

Your new hire is not there until s/he is actually there. 
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This Week’s Mantra: “Once the interviews are over and offers are made, my work’s 

not done.  I debrief and review how well the interview team and our process worked.  

I also provide new hire support.” 

Week 13 – Hiring Practices and Interviewing Tip #64: 

Your First Day 

Do you remember your first day, week or month in your first job with the company 

you’re with now?  How did you feel?  What did you need from your new manager and 

your team?  Did they do a good job or bad job of welcoming you, and integrating 

you, into the company and your new position?  What worked?  What would have 

been better? 

22% of Turnover Occurs in the First Forty-Five Days 

Helping a new employee settle-in quickly and successfully can influence whether an 

employee stays or goes.  According to the Society of Human Resource Management 

Association, 22% of staff turnover occurs in the first forty-five days of 

employment and 46% of rookies wash out in their first 18 months. 

Whether your company is large or small, has a structured new hire training program 

or not, there are things you and your team can do to ensure that your new hire feels 

welcomed, is quickly integrated into the team so that s/he can be productive and 

stay with you. 

Your Goals: Reduce Fear, Increase Understanding and Help Him/Her Get Up 

To Speed Quickly 

 You want to reduce the new-hires' fears.  Even seasoned executives 

anticipate a new move, into a new company. 

  



How to Hire 

Superior Performers 

70 Best Practices, 

Strategies and Tips 

for Interviewers 

 

| Week 13 - Hiring Practices, Tips #61 - 65: 184 

 

 Increase the understanding of the company and team. Help your new hire 

understand the culture, structure, and product line and business vision.  The 

more background knowledge new hires have about the big picture, the more 

the new hire will understand his or her impact on the company. 

 Help the new hire get up to speed and be productive quickly. This will 

help the bottom line, relieve the team of the extra work they have been doing 

and will ensure that the new hire feels good about, and committed to, the 

work. 

If you reduce fears, increase understanding and help your new hire be productive 

quickly, you will reduce new employee turnover. 

In the next Tip, I will provide 32 practical and fun ideas, productivity tools and 

assimilation techniques you can use to build new hire commitment and engagement 

quickly. 
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This Week’s Mantra: “Once the interviews are over and offers are made, my work’s 

not done.  I debrief and review how well the interview team and our process worked.  

I also provide new hire support.” 

Week 13 – Hiring Practices and Interviewing Tip #65: 

46% of Rookies Wash Out in the First 18 Months 

According to the Society of Human Resource Management Association, 22% of staff 

turnover occurs in the first forty-five days of employment and 46% of rookies wash 

out in their first 18 months, based upon a study of 20,000 newly hired employees. 

YOU want to beat those statistics, and you can.  

To do so you must reduce your new hire’s fears, and focus on increasing their 

understanding of the company and this job so s/he can become happily productive 

more quickly. 

Mandatory In the First Week 

If you only do ONE THING for your 

new hire, you must share the 

Performance Dashboard for this 

position. Job descriptions are helpful, 

but are often long, complicated and 

overwhelming to a new person in the 

job. 

What If…? 

What if you were a new teenage 

driver taking your first week of 

driving lessons and your driving teacher removed all of the dials on the car’s 

dashboard?   
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What if your teacher never even mentioned the dashboard to you, and required that 

you read and learn about driving through the two-hundred and fifty-page car owner 

manual that he plopped down on your desk on your first day of driving school?   

What if he told you, “Everything you need to know about driving is in that manual, 

good luck?”  In addition, you never saw him again until many weeks later?   

That seems like a crazy and backward way to teach someone how to become a good 

driver, doesn’t it? 

Share the Performance Dashboard the First Week 

Job descriptions are often long, complicated and hard for new hires to decipher in the 

first few weeks when they’re still trying to find the bathroom and remember your 

name!  

Yes, you can give them the job description and other company materials for ongoing 

reading and understanding.  

However, make sure you take the last 

step in the ‘How to Hire Superior 

Performers Process’ by sharing with 

each new hire which “dials” are 

most important on the job’ by 

sharing the Performance 

Dashboard.  

Imagine their relief and interest when 

you provide them with the three to 

five focus areas that are most 

important for success on the job.   

Work with the new employee to create measurable and achievable goals for each 

Performance Expectation in the Dashboard for the first three months on the job.  
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Sharing the Performance Dashboard and setting up measurements for each of the 

three to five performance expectations will instill confidence in your new hires. 

They will have a clear direction and understanding about what is most 

important.  This will reduce fear and increase their understanding of the job, 

thereby setting them up for greater success. 

32 Additional Fun Ideas, Orientation Suggestions and  Productivity Tools  for 

Welcoming New Hires 

Choose the ideas that will work best within your company and your team.  If you 

only do one thing with your new hire, share the Performance Dashboard.  Anything 

else is extra. 

Remember: Your goals are to reduce fear and increase understanding so that they 

are productive quickly and so that they want to stay. 

Simple and Fun Ideas To Welcome New Employees: 

1. Have the CEO or top executive welcome them to the organization with a 

phone call or letter.  

2. Have a new hire luncheon on the first day to meet the team.  

3. Hang a welcome banner for his or her workspace signed by everyone.  

4. Take a team picture on the first day and have it signed by all. 

5. Place a notice in the local paper welcoming them to let everyone know of 

your new team member (like consulting and law firms do).  

6. Give them a plaque - celebrating their first day.  

7. Place a welcome note and/or picture on your corporate web site.  

8. Give them a "pre-dated" 5-year pin to show them that you expect them 

to be part of the team for a long time.  

9. Give them a “meet everyone card” that requires (rewards) them for 

getting the initials of all key team members on the card during the first 

14 days.  



How to Hire 

Superior Performers 

70 Best Practices, 

Strategies and Tips 

for Interviewers 

 

| Week 13 - Hiring Practices, Tips #61 - 65: 188 

 

10. Give them a “new hire” reserved parking spot to celebrate their first 

week.  

11. Give them $25 gift certificates to give to the top five mentors that help 

them the most during their first week/month.  

12. Get the manager to ask them for a “What they dislike” list. Develop a 

“More or Less of” list and then manage to it.  

13. Ask them about how they like to be managed. Manage toward it.  

(Consider having the New Hire take a DISC Assessment, which outlines 

How They Like to Be Managed, Do’s and Don’ts for Communication and 

more…) 

14. Give them five “free lunch coupons” to use with co-workers so that they 

will rapidly get to know them and the local restaurants as well.  

15. Expand the recruiter’s job description to include staying in touch with 

“their hires” and using their knowledge to help managers understand and 

manage their new employees.  

16. Give them a “Rouges” gallery (pictures of the whole team) of all team 

members so it will be easier for them to put names with the faces they 

meet.  

Time to Productivity Tools for New Employees 

Many workers encounter delays and frustrations in getting the tools and training they 

need in their new job. Here are a few ideas that might help minimize these kinds of 

distractions: 

17. Change the managers’ and teams’ performance appraisal and reward 

systems to include time to productivity. 

18. Prior to starting, set-up their e-mail address, password, telephone #, ID 

card, corporate credit card, a departmental org chart, telephone 

directory, and more.  

http://www.pricelessprofessional.com/take-a-personality-quiz.html
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19. Provide a glossary of acronyms, buzzwords and on-line FAQ's so they 

quickly feel a part of the company culture. Knowing these words might 

also decrease the number of errors on the job. 

20. Assign a departmental “mentor” to assist them during the first month.  

21. Give them a copy of your mission and vision statement, your 

department’s short-term plan and organizational chart prior to the first 

day.  

22. Have their business cards mailed to their house before their first day.  

23. Do a survey of your past “new hires” and identify their problems, 

frustrations and things they would like to have “More of” and “Less of.”   

24. Pre-assess the training needs of the candidate and schedule the required 

development before the candidate starts.  

25. Pre-schedule a series of one-on-one meetings to discuss questions and 

identify any frustrations or problems.  

26. Do a frustration (barriers to productivity) survey among all new hires at 

the end of the first, third and sixth month. Manage to the results.  

Additional Assimilation and Orientation tools 

27. Do not let the “intern” or Human Resources Benefits person do the entire 

orientation! Dump the dull videos and take out the boring stuff.  

28. Extend the orientation to at least a week (to as much as 6 weeks) so that 

you don't initially overwhelm them with information. Don’t do it all in one 

day.  

29. If s/he is new to the area give them a list of the “best” restaurants, 

schools, childcare, etc., in the neighborhood to help them feel 

comfortable with their new neighborhood. 

30. If they have relocated, consider getting the spouses and kids of your 

current employees to help orient the family to the “cool things” in the 

community.  
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31. Develop a New Hire private Facebook page to help them help each other. 

Consider forming an affinity group and pay for their lunches.  

32. Do a post-orientation survey and ask them what they want more of and 

less of from orientation. Ask them to write down any new ideas or 

solutions they have on how to improve orientation, and then use them.  
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Week 14 Summary Week: Tip #66: 

Costs of Turnover and the Biggest Interview Mistakes 

This is Week 14 – the last week of How to Hire Superior Performers Tips. I’ll review 

the key research, tips, actions and steps that were covered over the past 13 weeks.  

Make notes during this review of the Tips and Steps that are most important for you 

to recall and use. 

Keep These Costs, Associated With Bad Hiring, in Mind If You Ever “Get Too 

Busy” To Take the Time to Hire Right 

 Over $250 billion a year is lost in productivity by Workers who are not 

committed to (and probably are not a good fit for) their work. 

 The cost to replace an employee who voluntarily quits a company is 1.5 

times that employee's salary. (Source Deloitte and Touche)   

 The cost to replace a high impact employee, like a Sales Person, Leader and/or 

an Executive, after you determine you've made a hiring mistake and need to 

hire a replacement, is 8 times that employees' salary. (Source: Topgrading: 

How Leading Companies Win By Hiring, Coaching and Keeping the Best 

People.)    

  

http://www.pricelessprofessional.com/secret-to-superior-performance.html
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Costs of Turnover Include: 

 The productivity of the departing team member usually declines dramatically 

before s/he leaves. 

 Your daily productivity takes a hit as you try to manage, motivate and lead low 

performing employees to higher performance, and as you manage the firing 

process. 

 You incur loss of productivity during the time the position is vacant. 

 The entire team’s productivity takes a hit as everyone works to fill in the gaps 

left with this open position. 

 If the position involved customer interaction and relationships, you can end up 

losing customers and/or sales. 

 Once you hire someone new – there’s always a learning curve. You incur 

productivity losses until the new person gets up to speed. 

 In addition to the productivity and customer costs - you will now have hard 

costs related to filling positions, including placing advertisements, recruiting, 

using hiring assessments, running background checks and more. 

 Finally, here’s another subtle but potentially devastating loss: that is the cost 

to your career and future advancement.  When you have high turnover and 

losses of productivity your ability to manage and lead well, could come into 

question.  

From the Online Quiz - The Top 13 Hiring and Interview Mistakes Are: 

Focus Area #1 - Planning 

 Mistake 1: Being unclear about the performance expectations in the position.  

 Mistake 2: Being unclear about the specific skills, motives, behaviors and 

attitude required for superior performance in the position. 

 Mistake 3: Interviewing alone, not getting the team involved in the process.  

 Mistake 4: Not assigning focus areas to each interview team member.  
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Focus Area #2 - Interviewing 

 Mistake 5: Not using competency, behavioral-based interview questions.  

 Mistake 6: Not looking for high performance attributes Personal Accountability 

and Time Management.  

 Mistake 7: Talking too much, covering-up for silence. Not staying response-

neutral.  

