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Welcome! Before you seat yourself, please…

● Notice the three posters at front of the room. Please take the 

sticky notes provided and rate your organization’s current...

○ Job Descriptions

○ Interview Process

○ Performance Task
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Learning Objectives
• Explore the elements of an effective job description.

• Identify and discuss, with peers, effective strategies 
currently being used in hiring processes.

• Discuss screening processes designed to provide 
insight into a potential employee's skills.



Agenda
• Welcome & Introductions

• Insights from Talent Recruitment: A Tweet UP

• Why Should We Invest? Finding the Right Person

• Setting the Stage: Job Description & Application Review

• Understanding Professional Fit: The Phone Conversation

• Exploring Background, Knowledge & Skills: The 
Interview

• Applicants in Action: The Performance Task



Insights from Talent 
Recruitment:
A Tweet UP



TWEET UP



PROCEDURE

We want to gather some insights from you. Please use 140 
characters to share one or more of these experiences:
• Personal Interview Experiences (#MyInterview)
• Best Hire (#BringingTheTalent)
• Worst Hire (#Oops)

Remember:
• Don’t forget the hashtag.
• Please leave names, places, and identifying

information off your submission. (#BeKind!)





Why Should We 
Invest?
Finding the Right Person for the Right 
Seat



The University of Oklahoma’s 

K20 Center
Understanding the Context

● 2018—Awarded three 

GEAR UP Partnership 

7-year grants for a total 

$9,775,200 per year

● 826 applicants for 87 

positions



The Value of Recruiting the Right Professionals

Jim Collins "First Who, Then What"



Investing the Time to Find 
the Right Professional

● Generate Interest

● Identify Expertise

● Filter for Organizational Fit

● Explore Skills, Knowledge, & Expertise

● Measure the Fit for the Day-to-Day

● Verify and Validate
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Research suggests the cost of a 
bad hire is 50-200% of the first 

year's salary.
“Hiring by Competency Model”
(P. Grigoryev, 2006, p. 16-18)



It Makes $ense to 
Invest the Time to 
Make the Best 
Hire Possible!

https://www.parkerlynch.com/resources/bad-hire-cost-calculator/

https://www.parkerlynch.com/resources/bad-hire-cost-calculator/


Setting the Stage:
Job Description &

Application Review



You are the Hiring 
Manger for a Student 
Experiences Coordinator 
position.



Here are three candidates. 
Who would you interview?





The Detailed 
Job Description:
● Job Analysis

● Work Tasks and Performance 

Criteria

● Living Document



Applying a Rubric to 
Application Review

● Use the Job Description to 

drive Skills, Experiences, and 

Education

Cover Letter

6 - Audience and purpose of the cover letter are strong and 

clear and shows a professional appearance, tone, and style;

5 - Audience and purpose are present but could be stronger.  

Letter shows an appropriate appearance, tone, and style.

4 - Audience and purpose are less clear, and weak parts remain. 

Letter shows less professional appearance, tone, and style.

2 - Audience and purpose are not clear and does not have 

professional appearance, tone, or style.  Much revision is 

needed.

BONUS (+1) - The Cover letter engages the reader in a well 

articulated and creative narrative. 

Resume/Vita
6 - Format of the resume is clear.  It shows a very professional 

appearance, tone, and style. Writer follows all guidelines for 

spelling, grammar, usage, mechanics etc.

5 - Format of the resume is mostly clear.  It shows a appropriate 

appearance, tone, and style. Writer follows most guidelines.

3 - Format of the resume is confusing.  It shows a less professional 

appearance, tone, and style. Writer follows some guidelines.

2 - Format of the resume is hard to see.  It does not have a 

professional appearance, tone, and style. Writer has difficulty 

following guidelines.

BONUS (+1 to +2) - Resume is creative and aesthetically pleasing 

and/or organizes and communicates  information in novel way.

Work Stability

6 - 3+ years in a position or 

promoted internally in the last 

three positions

5 - 2 years in a position or 

promoted internally in the last 

four positions

4 - 2 years in a position or 

promoted internally in career

2 - Moved between jobs with 

less than 1 year in 3 or more 

positions



Using the provided rubric, 
reevaluate the three candidates.

