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Superstars  
Hiring System 

 

 
This may be a new way of hiring for your company. Remember this: if you don’t change the system or process of 

hiring that you’ve been using thus far, then you’ll simply get more of what you’ve already gotten. Here’s a proven 

recruiting and induction system based on the following principles: 

 

1. Attract a large pool of applicants and you’re more likely to get the right person. 

2. Implement multiple levels of screening and you’ll waste less time in lengthy interviews with under-

qualified candidates. 

3. Observe a short list of applicants perform the essentials of the position in real time and you’re less likely to 

be surprised on their first day. 

4. As a final tool, use sophisticated assessment tools with your short list of applicants, to find natural talent 

suitability. 

 

Here’s the format in detail: 

1. Generate leads for position 

a. Develop position contract to include: 

i. Roles, responsibilities, tasks, duties, accountabilities & KPI’s 

ii. Skills required 

iii. Hours expected 

iv. Pay range 

b. Get crystal clear on your ideal candidate including: 

i. Skills 

ii. Behaviour/Values (DiSC) 

iii. Sex, age, etc. (all the things you can’t ask but you want) 

iv. Geography 

v. Etc. 

c. Write your ad. This MUST contain personality characteristics (think DiSC) of 

your ideal candidate. See Appendix A for a sample ad. 

d. Identify lead sources 

i. Look within organization first 

ii. Post sign in your door/window 

iii. Post ad in local and daily papers 

iv. Post ad in trade/industry publications 

v. Post ad in high schools, colleges, and tech schools 

vi. Post ad in local houses of worship 

vii. Email/mail/fax ad to customer database, vendors, personal/business 

colleague database 

viii. Include recruiting incentive plan in team member paychecks (check with 

team members re. the “power of the offer” you’re using) 

ix. Utilize a recruiter/headhunter 

x. Fax job description to employment/temp agencies 

1. Identify (10 to 20) agencies 

http://www.jamiecunningham.com/
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2. Complete their contract if required 

3. Call back the day after PC is faxed to ask for resumes 

xi. Networking - “every conversation is an interview” 

xii. Publish ad in your company newsletter  

xiii. Advertise resumes from websites  

 

SEE APPENDIX ‘E’ FOR LIST  

OF REGIONAL WEBSITES 

xiv. Search web for local resume postings: city+resumes 

 

e. Have applications submitted by email so you have their email address and you are 

not swamped with calls. Most applicants will attach resumes, which is good, but 

not mandatory at this stage. 

 

2. Phone Screening of Leads 

a. Send out an email asking them to respond to a list of questions (ideally this is an 

autoresponder to their application e-mail). See Appendix B for a sample e-mail 

script. These questions are designed to assess: 

i. Personality / DiSC / basic behavior (i.e. are they happy) 

ii. See how well they follow instructions 

iii. See how willing they are to follow your system 

iv. Do they prepare their answers or do they ‘wing it’ 

b. To screen applicants you have 2 options: 

i. Set up dedicated voice mail box to handle inquiries. Complete voice mail 

script for voice mail box and record. Send a scripted email with job 

description and instructions on what to say when calling. To set up Voice 

Mail your options are 

1. Existing company Voice Mail (after hours) 

2. A cell phone 

3. Check with your local telecom provider for local offerings 

4. Skype (www.skype.com) 

ii. Develop the phone script and speak to each candidate personally. 

c. Listen to responses, use the scoring sheet, and call requesting resumes from good 

candidates if you don’t already have them. 

d. Qualify candidates by comparing resumes to job description 

i. A – has necessities plus some 

ii. B – has the necessities 

iii. C - missing some necessities 

iv. D - not even close 

e. Develop a short list of candidates 

 

 

3. Group Interview & On-site Screening of Leads (test drive) 

a. Arrange group interview. Begin meeting with presentation of company. Vision, 

Mission, Culture etc.  

i. Have them present why they should be selected for the position / what 

value will they bring to the organization. 

ii. Do a DiSC profile. See the video on DiSC if this is new to you. 

iii. Have other key team members present in group interview 

http://www.jamiecunningham.com/
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b. Design on-site screening (test drive) 

i. Identify 3 most important responsibilities/tasks of position 

ii. “What 3 things are absolutely essential for this person to do well?” 

iii. Have candidates complete a ½ to one hour trial of the top 3 

responsibilities/tasks of position. This is so you can “test drive” them. If 

necessary this task can happen in step 4 if it is too difficult to complete 

here. 

c. De-brief on-site screening (test drive) with candidates 

d. Select top 2 applicants 

 

4. Assessments 

a. Use Flippen profile to help guide effective questioning in final interview. Contact 

Jamie to arrange this. 