 Mistake 8: Not taking notes.   

 Mistake 9: Not pressing for specific examples and not digging deeper into 

performance areas that are vague.  

 Mistake 10: Not selling the “why” of the company and the position. 

Focus Area #3 - Selection 

 Mistake 11: Not thoroughly discussing ratings and impressions from each 

interviewer.  

 Mistake 12: Hurrying through. Not following up on any and all concerns about 

the candidate.  

 Mistake 13: Not evaluating the candidate based on fit and attitude, in addition 

to skills and experience.   

The Hiring Mistakes Quiz Link 

  

http://www.pricelessprofessional.com/management-interview-questions.html
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Week 14 Summary: Tip #67  

Better Planning: Creating a Performance Dashboard, Focusing on Job Fit and 

the Superior Performance Hiring Worksheet 

We continue this Summary Week with more Top Tips and Reminders of what we 

covered together over the past 13 weeks of 

How to Hire Superior Performers Tips.  

Having a Performance Dashboard when hiring 

helps you hire superior performers because it 

helps interviewers keep their focus on what 

the job needs, which helps remove the 

problem of personal bias and assumption.   

Your Performance Dashboard will help your 

interview team be more objective, specific and 

rigorous about the background, motivators, attitude, ability and competence needed 

in candidates, for success on the job. 
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How Do You Know If You Have the Right Performance Dashboard? 

You will know you have created a good Performance Dashboard by applying this 

simple Litmus Test to each of the three to five performance expectations: “This 

Expectation is so important that, if not done well in the job, the person and the job 

will have failed.” 

 

  

The Litmus Test for Knowing If You Have the Right Dashboard:  

Each of the three to five performance expectations should  

be able to pass this litmus test:  

“This performance expectation is so important that, if not done  

well in the job, the person and the job will have failed. 
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Three Performance Dashboard Steps 

There are three steps you will use to create a Performance Dashboard.  Remember 

these steps with the acronym: R.P.M. 

Recapping Why It’s So Important and How It Helps You 

Here is a recap of what a Performance Dashboard does for you and why it’s so 

important.  A Performance Dashboard: 

 Helps you create clearer, more specific and very accurate job postings when 

advertising an open Position. 

 Keeps interviewers focused on the behaviors, motivators, attitude, ability and 

competence skills that are most important for success in the job, which helps 

you avoid making assumptions and removes the problem of unconscious bias. 

 Ensures that interviewers ask the right questions because the questions are 

based upon what’s most important for success in the job. 

 Provides the right selection criteria when making final selection decisions, so 

that interviewers do not over-focus on the candidate's likability and/or 

background. 

 Delivers a consistent message to all candidates about what the performance 

expectations are for the job. 

Three Performance Dashboard Steps – R.P.M.: 

Step 1.   R. Respond & Brainstorm Question  

 

Step 2.   P. Place Responses, Create Headlines & Prioritize 

 

Step 3.   M. Metrics Are Added & Interview Questions Selected 
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 Helps leaders instill confidence in new hires because leaders can now share a 

clear direction about what is most important in the job, thereby setting new 

hires up for greater success. 

Post Your Questions Here 

As you create your Performance Dashboard, using the R.P.M. steps, please let me 

know what questions, insights or comments you have by going to the Comments 

section of my video article page and posting your thoughts.  I will quickly respond 

and answer any and all questions and feedback that you share. 

Evaluating Job Fit Means Finding Match in Four Areas 

There are four areas of match:  

1. Background/Experience 

2. Communication Style 

3. Motivators  

4. Attitude, Ability & Competence 

Four Areas of Job Fit Car Analogy 

To understand each of the four areas I show you how two candidates match a job 

with the analogy of a car and the highway in this blog article: Motivating Employees 

Is Impossible Without This… 

  

http://www.pricelessprofessional.com/goal-setting-guidelines.html#comments
http://www.pricelessprofessional.com/goal-setting-guidelines.html#comments
http://www.pricelessprofessional.com/motivating-employees.html
http://www.pricelessprofessional.com/motivating-employees.html
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Creating a Superior Performance Hiring Worksheet 

Using the four areas of Job Fit, the next 

step is to complete the Superior 

Performance Hiring Worksheet. 

This Worksheet is your hiring template 

for your perfect candidate.  It outlines 

your perfect candidates: 

 Background & Experience  (roads 

traveled) 

 Communication Style and 

Behaviors (how the car should 

look) 

 Rewards and Motivators (the gas needed to go) 

 Attitude, Ability and Competence (what’s under the hood). 

 

This worksheet becomes a “snap shot” of your ideal candidate and you complete it by 

referring to your Performance Dashboard and by referring to the Behaviors, 

Motivators and Attitude, Ability and Competency Lists provided in Tips #’s 19 & 20 

and in Appendix B. 

Make a note of this direct link to the Superior Performance Hiring 

Worksheet - so you can access it for use with other Positions:  

http://tinyurl.com/hiring-worksheet 

http://www.pricelessprofessional.com/motivating-employees.html
http://www.pricelessprofessional.com/support-files/superiorperformancehiringworksheet_master2014.pdf
http://www.pricelessprofessional.com/support-files/superiorperformancehiringworksheet_master2014.pdf
http://tinyurl.com/hiring-worksheet
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Your final version of your Superior Performance Hiring Worksheet for each position 

serves as an interview and selection guide for each interview and will keep your 

interview team focused upon what’s most important for success in the position. 
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Week #14 Summary: Tip 68 

Creating the Best Interview Questions &  

Getting Your Interview Team R.E.A.D.Y. 

Three Steps for How to Create Competency Behavioral-Based Interview Questions: 

Step 1: Pick a competency from your 

Superior Performance Hiring Worksheet. 

Step 2: Review the definition of that 

competency. 

Step 3: Add a situational statement to the 

definition: 

 Tell me about a time where you… 

 Explain how you have handled a 

situation where you… 

 What did you like/dislike about… 

 Describe the outcome… 

 Give me a specific example of a time when you had to… 

 How important is… 
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Download this Writable PDF Worksheet to Create Your Questions 

Getting Your Interview Team R.E.A.D.Y. 

Benefits of an Interview Team – IF They Are Trained and Prepared 

The benefits of involving others in the 

Interview process are many, they 

include: 

 More ‘eyes’ and insights from 

others about candidates 

 Ability to dive deeper into 

important topics by dividing up 

focus areas during the interview 

 Can be used as a development 

opportunity to up and coming 

leaders in the organization 

 Creates increased buy-in and support for the new hire 

 Can improve new hire retention 

Two Important Interviewer Selection Criteria 

I recommend that the people you select to be on your Interview Team meet these 

two important criteria: 

1. Each person must have a vested interested in the success of the position.  

2. Each person should have some training on how to interview.   

  

http://www.pricelessprofessional.com/support-files/threesteps_interviewquestion_work_sheet.pdf
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Interview Team Strategy Meeting Agenda 

This meeting is quick, focused and very important.  Schedule this meeting before 

the first interviews of every open position.  The meeting will last between 30 to 45 

minutes and can be in person or via conference call. 

Let the Interview Team know that this meeting is a mandatory meeting. Your 

ability to hire superior performers hinges on having a prepared Interview Team. 

The format and agenda for your Interview Team Strategy Meeting involves five 

simple actions, easily remembered with the acronym: R.E.A.D.Y. (Download One-

Page Meeting Agenda Worksheet.) 

Review 

Evaluation & Feedback Selection Meeting Scheduled 

Assign Interview Focus Areas 

Determine & Create Competency, Behavioral-Based Interview Questions 

Y "Why" Sharing by Each Interview Team Member 

Print out this one-page R.E.A.D.Y. Worksheet for quick and easy reference for your 

next Interview Team Strategy Meeting. 

http://www.pricelessprofessional.com/support-files/ready_interview_teamstrategy_meetingform.pdf
http://www.pricelessprofessional.com/support-files/ready_interview_teamstrategy_meetingform.pdf
http://www.pricelessprofessional.com/support-files/ready_interview_teamstrategy_meetingform.pdf
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Week #14 Summary: Tip 69 

Two Superior Performance Skills, Nine Basics of for a Good Interview and a 

Six Part Interview Agenda T.A.LE.N.T. 

Defining Personal Accountability 

Personal Accountability is the ability to be responsible for the consequences of one's 

own actions and decisions; acknowledging without hesitation or guilt one's 

accomplishments and wins. It is also embracing all decisions and not shifting focus or 

blame somewhere else or onto others. 

Bottom Line:  An employee who has strong personal accountability skills 

NEVER blames others for problems at work.  S/he will quickly acknowledge all 

mistakes, will not waste time trying to cover mistakes up and will move quickly 

toward finding and implementing solutions. 
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Two Key Reasons Why Personal Accountability Matters 

It is important to look for this personal skill in the people you hire because: 

1. All jobs require it and all superior performers have it.   

2. If you do not have it – it could be costly to your bottom line. 

Typical Behaviors of a Person with High Personal Accountability: 

 Will forge ahead with little or no hesitation in the face of difficulty or adversity. 

 Can handle criticism from others with no outward sign of resentment. 

 Is self-motivated rather than relying on external resources for motivation. 

 Easily acknowledges others’ wins, without hesitation. 

 Quickly acknowledges errors and moves toward finding solutions; does not 

spend any time trying to ‘cover up’ mistakes. 

 Is future-focused.  

 Learns from wins and mistakes, and is constantly improving.  

Defining Personal Accountability 

Personal Accountability is the ability to be responsible 

for the consequences of one's own actions and decisions; 

acknowledging without hesitation or guilt one's accomplishments and 

wins. It is also embracing  

all decisions and not shifting focus or blame  

somewhere else or on others. 
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Six Personal Accountability Interview Questions 

Print this two-page Personal Accountability interview questions summary so you can 

have these questions handy for your next interview. Download this Six Personal 

Accountability Interview Questions PDF. 

Defining Time Management Skills 

A person with strong time management skills has mastered their ability to prioritize 

and complete tasks in order to deliver desired outcomes within allotted time frames. 

People who have strong time management skills do not just react to events around 

them. They know how to plan their schedule so that they meet their obligations and 

their own needs. They choose, and adequately manage, their time and schedule. 

People who are high in this area generally feel enthusiastic about their work, and 

know how to manage their life so that they have the time and energy to excel and 

enjoy everything they participate in. 

 

 

  

Defining Time Management Skills 

A person with strong time management skills  

has mastered their ability to prioritize and complete tasks in order to 

deliver desired outcomes within allotted timeframes. 

http://www.pricelessprofessional.com/support-files/six_best_interview_questions_feb2011.pdf
http://www.pricelessprofessional.com/support-files/six_best_interview_questions_feb2011.pdf
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Typical Behaviors of People Who Have Strong Time Management Skills 

 Independently pursues business objectives in an organized and efficient 

manner. 

 Prioritizes activities as necessary to meet job responsibilities. 

 Maintains required level of activity toward achieving goals without direct 

supervision. 

 Minimizes workflow disruptions and time wasters to complete high quality 

work within a specified timeframe. 

Twelve Time management Skills and Six Job Commitment Interview 

Questions 

Print this two-page handout with 18 interview questions (12 Time Management and 6 

Job Commitment). 

Nine Interview Basics: 

1. Start and end on time. 

2. Clarify & explain the overall 

interview process. 

3. Do not allow outside 

interruptions. 

4. Encourage candidate to talk. 

(The candidate should talk: 

75-80% of the time.) 

5. Maintain eye contact. 

6. Use the candidate’s name. 

7. Allow silence. 

8. Be pleasant, but response-

neutral. 

9. Listen aggressively. 

http://www.pricelessprofessional.com/support-files/selfmanagementskillsinterviewquestionsppd2013.pdf
http://www.pricelessprofessional.com/support-files/selfmanagementskillsinterviewquestionsppd2013.pdf
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T.A.L.E.N.T. – A Six-Part Interview Agenda 

 Step 1: T. THANK: Introduce self, thank the candidate, and explain the 

interview agenda. 

 Step 2: A. ASK: Ask competency, behavioral-based interview questions. 

 Step 3: L. LISTEN AGGRESSIVELY: Listen to talk ratio 80:20 (candidate 

talks 80% of the time…) Press for specifics, and take notes. 

 Step 4: E. EXPLAIN: Share job requirements, and answer the candidate’s 

questions. 

 Step 5: N. NOTES: Review notes, ask for final clarification of facts and 

information. 

 Step 6: T. THANK YOU: Thank the candidate, share the “why” of the 

company and describe next steps in the process. 

Notice how, in the T.A.L.E.N.T. Interview Agenda Steps you start with a welcome and 

a brief overview of the interview process. Then you get right into asking your 

competency behavioral-based interview questions.  The bulk of the interview time 

is spent in Steps 2 & 3. 

Remember: the candidate talks 75-80% of the time.  Using these Six Steps will help 

you talk less and listen more. Download the T.A.L.E.N.T. Handout.  

  

http://www.pricelessprofessional.com/support-files/talent_sixstepinterviewagenda.pdf
http://www.pricelessprofessional.com/support-files/talent_sixstepinterviewagenda.pdf
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Week #14 Summary: Tip 70 

Evaluation and Feedback, Reference Checks, and Reducing New Hire 

Turnover 

In your R.E.A.D.Y. Interview Team Strategy Meeting before the interviews started, 

you should schedule an Evaluation & 

Feedback Selection Meeting in advance 

that is held no more than 24 hours after 

the interviews and can be held in person or 

by conference call. 

Gathering feedback about candidates is as 

important as the actual interview. 

Make sure your Interview Team understands 

that the Evaluation and Review Meeting 

mandatory.  They must call in or be there.  

No excuses accepted. 

I suggest you use something like this Evaluation and Feedback Roll-Up Form to 

objectively and systematically gather input from each Interviewer, who will be asked 

to share their overall rating of each Candidate; using a 1 to 5 Ratings Scale. 

This Rating Scale is based upon a Candidate’s degree of Job Fit. 

http://www.pricelessprofessional.com/support-files/evaluation_feedback_rollupform.pdf
http://www.pricelessprofessional.com/motivating-employees.html
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The Job Fit Ratings Scale 

Ask each Interviewer, one at a time, to share their overall rating of the candidate 

and to share why they gave the Candidate that rating.  

 

Conducting Revealing Reference Checks  

The first steps in the Conducting 

Revealing Reference Checks process are: 

1. Secure written permission from 

your candidate to talk to all 

past bosses.  You will want to go 

as far back as ten years. 

2. Ask your candidate to reach out, 

in advance of your call, to let 

each of his/her past bosses know 

to expect a call from you. 

 

The Ratings Scale is 1 to 5.  5 is the highest score given, and 1 is 

the lowest.  The Rating Scales covers the four areas of Job Fit found on 

your Superior Performance Hiring Worksheet: 

 5 = Total Job Fit In Every Area 

 4 = Good Job Fit In Most Areas 

 3 = Moderate Job Fit In Some Areas   

 2 = Minimal Job Fit – Missing Fit in Some Areas 

 1 = Poor Job Fit – Missing Fit in Many Areas 
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3. If the candidate cannot share contact information from a current employer 

make hiring contingent upon no negative surprises uncovered from a reference 

check with that employer, after s/he is hired. 

The Revealing References Script 

Use this script when calling references. 

PDF Download of the Conducting Revealing References Script Here 

22% of Turnover Occurs in the First Forty-Five Days 

Helping a new employee settle in quickly and successfully can influence whether an 

employee stays or goes.  According to the Society of Human Resource Management 

Association, 22% of staff turnover occurs in the first forty-five days of 

employment and 46% of rookies wash out in their first 18 months. 

Your goals for your new hires are to reduce fear, increase understanding and help 

him/her get up to speed quickly 

Mandatory In the First Week  

If you only do ONE THING for your 

new-hire, you must share the 

Performance Dashboard for this 

position.  

Job descriptions are helpful, but are 

often long, complicated and 

overwhelming to a new person in the 

job. 

In the new-hire's first week, work 

with him/her to create measurable and achievable goals for each Performance 

Expectation, from the Performance Dashboard. 

  

http://www.pricelessprofessional.com/support-files/conductingrevealingreferencechecksscript.pdf
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Sharing the Performance Dashboard and setting up measurements for each of the 

three to five performance expectations will instill confidence in your new hires 

because they will have a clear direction and understanding about what is most 

important.  This will reduce fear and increase their understanding of the job, 

thereby setting them up for greater success. 

Focus, Be Present and Tune-In 

ONE LAST REMINDER – The best strategy you have for avoiding the financial and 

emotional distress related to having the wrong person in 

the wrong job is to Focus, Be Present and Tune-In 

during each and every part of the interview process (TIP 

41). 

“When we multitask, we lose our focus, obviously,  

on what is important.  We lose focus on what  

we are working on, and it minimizes the quality of work.” 

Teacher Gerry Sansone 

Turn off your multitasking-mind and habit when interviewing. 

“I am convinced that nothing we do is more important than hiring and developing 
people.  At the end of the day you bet on people, not on strategies.” 

Larry Bossidy 

Like the book?  Support the author and leave a comment. 

 If you’re reading a Kindle version, leave your comment here.  

(insert kindle comment link here) 

If you’re reading the PDF version, leave your comment here. 

http://www.pricelessprofessional.com/leadership-interview-questions.html#comment
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Appendix A 

Weekly Mantras, Links to Handouts and Acronyms 

Weekly Mantra’s and Focus Areas: 

 Week 1: “An effective hiring and interview process is one of my top 

priorities.” 

 Week 2: “Knowing how to hire the right candidates is one of my most 

important work priorities.  I do NOT make the top hiring and interviewing 

mistakes.” 

 Week 3: “The first step in the ‘How to Hire Superior Performers Process’ is to 

create a Performance Dashboard.  This helps me determine what’s most 

needed for superior performance in each open position, before interviewing 

begins.” 

 Week 4: “When interviewing and hiring I look for matches between the job 

and the candidate in each of the four areas of job fit.” 

 Week 5:  “Lip-service lies, behaviors don’t.” 

 Week 6: “I make sure my interview team is prepared.” 

 Week 7: “I look for the high performance attribute Personal Accountability in 

every candidate.” 

 Week 8: “I look for the high performance attribute Time Management Skills in 

every candidate.” 

 Week 9: “I am never unprepared and rushed during candidate interviews.  I 

clear my schedule, listen aggressively and give every interview my full 

attention. ” 

 Week 10: “I listen aggressively during the interview by asking questions and 

pressing for specifics.” 

 Week 11: “I have an Interview Feedback Meeting with my Interview Team 

within 24 hours of each Interview. We thoroughly review and discuss each 

candidate.” 
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 Week 12: “I get helpful information from my reference checks because I 

conduct Revealing Reference checks." 

 Week 13: “Once the interviews are over and offers are made, my work’s not 

done.  I debrief and review how well the interview team and our process 

worked.  I also provide new hire support.” 

Download PDF Documents and Forms: 

1. Talk Less, Listen More Sign and Reminder Card: Talk Less, Listen More 

PDF Printout/Sign. 

2. The Eight Step ‘How to Hire Superior Performers’ Process  Handout of 

the Eight Step Process 

3. The Superior Performance Hiring Worksheet  Superior Performance 

Hiring Worksheet. (To use the built-in editing functions in this form be sure 

to save and open as a PDF document.) 

4. Creating Competency Behavioral-Based Interview Questions Writable 

PDF Worksheet to Create Your Questions 

5. Assign Interview Focus Areas During Your R.E.A.D.Y.  Interview 

Team Strategy Meeting Focus Areas Worksheet: 

6. Personal Accountability Interview Questions. Six Personal 

Accountability Interview Questions PDF. 

7. 18 Time-Management and Role Engagement Interview Questions  

Time-Management Skills and Role Engagement Interview Questions. 

8. Interview Team Strategy Meeting Agenda - R.E.A.D.Y.  One-Page 

Meeting Agenda Worksheet. 

9. Nine Interview Basics PDF Download of the Nine Interview Basics. 

10. Negative Listening Habits Six Negative Listening Habits PDF  

11. A Six-Part Interview Agenda for the Interview   T.A.L.E.N.T. PDF 

12. Evaluation and Feedback Roll-Up Form Evaluation and Feedback Roll-Up 

Form 

http://www.pricelessprofessional.com/support-files/talkless_listenmore.pdf
http://www.pricelessprofessional.com/support-files/talkless_listenmore.pdf
http://www.pricelessprofessional.com/support-files/sup_perf_processgraphic_highlighttitle.pdf
http://www.pricelessprofessional.com/support-files/sup_perf_processgraphic_highlighttitle.pdf
http://www.pricelessprofessional.com/support-files/superiorperformancehiringworksheet_master2014.pdf
http://www.pricelessprofessional.com/support-files/superiorperformancehiringworksheet_master2014.pdf
http://www.pricelessprofessional.com/support-files/threesteps_interviewquestion_work_sheet.pdf
http://www.pricelessprofessional.com/support-files/threesteps_interviewquestion_work_sheet.pdf
http://www.pricelessprofessional.com/support-files/focusareasworksheet_mstr.pdf
http://www.pricelessprofessional.com/support-files/six_best_interview_questions_feb2011.pdf
http://www.pricelessprofessional.com/support-files/six_best_interview_questions_feb2011.pdf
http://www.pricelessprofessional.com/support-files/selfmanagementskillsinterviewquestionsppd2013.pdf
http://www.pricelessprofessional.com/support-files/ready_interview_teamstrategy_meetingform.pdf
http://www.pricelessprofessional.com/support-files/ready_interview_teamstrategy_meetingform.pdf
http://www.pricelessprofessional.com/support-files/nine_interview_basics_fora_good_interview.pdf
http://www.pricelessprofessional.com/support-files/listen_aggressively_worksheet.pdf
http://www.pricelessprofessional.com/support-files/talent_sixstepinterviewagenda.pdf
http://www.pricelessprofessional.com/support-files/evaluation_feedback_rollupform.pdf
http://www.pricelessprofessional.com/support-files/evaluation_feedback_rollupform.pdf
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13. Revealing Reference Checks Worksheet and Script Reference Checks 

Script 

Acronyms: 

 R.P.M. Three Steps for Creating a Performance Dashboard  (Tip #15) 

o Step 1.  R.  Respond & Brainstorm Question  

o Step 2.  P.  Place Responses, Create Headlines & Prioritize 

o Step 3.  M.  Metrics Are Added & Interview Questions Selected 

 Interview Team Strategy Meeting Agenda (Tip #29) 

o Review: 

o Evaluation & Feedback Selection Meeting Scheduled 

o Assign Interview Focus Areas   

o Determine & Create Competency, Behavioral-Based Interview Questions 

o Y "Why" Sharing by Each Interview Team Member 

 Interview Agenda T.A.L.E.N.T.  (Tip #49) 

o Step 1: T. THANK: Introduce self, thank the candidate, and explain the 

interview agenda. 

o Step 2: A. ASK: Ask competency, behavioral based interview 

questions. 

o Step 3: L. LISTEN AGGRESSIVELY: Listen to talk ratio 80:20. Press 

for specifics, and take notes. 

o Step 4: E. EXPLAIN: Share job requirements area, and answer the 

candidate’s questions. 

o Step 5: N. NOTES: Review notes, ask for final clarification of facts and 

information. 

  

http://www.pricelessprofessional.com/support-files/conductingrevealingreferencechecksscript.pdf
http://www.pricelessprofessional.com/support-files/conductingrevealingreferencechecksscript.pdf
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Appendix B 

Attitude, Ability and Competence Skills –Pick Your Top Seven 

Remember – the seven Attitude, Ability and Competence Skills you select must be 

the Skills that are very important to ALL of your performance expectations for the 

job.  Once you have your top seven Attitude, Ability and Competence Skills selected, 

list them in ranking order of most important to least on your Superior 

Performance Worksheet. 

1. Action Oriented - Performs work with energy and drive; takes quick, 

decisive action when an opportunity presents itself. 

2. Adaptable to Change – The ability and desire to manage and respond to 

constant change, and is a positive advocate and facilitator for change. 

3. Conflict Resolution – Successfully mediates conflict between individuals 

and groups; can hammer out tough agreements and settle disputes 

equitably; can find common ground and obtain cooperation with minimum 

noise. 

4. Creating Processes – Is capable of designing and following practices, 

processes, and procedures necessary to get things done.  

5. Customer Focus – A commitment to meeting the expectations and 

requirements of internal and external stakeholders and values the 

importance of providing high-quality customer service. 

6. Directing Others - Establishes clear directions; sets goals and assigns 

responsibilities that bring out the best work from people; establishes a good 

work plan, and distributes the workload appropriately. 

7. Focused on Results - Pursues goals with energy, drive, and a need to 

finish; does not give up, even in the face of resistance or setbacks; 

steadfastly pushes self and others for results. 

http://www.pricelessprofessional.com/support-files/superiorperformancehiringworksheet_master2014.pdf
http://www.pricelessprofessional.com/support-files/superiorperformancehiringworksheet_master2014.pdf


How to Hire 

Superior Performers 

70 Best Practices, 

Strategies and Tips 

for Interviewers 

 

| Appendix B 216 

 

8. Initiative – Initiates tasks without detailed instructions; makes 

constructive suggestions; prepares for problems or opportunities in 

advance; undertakes additional responsibilities with minimal supervision. 

9. Learning and Development - Is personally committed to and takes action 

toward learning and implementing new ideas, methods and technologies. 

Recognizes the need to change personal, professional, interpersonal, and 

managerial behavior and actively seeks feedback. 

10. Learning on the Fly - Learns quickly when facing new problems; 

experiments and will try anything to find solutions; enjoys the challenge of 

unfamiliar tasks. 

11. Listening - Practices attentive and active listening; has the patience to 

hear people out; can accurately restate the opinions of others even when he 

or she disagrees. 

12. Managing Vision and Purpose - Ability to communicate a compelling and 

inspiring vision or sense of core purpose; can inspire and motivate entire 

units or organizations. 

13. Motivating Others - Creates a climate in which people want to do their 

best; can assess each person’s strengths and use them to get the best out 

of him or her; promotes confidence and optimistic attitudes; is someone 

people like working for and with. 

14. Organizing – The ability to arrange materials, information or files in a 

useful and practical manner. 

15. Perceptive Networking - Knowledgeable about how organizations work; 

gets things done through formal and informal channels; effectively 

maneuvers through complex political situations. 

16. ***Personal Accountability - The capacity to take responsibility for one’s 

own actions, conduct, obligations and decisions without excuses.  

17. Planning - The capacity to determine how long it will take to complete a 

project and to then efficiently break it down further into specific work time 

frames and priorities. 



How to Hire 

Superior Performers 

70 Best Practices, 

Strategies and Tips 

for Interviewers 

 

| Appendix B 217 

 

18. Presentation Skills - Is effective in a variety of formal and informal 

presentation settings; is cognizant of audience response and is able to adapt 

content and style accordingly. 

19. Relationship Skills - Communicates effectively and establishes trust with 

people at all levels and with different personality styles; exudes charm that 

puts others at ease and disarms hostility. 

20. Team Player – Is an effective collaborator and helps build morale and 

cohesiveness within the team; works harmoniously with others to get a job 

done. 

21. Technical Learning - Quickly learns and integrates new technical skills and 

knowledge; seeks out avenues to enhance technical knowledge. 

22. Timely Decision Making - Makes decisions in a timely manner, sometimes 

with incomplete information and under tight deadlines and pressure; thinks 

well on his or her feet. 

23. ***Time Management - Uses his or her time effectively and efficiently; 

concentrates his or her efforts on the most important priorities; adeptly 

handles several tasks at once. 

24. Training Others - Committed to workplace learning by helping others 

expand and grow their potential and expertise.  

25. Understanding & Helping Others – The ability to appreciate and 

understand others’ needs interests and feelings. Demonstrates genuine care 

and concern by being available to help or listen.  

26. Written Communication - Is able to write clearly and succinctly in a 

variety of communication settings and styles; can get messages across that 

instigate appropriate actions. 

**Personal Accountability & Time management are crucial Attitude, Ability and 

Competence Skills found in most all superior performers. These two Skills are 

important to more than 90% of all employer’s hiring worksheets and ideal 

candidates.  You will probably want to include these two skills on your Hiring 

Worksheet. 
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Rewards and Motivators – Pick Your Top Two for Your Job 

Read each of the descriptions, think about the top performance expectations (from 

your Performance Dashboard), and pick the top two rewards for your position, 

and then list them on the Worksheet. 

