Recruiting the Right Candidates
Begins with Writing a Compelling Position Profile
They say a picture is worth a thousand words. Well, if you want the picture perfect candidate applying for a position with your company, be prepared to spend valuable time, upfront, writing a compelling position profile.

When you think of a position profile, what do you envision? A single piece of paper, perhaps two, that describes the responsibilities of the position and the qualifications necessary? You wouldn't be alone. Most of us were handed a job description at some point or another in our career that looked exactly like this - it's known as a functional job description. And to some extent, it does serve a purpose…it provides a bare-bones description of the duties of the position, to whom the position reports, direct reports to the position, and qualifications required to apply. But let's be honest - when we were handed that description, didn't we all wish for something more? 

Think about it. When you receive an individual's resume and cover letter for a position you've posted, don't you want to see a written document demonstrating the individual's ability to write, think, organize, and provide thoughtful information about their professional history? Of course you do. So why wouldn't a candidate want to see a position profile that sends an equally compelling message? Here are some suggestions of how you can begin the process of creating such a profile.

Before You Even Begin Writing the Profile - understand the position for which you are hiring. Believe it or not, this is where so many organizations make their first mistake in recruiting people. Among the key stakeholders, is there consensus about the title of the position; the reporting relationships to/of the position; the salary; the qualifications, etc. Oftentimes, these very basic questions are not reviewed or analyzed and, instead, the existing job description simply gets re-cycled. Just as you don't want re-cycled candidates, don't use a dusty, poorly-written, or ill-prepared profile. 

And, perhaps the information which will prove most meaningful to your potential candidate: the challenges facing this position. You may fully understand what this individual may face, short and long-term, as they join your organization. Or do you? The only way to be certain is to, again, go back to those individuals who will have a stake in this new employee's future. For instance, if you are hiring for a departmental director's position in a non-profit, go to the vice president to whom the person will be reporting, go to the new director's reports, go to board members and volunteers…talk to the people who will have direct contact with this position and ask the following…

· What will be the challenges facing this new person when they first come on board?
· What are the longer-term challenges facing this new person 6 to 12 to 18 months from now?
· In three years, what will tell you that this new person has been successful?

You might be surprised at the information you collect. Undoubtedly, some of the information will be congruent with what you already know but some of this information may be new to you. For instance, by talking with volunteers, you might learn that candidates for the position will need better external relations experience than you originally thought. Perhaps by talking with direct reports, you'll learn that there are weaknesses on the team for which the new person will be responsible and a re-organization might need to take place. 

And challenges don't have to be about bad or difficult news, by the way. There is certainly plenty of good news about your organization that will prove excitement to candidates and you should include that, as well. And the more difficult challenges can be written in a way that will not be off-putting to a candidate - not to sound cliché, but, if written properly, challenges will seem like, and should seem like, opportunities. Remember, you want the profile to be your best marketing tool but you also need the description to be truthful.

While You Are Writing the Profile - break the description down into four or five sections so it doesn't seem overwhelming to write. Your profile should be 4-6 pages in length. Begin the document by describing the organization and its history - this should be about one page in length. Next, describe the specific office/department in which the person will be working/managing. This should be about one-half to three-quarters of a page. Next, begin a section on the position itself. Use an introductory paragraph briefly describing the organization's hierarchy and reporting relationships and then begin to talk about key challenges. This section should be about two pages in length. Next, you want to be clear about the characteristics and qualifications necessary for the position - this should be about one page in length. Finally, list contact information - where and to whom do candidates apply? You do not need to list a salary - instead, you can use the wording 'commensurate with experience.'

When You've Completed the Profile - take a draft and distribute it among the key stakeholders again. Since they were integral to creating the description, you should make certain that everyone remains on the same page about the profile. Once you have collected the feedback, finalize the profile but not before asking your human resources office to review, proofread, and internally post. Once completed, you can take the next step of advertising the position in print and on the Internet.

As someone who has written myriad position profiles over the years, I can honestly say that it's not easy. Writing a compelling and truthful marketing tool to recruit candidates can be time-consuming. But, in the end, it is truly worth it. Again, to recruit unique, engaging, and talented candidates, you have to take the time to demonstrate that your organization is exactly that - good luck! 
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