 

5. Final interview and Hire 

a. Interview best applicant 1-on-1 (behavioural style interview). See questions in 

Appendix D. 

b. Open-ended vs. close-ended: “what have you… how have you…” 

c. Develop questions to uncover actual past experience pertaining to skill set and 

tasks required for position 

d. Use same set of questions for all interviewees 

e. Rate the response of interviewee on each question as 1 through 5, record 

comments 

f. Rank short list according to preference 

g. Check references on top choice 

h. Negotiate salary and make offer 

i. Complete hiring agreement/contract 
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APPENDIX A 

Sample Ad 

 
 

WANTED – Fun loving, Professional, Open-minded, wannabe ROCK 

STAR Physiotherapist. 

If you are looking for an environment where you can unleash your talents and operate with a 

team that supports you towards your professional goals then we want to meet you. We are a 

unique style of clinic looking for a unique style of therapist.  

Please email applications to careers@physio.com and experience our unique approach to 

hiring.  

 
 

 

http://www.jamiecunningham.com/
mailto:careers@physio.com


 
 

                                                                    Page 7                             www.jamiecunningham.com  
 

 

APPENDIX B 

E-mail Script 
 

Congratulations, you’ve made it through to the next phase of our selection process. Let me 

outline what will happen from here.  

 

Step 1. You’ll see below are a few questions we’d like you to answer. What you need to do is 

call 226 473 1093 (after 5pm and before 8am) and say the following.  

 

“Hello, this is (your name), calling to participate in the second phase of the job selection 

process.” 

 

…Then say the current date and time. 

 

“My responses to the questions are as follows. Question 1” … then give your response. 

 

“Question 2 ….” And so on through to question #6. 

 

After your last response say “And that concludes my responses. Ciao” 

 

Important:  

 Calls must be made between 5pm and 8am. 

 You must complete this task by 8pm on Friday the 11
th

.  

 

Step 2. Based on responses given, we’ll be selecting our shortlist to move to the next phase of 

our selection process. You’ll be informed at that stage what that will be. Best of luck. And we 

look forward to hearing your responses.  

 

1
st
 Stage Questions.  

 

1. What is it about the job that made you decide that this position is for you?   

2. If your closest friend were asked to give one word to describe you, what would it be? 

3. What was the best job you’ve had and why? 

4. What is your pay expectation for this position?  

5. If you were an animal, what would you be and why? 

6. What makes you a superstar? 
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APPENDIX C 

Phone Scoring Sheet 

 
First Impression    (1-10)  CHECKED ON INTERVIEW    

 

Name              

 

Address            _____ 

 

Phone          Age   

 

Male   Female     Position________________________ 
 
Question 1 ?             

              

               

Question 2 ?             

              

               

Question 3 ?             

              

               

Question 4 ?             

              

               

Question 5 ?             

              

               

 

  D I S C     

 

Was this person smiling? Yes   No    Final Impression   (1-10) 

 

Should this person be invited to the interview?  Yes   No 

Why?              

               

 

Called by:    Time   am/pm  Date      /     /       
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Phone Script for Inviting Potential Team Members  

to First Interview Session 

 
 

Good Morning/Afternoon their name this is your name calling from Your company.  You left a message 

to apply for a position with us. 

 

Their name, I was just calling to invite you to join us in our interview process.  As you might have 

realized, we do things a little differently here. Would you be available next day/ night at the venue from 

6:00 until 7:00 in the evening? 

 

NO ... well unfortunately that’s the only time we can do this first stage so unless you can find some way 

to make it at that time we’ll have to say thanks for applying and leave it at that. 

 

YES ... Great, have you got a pen handy so I can give you the details? 

 

We’ll be holding the interview from 6:00 right through until 7:00 next day/evening at the venue, it’s at 

address. 

 

You’ll need to bring your resume with you and dress as if you were coming to work. 

 

Their name, can I check that the address we have for you is correct?  We have their address. 

 

Great, I look forward to seeing you at 6:00 next day.  Goodbye for now.

http://www.jamiecunningham.com/
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Invitation Letter for Group Interview 

 
DATE 

 

Name 

Address 

City, State   ZIP 

 

Dear NAME: 

 

Thank you for contacting us, and welcome.  This letter is our way of introducing you to the team at Your 

Company Name.. 

 

As you’ve probably already noticed, we do things a little differently than most businesses and that’s 

because we operate on a few totally different beliefs about what going to work should really mean. 

 

We believe that: 

 Going to work every day should be a joy  

 You should love to come to work and work hard at it 

 You should work as hard on creating a better YOU as you do in your job 

 Making mistakes is great, as long as YOU take responsibility and learn from it 

 You’ll always enjoy being a part of the team.  If the team wins we all win… 

 and so on… 

 

You’ll be able to learn a bit more about our culture and what we strive to achieve by reading our 

corporate vision and culture statement following this letter ...  You’ll also get to learn a little more about 

what we’d expect from you as a team member if you were to join us by reading about Going the Extra 

Mile in the attached article. 

 

As you’ll already know you’ve been selected to join us at the Parkroyal Hotel on the corner of Albert 

and Alice Streets in the city on XXXday the XXXX from XXX til XXX.  We may run a little over time 

if we need to learn a little more about you in that session.  

 

I know this seems unusual, but our time is really valuable, so we first like to meet with you and all of the 

other people we’ve selected to come to our interviews at the same time ... 

 

In that time, we’ll tell you all about our company, the position you’ll be applying for and answer all of 

your questions.  Please be sure to dress as if you were coming to work and have a copy of your resume 

that we can keep to go over. 

 

Look forward to meeting you then. 

 

Best Regards, 

YOUR NAME 

CEO 

P.S.  If you have any questions before the meeting please call us at NUMBER.

http://www.jamiecunningham.com/


 
 

                                                                    Page 12                             www.jamiecunningham.com  
 

Group Interview Agenda 

 
 

6.00 -  Greet and welcome, making sure everyone listed is in attendance 

 

6.05 -  CEO to lead the group in Vision, Mission and Culture of Company and where it’s going.    

Also to discuss Going the Extra Mile. CEO to give job description and describe the current   

            situation at COMPANY and its history to date.  

  

6.15 -  Team to tell the group of their experiences in the work force and the difference at  

 COMPANY 

 

6.20 -  Potential Team Members to introduce themselves to the rest of the group 

 

6.25 -  All to fill in questionnaire and DiSC Evaluation 

 

6.40 -  CEO and team to ask group questions 

 

7.00 - Finish and let candidates know when they will be contacted - confirm phone numbers  

http://www.jamiecunningham.com/
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Group Interview Questions 
 

Make notes on the interview sheet. 

 

1. What sort of jobs have you been applying for?  Why? 

2. What are you looking for in a job?  Why? 

3. What do you want to achieve in your life? 

4. How do you see COMPANY helping you get there? 

5. What one thing made you apply for this position?  

6. What do you think the job is all about? 

 
Ask these questions randomly. The goal is to keep them on their toes and create a little bit of 

stress. You only get to see “the real person” when they are either very relaxed or stressed. Here 

you are looking for behavior more than what they say.

http://www.jamiecunningham.com/
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Things to Look for in a Resume 

 
 

Make notes on the interview sheet. 

 

 

1. Level of education appropriate to job being applied for? 

 

2. Do they/have they participate(d) in any team activities? 

 

3. Have the job hopped or been in positions consistently? 
 

a. Any noticeable gaps in work history? 

 

4. Have they earned the opportunity to take on more responsibility (and stay at that level at 

that company or their next company)? 

 

5. How is the presentation and effort 

 

6. Are there any typographical errors? 

 

7. What kind of companies did they work for (huge, little, etc.)? 

 

8. What things are LEFT OUT 
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Planning/Event Checklist for Group Interview 

 
 

Venue: 
 

 Venue booked and confirmed 

 

 Seating arranged 

 

 Projectors booked 

 

 Signs made for directions 

 

 Notepads and pens for each seating 

 

 
 

Refreshments: 
 

 Water, etc., arranged 

 Mints on each table 

 

 
 

Applicants: 
 

 Inform them of Venue, Date, Time 

 

 Confirm attendance the day before 

 

 What to bring, i.e. resume/CV 

 

 Name tags 
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Your Application to Join the team at COMPANY 
 

Name              

 

When you’re asked at the end of this evening, please take the time to complete these next few 

questions. 

 

What did you hear this evening that impressed or touched you?       

             

             

             

What have you done in the past that you believe you could add value to the story I’ve told you?   

             

             

             

            

What one hurdle, what impossible hurdle have you had to overcome in your life that has caused 

you to believe that you’re a ‘keeper’?          

             

             

             

What is it about the position we described that appeals to you?       

             

             

   

On a scale of 1-10 (10 being high), how much do you want this job? _______________ 

Any other comments?            

             

               

After everything you’ve seen and heard do you want to go further in this interview process?   

Yes  No 
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Group Interview Evaluation Sheet 
 
Name          First Impression  (1-10) 
 
Presentation            

             

             

             

              

Resume            

             

             

              

Question Time            

             

             

 

 0 1 2 3 4 5 6 7 8 9 10 

Responsiveness            

Attentiveness            

Positivity            

Happiness            

Neatness            

Commitment            

Common Sense            

Practical Ability            

Honesty            
 
 
General Comments           

             

  

This Person’s Strengths          

             

   

His/Her Weaknesses           

             

  

 

Final Impression   (1-10)   Conclusion…  Yes   No 
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APPENDIX E 

Interview Questions 

 
1.      What sort of jobs have you been applying for?  Why? 

2.      What are you looking for in a job?  Why? 

3.      What do you want to achieve in your life? 

4.      How do you see (our company name) helping you get there? 

5.      What one thing made you apply for this position?  

6.      What do you think the job is all about? 

7.      What is your understanding of a “sales process”? 

8.      Where are you most effective in the sales process? 

9.       How important do you consider pricing to be in making a sale? 

10. How have you been successful in the past with “prospecting”? 

11. What are your key strengths with regards to sales? 

12. What is your preferred method of contact management?  

13. What do you believe are the key traits of a successful salesperson? 

14. Why did you leave your last job? 

15. Tell me about your proudest accomplishments. 

16. Describe your ideal supervisor. 

17. Describe the worst supervisor you’ve ever had. (situational) 

18. What features of your previous job did you like? (situational) 

19. What features of your previous job did you dislike? (situational) 

20. What is your greatest weakness? 

21. What are your strengths? 

22. Describe a time when you were criticized for poor performance. (situational) 

23. I’m a little worried about your lack of … 

24. You have a lot of experience. Why would you want this job? 

25. Describe a difficult co-worker you’ve had to deal with. (situational) 

26. Describe how you work under pressure, deadlines, etc. (situational) 

27. What do you know about our company? 

28. What two or three things are most important to you in your job? 

29. Why did you change jobs so frequently? 

30. What do you think of your previous boss? 

31. This is a very high pressure job. Do you think you’re up to it? 

32. Why do you want to leave your present job? 

33. This job requires routine work. Does this pose a problem for you? 

34. Have you ever been asked to resign? 

35. Tell me about one of your failures. (situational) 

36. This position may require evenings/weekends on a regular/semi-

regular/occasional basis.  Does that pose a problem for you? 

37. You have too much experience for this job. Why would you want it? 
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38. You’ve been with the same company for so many years, how will you cope 

with a new one? 

39. What was it about your last job that bothered you the most? (situational) 

40. What motivates you? 

41. How creative a problem solver are you? 

42. Describe a large mistake you made at your last job? (situational) 

43. How would you describe your ideal job? 

44. How do you think your present/last boss would describe you? (situational) 

45. How would you rate yourself as a leader? A supervisor? An employee? 

46. You’ve worked for yourself now for a while, so why do you want to work for 

our company? 

47. Give me an example of a time when you had to deal with criticism from your 

boss? 

48. What’s the most difficult challenge you’ve faced in your professional life? 

(situational) 

49. What are you doing now to improve yourself? 

50. How would you influence someone to accept your ideas? 

51. Could you explain in detail your experience with computer software 

programs? (situational) 

52. Tell me about something your boss did that you disliked. (situational) 

a. How did you cope with that? 

53. How do you organize and plan for major projects? (situational) 

54. What was the last book you read? 

55. Tell us about a personal goal that you still want to achieve. 

56. Describe to me your typical workday. (situational) 

57. Have you ever had any problems with poor attendance? (situational) 

58. Have you ever been responsible for managing financial budgets or department 

expenses? (situational) 

59. What are the three most important responsibilities in your present job? 

(situational) 

60. Tell me about an unpopular decision you had to make. (situational) 

61. Give me an example of when it was necessary to reach a goal within a very 

short period of time and what you did to achieve it. (situational) 

62. Do you consider yourself successful? 

63. What would you do with an individual who is very angry and complaining to 

you? (situational) 

64. Tell me about a time when your work performance was low. (situational) 

65. Describe a time that you dealt with a stressful work situation. (situational) 

66. Describe a time when you reprimanded an employee for poor performance. 

(situational) 

67. Describe a time when you felt you made a poor decision. (situational) 

a. How did you make amends? 

68. Describe an environment that motivates you productivity. (situational) 

69. Can we check with your current employer? 
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70. Describe your management style in dealing with management and coworkers. 

(situational) 

71. What would you find difficult from what you understand about this job? 

72. What makes you qualified? 

73. How do you handle stress? 

74. What was the most frustrating thing in your current/last position? (situational) 

75. What do you find most challenging in dealing with customers (clients) or 

coworkers? (situational) 

76. Name the one work characteristic that you’ll bring to this job that makes you 

successful. 

77. Why did you leave your last job? 

78. I’ve noticed there was a period of time when you weren’t employed. Tell me 

about it. 

79. You’ve been unemployed for quite a while; why haven’t you obtained a job 

before this? 
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APPENDIX F 

Regional Recruitment Websites 
 

 

Canada 

 

 
www.monster.ca 

www.workopolis.ca  

www.the ladder.com 

www.bluesteps.com 

www.hirelocal.ca (for Halton and Peel Regions) 

www.trios.com 

www.kijiji.ca 

www.localwork.ca 

www.Indeed.ca  

www.jobbank.gc.ca 

www.craigslist.ca  

 

Australia 

 

 
http://www.adzuna.com.au/ 

http://www.gumtree.com.au/ 

http://www.jobseeker.com.au/ 

http://www.seek.com.au/ 

http://tweeddailynews.adperfect.com/ 

http://au.indeed.com/ 

http://www.engineeringjobs.net.au/ 

http://careerone.com.au/ 
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Knowing what you want in a candidate
is integral to your organization. Your people
de�ne your success, and being clear about what
you want will give you the best chance of getting it.

Determine what is essential in terms of skill, experience,
attitude and values...and what you can live without.

So...what does your ideal candidate look like?

KNOWLEDLGE SKILLS

ABILITIES/(”FIT”) OTHER ATTRIBUTES

Background

Education

Experience

Technical

Interpersonal

Behavioural

Culture - Philosophy

Direction

Biggest Strengths

Acceptable Weaknesses 

Culture - Prioritites

Culture - Projections

Culture - Purpose

(what have they picked up on their journey that’s valuable to you?) (essential for success - programs, systems etc.)

(DiSC Pro�le)

(include desirable training outside of formal requirements too...)

(think about how that experience �ts your culture)

(think environment - how to they have to interact with others?)

(you exist for a reason - how does your IC embody that?)

(what values do they need? What just won’t work?)

(How does your IC re�ect your business priorities?)

(How the world views you - dress, image, brand etc.)

(What are their future goals? Do they align with your philosphy?)

(No-one’s perfect. What can you live without?)

(Top 3 ‘Must Have’s’ in order of importance to your business)