 Drive to Advance and Lead This job will reward someone who: 

o has a passion for leading and being the ‘go to’ person  

o eagerly develops a strong personal and professional network and likes 

making connections, being visible and influencing others 

o has strong ambitious goals and wants the best of everything 

o is assertive, charismatic, a risk-taker and spontaneous 

 Drive to Gain Knowledge  This job will reward someone who: 

o has a passion for understanding how things work and why things work 

the way they do 

o is eager to learn new methods and apply them  

o enjoys becoming an expert in their field 

o is curious, loves to learn and apply knowledge 

 Drive to Get Business Results** This job will reward someone who: 

o has a passion for creating bottom-line results 

o can be pragmatic, practical and is driven to do whatever is necessary to 

achieve results 

o will be resourceful with resources and wants to eliminate waste 

o is practical and focused on return on investment and has a capitalist 

focus on financial gain  

**Note: 80% of all top sales people have this drive.   

 Drive to Have Balance and Harmony This job will reward someone who: 

o has a passion for developing and portraying how products/services will 

be packaged, displayed and/or marketed and is creative, imaginative 

and innovative  
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o likes creating a harmonious work (and world) environment and focuses 

on a pleasant ‘vibe’ for all who enter the space 

o is interested in self-expression, self-actualization and work-life balance  

o is creative, imaginative, pleasant, sensitive and ‘tuned’ in to correcting 

imbalance 

 Drive to Maintain Order This job will reward someone who: 

o has a passion for following and enforcing rules, regulations, traditions 

and values 

o eagerly serves as the guardian of structure, order, process and protocol 

o has high standards and values, and will not wavier from the rules or 

chain of command 

o is routine and process driven, disciplined and will sacrifice for the good 

of the cause 

 Drive to Serve Others This job will reward someone who: 

o has a passion for serving others and contributing to the higher good 

o eagerly volunteers to help others learn, grow, prosper and be happy 

o is willing to put others before themselves and will champion causes 

o is service-oriented, a caregiver and humanitarian 

Top Communication Style and Behaviors for the Job – Pick Your Top Three 

Remember: Look at your Performance Expectations for this position, and select the 

ONE expectation where the most time is spent in the job. (This may or may not be 

your #1 top priority Expectation.) 

Pick two to three behaviors (below) that are most important to that ONE expectation.  

List them on your Superior Performance Hiring Worksheet. 

 Attention to Detail – The job requires accuracy in details, documentation 

and data, as well as organizational skills and systematic record keeping. 
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 Consistent and Methodical – The job requires a focus on completing one 

task at a time with accurate adherence to procedures.  It requires patience 

and attention to detail.  

 Flexible & Friendly – The job requires constant interaction with others, and 

offers a wide variety of tasks. Must be able to change focus as demands 

change and move from task to task effectively and with ease.  

 Optimistic People Orientation – The job requires warm, calm, energetic and 

positive interactions with others. 

 Outspoken and Creative – The job requires the sharing of unique ideas, 

bold action and a willingness to take smart risks. 

 Plan, Then Act - The job requires thoughtful planning and preparation in 

solving problems.  Must think first, and then be able to take quick, assertive 

and decisive action. 

 Service Oriented – The job requires the ability to listen and respond 

effectively to other’s questions and problems, with a focus on supporting and 

meeting other’s interests, requests and needs. 

 Urgent and Bold – The job requires a fast pace and problem solving. It needs 

someone with a willingness to be decisive, assertive and with a strong desire 

to win. 

 

 

 

 

 

 

  

Like the book?  Support the author and leave a comment.     

 If you’re reading a Kindle version, leave your comment 

here.  (insert kindle comment link here) 

 If you’re reading the PDF version, leave your comment 

here. 

 For other books by this Author – visit:  

The Wake Up Eager Daily Tips Books. 

http://www.pricelessprofessional.com/leadership-interview-questions.html#comment
http://www.pricelessprofessional.com/leadership-interview-questions.html#comment
http://www.pricelessprofessional.com/finding-motivation-and-support.html
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About The Author 

In January of 2004 Suzie Price started a training and 

development consulting firm Priceless Professional 

Development (PPD). To review a partial list of clients and 

client comments, click here.  

Suzie is a Professional Facilitator and Consultant. She helps sales and technology 

leaders build commitment, energy and communication skills in their organizations, 

with a focus on reducing turnover and increasing productivity. 

Suzie graduated from the University of South Carolina. She started her corporate 

career in 1986 at NCR Corporation. That led to other corporate moves in Operations, 

Human Resources and Training for great companies, like: State Farm Insurance, 

Oracle Corporation and Right Management Consulting.  

Over the years Suzie has acquired certifications that deepen her understanding of 

life, people, leadership, sales and teams. These certifications help her be a better 

facilitator:  

 Affiliate Certified Axiological Practitioner (CAP) 

 Certified Professional Facilitator (CPF) 

 Certified Professional Behavior Analyst (CPBA) 

 Certified Professional Motivators Analyst (CPMA) 

 Certified TriMetrixHD Analyst (CPHDA) 

 Certified Instructor of Customer Oriented Selling 

 Competent Communicator - Toastmasters. 

Some of the partnerships Suzie has formed and networking groups she is 

active in, include: Authorized Distributor for: Target Training International, Axces 

Solutions, Vital Learning and 20/20 Insight; Member of The Hartman Institute; 

Current Member and Past Board Member of the Southeast Association of Facilitators; 

http://www.pricelessprofessional.com/clients.html
http://www.pricelessprofessional.com/clients.html
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Past-President of Toastmasters of Cobb; Past Co-Chair and Current Member of the 

Atlanta Society of Training and Development; Society Board Member of the 

Technology Association of Georgia. 

In her free time Suzie enjoys fitness, reading, and hiking at Big Canoe, Georgia with 

her husband, Jeff and her dog, Oscar. She also enjoys cooking, watching mysteries, 

and NASCAR – where she’s always pulling for racecar driver Dale Earnhardt Junior, 

#88. 

 