Who would you invite to an 
interview now?





Understanding 
Professional Fit:
The Phone Conversation



The K20 Center 
Phone Interview

Determine the Organizational Fit

When people speak to 
professional culture, they 

often mention professional 
dress, arriving to work on 

time, staying until the job gets 
done, and even professional 

relationships. Please provide 
us with your definition of 

“professional behavior in the 
workplace?”



The K20 Center 
Phone Interview

How do they handle information?

In this position you will be 
asked to use evidence-based 
strategies to drive learning 
experiences. Please tell us 

about a time when you 
needed to learn something 

quickly for a new task or 
project. Please share with us 
your approach to learning as 
well as the result when you 
applied that learning to the 

task or project.



Exploring Background, 
Knowledge, & Skills:
The Interview





Building a Meaningful 

Face-to-Face
Interview Protocol

Can you tell us about your understanding 

of the GEAR UP Coordinator 

(Parent/PD/Student Experience) 

Position? Could you share three 

professional experiences that have 

prepared you for this/these role(s)? 



What has the 
applicant invested 
in understanding 
the position?

Can you tell us about your understanding 

of the GEAR UP Coordinator 

(Parent/PD/Student Experience) 

Position? Could you share three 

professional experiences that have 

prepared you for this/these role(s)? 



Does the applicant 
Have the background 
and experiences to 
succeed in this 
position?

Always look for the ability to 
richly discuss what a job function 
is AND provide a real-world 
example of them using that skill.

In your role, you will be 

preparing school professionals to 

assume the facilitation of 

learning activities within that 

learning community. This 

process will entail coaching. 

Please provide us your 

philosophy of coaching and give 

an example of that coaching 

process in action.  (Coaching) 



Using Metrics to Score Applicant’s Response

 

-2 0 2 4 6 8 

Negative Absent 
Somewhat 

Effective 
Proficient Excellent Leader 

The situation 

described is 

inconsistent 

with K20’s 

definition of 

proficient 

performance. 

The 

candidate 

was unable 

to provide 

an example. 

The candidate 

demonstrated most of 

the indicators for 

successful performance 

in this competency; the 

example was relatively 

acceptable; candidate 

could, with 

coaching/development, 

meet the competency as 

defined.  

The candidate 

successfully 

demonstrated the 

competency as defined 

by K20; the candidate’s 

example indicates an 

ability to successfully 

employ the 

knowledge/skills/ 

abilities required to 

effectively perform this 

competency. 

The candidate 

described handling 

this situation in a 

manner that exceeds 

expectations; the 

described behavior 

went beyond the 

K20’s definition for 

proficient performance 

in concrete and 

measurable ways. 

The example 

provided by the 

candidate indicates 

that he or she would 

be considered a role 

model for others. He 

or she would be able 

to lead, train, and 

motivate others to 

be excellent in the 

competency.  

 

Situation Task Action Results 

What was the situation the 

candidate was faced with or 

what did he or she need to 

accomplish? What were the 

circumstances? 

What tasks did the 

person need to 

accomplish to deal 

with the situation? 

What specifically did the 

candidate do to accomplish the 

task? 

 

Note: if uses we, clarify what 

he/she did! 

What was the outcome? Were the tasks 

accomplished? Did the actions solve the 

situation with which the candidate was 

faced? What did the candidate learn from 

the experience? 



Applicants in Action:
The Performance Task



Performance Task

Purpose of Task:

• Elements of job

• Commitment of applicant

• Opportunity to see job function

• Assess initial skill set

• Stress tolerance

• Identifies early staff growth needs

Elements of the Task:

• Primary job task

• Verbal communication

• Written communication



3-2-1



Share Your Sort

● Scan the QR code with your 

mobile device.

● Click the + symbol.

● Click the camera icon.

● Take a picture of your sort.

● Click the Save button.



Share Your Sort

● Scan the QR code with your 

mobile device.

● Click the + symbol.

● Click the camera icon.

● Take a picture of your sort.

● Click the Save button.



Follow us on social media:


