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Recruiting and Staffing - New Hire Onboarding

Task |Entering New Hire
Summary

Description of the Task: This task involves
ensuring accurate documentation of essential
information for newly hired candidates, such
as personal details, qudlifications, and role
specifics. This task is pivotal in maintaining a
comprehensive database, facilitating seam-
less communication among recruitment
teams, and expediting the onboarding pro-
cess.

1. Initiate communication with the recruitment team fo
obtain the complete set of new hire details. Request the
candidate's resume, cover letter, and any other relevant
documents that provide a comprehensive overview of
their professional background.

2. Conduct a meticulous review of the provided details to
ensure accuracy and consistency. Scrutinize the candi-
date's employment history, educational qualifications, cer-
tifications, and any other relevant information.

3. Log in to the organization's designated Applicant
Tracking System, navigating to the section specifically de-
signed for new hire data entry.

4. Begin the data entry process by systematically inputting
the candidate's personal details, ensuring precision in
capturing their full name, contact information, and resi-
dential address. Transition to academic credentials, me-
ticulously recording degrees eamed, institutions atfended,
and relevant dates. Progress to the professional experi-
ence section, focusing on delineating key roles, responsi-
silities, and achievements.

5. Tailor the entry to include role-specific details essential
for organizational alignment. Document the candidate's
assigned job title, department, and reporting structure.

6. Conduct a comprehensive cross-check of the entered
information to ensure completeness. Methodically review
each section of the new hire summary, confirming that all
mandatory fields are populated and there are no gaps or
inconsistencies.

7. Establish clear communication channels with the on-
boarding team. Provide them with the newly entered in-
formation, ensuring alignment with their onboarding
checklist. Address any additional documentation or spe-
cific requirements they may have for a seamless transition
from recruitment to onboarding.

8. Prioritize data security by adhering fo stringent confi-
dentiality standards. Ensure compliance with data profec-
tion regulations and organizational privacy policies.

9. Perform a final review of the entered information, con-
firming ifs accuracy and completeness. Engage in a feed-
back loop with the recruitment feam to validate that the
new hire summary has been successfully entered into the
system. Promptly address any feedback or correction re-
guests.

10. Maintain a detailed log of the entire data entry pro-
cess, documenting timestamps, actions taken, and any
notable observations. Generate regular reports for the re-
cruitment tfeam, providing them with insights into the
status of new hire summaries and offering actionable
data for continuous improvement.

www.oulsourceaccess.com
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Recruiting and Staffing - New Hire Onboarding

Task |Ordering
Background Checks and
Drug Tests for New
Employees

Description of the Task: This task involves
inifiating and coordinating the crucial
pre-employment screening process, including
background checks and drug fests, to vali-
date the integrity and suitability of prospective
hires. This task is vital for safeguarding orga-
nizational interests, promoting a secure work

regulations.

1. Obtain the necessary details about the newly hired
candidate from the recruitment team. This includes the
candidate's full name, contact information, and any other
relevant identifiers required for background checks and
drug tests.

2. Access the preferred background screening platform or
engage with the designated third-party service provider.
Input the candidate's details into the system to initiate a
comprehensive background check.

3. Coordinate with the designated drug testing facility or
service provider to schedule the required drug tests for the
new employee. Clearly communicate organizational poli-
cies and any specific testing criteria, ensuring alignment
with industry standards and legal regulations.

4. Facilitate the exchange of necessary documentation
between the candidate and the background screening
provider. This may include consent forms, identification
verification, and any additional documents required for a
thorough screening process.

5. Regularly check the progress of background checks
and drug fests. Stay proactive in addressing any delays or
issues that may arise during the screening process. Com-
municate updates to the recruitment feam to ensure
transparency in the onboarding timeline.

6. In the event of discrepancies or adverse findings during
the background check or drug test, collaborate with the
recruitment team fo assess the situation.

7. Confirm that the ordered background checks and drug
tests align with industry regulations and organizational
standards. Stay updated on any changes in legal require-
ments fo ensure ongoing compliance in the screening
process.

8. Compile comprehensive reports summarizing the re-
sults of the background checks and drug tests. Highlight
key findings, ensuring that the information is presented in
a clear and actionable format for review by relevant
stakeholders, including hiring managers and HR.

9. Once the background checks and drug tests are suc-
cessfully completed and cleared, collaborate with the on-
boarding team to ensure a smooth transition for the new
employee. Provide documentation and clearance infor-
mation to facilitate the final stages of the onboarding
process.

10. Uphold strict confidentiality standards throughout the
entire screening process. Safeguard sensitive information
obtained during background checks and drug fests, ad-

hering to data protection regulations and organizational

privacy policies.

www.oulsourceaccess.com
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Recruiting and Staffing - New Hire Onboarding

Task |Auditing Nominated
Employees

Description of the Task: This task involves
conducting a meticulous review of candidates
nominated for various positions, ensuring
alignment with organizational requirements
and standards. This task plays a pivotal role
in mainfaining quality assurance, opfimizing
team efficiency, and mitigating potential risks
associated with misalignment between candi-
date skills and job requirements.

1. Receive the list of nominated employees from the re-
cruitment team. Ensure that the nominations include all
relevant details, such as job fitles, departments, and rea-
sons for nomination.

2. Log in to the organization's HRIS (Human Resources
Information System) or relevant database where employ-
ee records are stored.

3. Examine the job requirements and qualifications for
the positions to which the employees are nominated.
Cross-reference these with the skills, experience, and
qualifications of the nominated individuals to ensure
alignment.

4. Verify that the nominated employees adhere to internal
policies and guidelines, including performance standards
and behavioral expectations. Confirm compliance with
any specific criteria set by the organization for nominated
individuals.

5. Evaluate the skill set of each nominated employee
against the required skills for their respective positions.
Identify any gaps or areas where additional training or
support may be necessary.

6. Consider the cultural fit of the nominated employees
within their designated teams and the organization as a
whole. Assess factors such as communication style, col-
laboration, and adaptability to organizational values.

7. Examine the performance history of nominated em-
ployees by reviewing performance appraisals and feed-

back.

8. Collaborate with hiring managers and department
heads to gather additional insights into the nominated
employees. Seek feedback on their performance, poten-
tial, and any specific considerations that should be taken
info account during the audit.

9. Document the findings of the audit, noting strengths,
weaknesses, and any recommended actions. Create a
comprehensive report that can be shared with the recruit-
ment team and other stakeholders involved in the deci-
sion-making process.

10. Share the results of the audit with the recruitment
team and relevant stakeholders. Provide clear and action-
able insights, highlighting the alignment or misalignment
of nominated employees with job requirements and orga-
nizational expectations.

11. Offer recommendations based on the audit findings.
This may include suggestions for additional training,
mentorship, or potential adjustments in the nomination
process.

12. Uphold strict confidentiality standards throughout the
auditing process. Safeguard sensitive employee informa-
tion and ensure compliance with data protection regula-
tions and organizational privacy policies.

www.oulsourceaccess.com
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Recruiting and Staffing - New Hire Onboarding

Task |Auditing Newly
Onboarded Employees

Description of the Task: This task involves
evaluating the onboarding process for recent-
ly hired employees, verifying that all necessary
steps have been completed accurately. This
task is crucial for ensuring a positive candi-
date experience, promoting adherence to
compliance protocols, and identifying areas
for improvement in the onboarding workflow.

1. Log in to the organization's HRIS (Human Resources
Information System) or onboarding platform to access the
records of newly onboarded employees. Retrieve infor-
mation such as start dates, completed documents, and
onboarding checklists.

2. Examine the onboarding documentation submitted by
newly onboarded employees, including completed forms,
certifications, and any required compliance documents.
Verify that all necessary paperwork is accurate, signed,
and in compliance with organizational policies.

3. Verify the completion of mandatory training sessions or
courses by cross-referencing the onboarding records with
the established training curriculum. Ensure that employ-
ees have successfully completed training relevant to their
roles.

4. Check that newly onboarded employees are in compli-
ance with organizational policies, including code of con-
duct, confidentiality agreements, and any other policy
documents. ldentify and address any discrepancies or
outstanding acknowledgments.

5. Evaluate the onboarding experience of employees by
gathering feedback from both the employees and rele-
vant stakeholders.

6. Ensure that newly onboarded employees have received
the necessary equipment, access credentials, and re-
sources required for their roles.

7. Assess the infegration of newly onboarded employees
info their respective teams and departments. Collect feed-
back from team leaders and colleagues regarding the
employees' adaptability, collaboration, and contribution
to feam dynamics.

8. Examine the objectives set for the probationary period
of newly onboarded employees. Evaluate their progress
toward meeting these objectives and identify any areas
that may require additional support or clarification.

9. Collaborate with hiring managers and team leaders to
gain insights into the performance and integration of
newly onboarded employees. Discuss any specific obser-
vations or concerns and gather feedback on their early
contributions to the team.

10. Document the findings of the audit, noting successes,
areas for improvement, and any recommended actions.
Create a comprehensive report that provides a holistic
view of the onboarding process for each employee.

11. Work with the HR team to implement continuous im-
provement strategies based on audit findings. This may
involve refining onboarding processes, enhancing train-
ing modules, or providing additional resources to support
the success of newly onboarded employees.

www.oulsourceaccess.com
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Recruiting and Staffing - Recruitment & Sourcing

Task |Sourcing and
Recruiting Talent from
LinkedIn

Description of the Task: This task involves
evaluating the onboarding process for recent-

ly hired employees, verifying that all necessary
steps have been completed accurately. This
task is crucial for ensuring a positive candi-
date experience, promoting adherence to
compliance protocols, and identifying areas
for improvement in the onboarding workflow.

1. Collaborate with recruiters and hiring managers to
clearly define the skill sets, qualifications, and experience
required for specific job positions. Understand the nuanc-
es of each role to create fargeted search criteria.

2. Ensure that the recruiter's LinkedIn profile is optimized
for professional engagement. Enhance visibility by high-
lighting the organization's culture, values, and unique
selling points fo atiract potential candidates.

3. Leverage LinkedIn's advanced search filters to narrow

down potential candidates based on criteria such as lo-

cation, industry, experience level, and skills. Use Boolean
search techniques to refine search results for more accu-
rate matches.

4. Actively engage in professional networking on LinkedIn
by joining relevant groups, participating in discussions,
and connecting with industry influencers. This helps build
a robust network and facilitates proactive sourcing.

5. Identify and reach out to passive candidates who may
not be actively seeking new opportunities. Craft personal-
ized and compelling messages to initiate conversations
and express interest in their skills and experiences.

6. Create and maintain talent pipelines by systematically
organizing potential candidates based on their skills and
inferests. Regularly update these pipelines to ensure a dy-
namic and up-to-date pool of qualified candidates for
future opportunities.

7. Thoroughly review candidate profiles and attached re-
sumes to assess their suitability for specific roles. Evaluate
their professional background, skills, and achievements in
alignment with the job requirements.

8. Collaborate closely with recruiters to share findings,
gather feedback, and align sourcing efforts with evolving
talent needs. Ensure seamless communication to refine
search criteria based on real-time feedback.

9. Initiate contact with potential candidates by sending
personalized connection requests or messages. Clearly
communicate the organization's value proposition and
the specific benefits of considering a career opportunity
within the company.

10. Stay informed about industry trends, skills in demand,
and market dynamics. Incorporate this knowledge into
sourcing strategies o align with the changing landscape
of the job market.

www.oulsourceaccess.com
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Recruiting and Staffing - Recruitment & Sourcing

Task | Sourcing for Specific
Jobs

Description of the Task: This task involves
focusing on targeted sourcing for specialized
roles within the organization. This fask in-
volves understanding the unique skill sets,
qualifications, and experience required for
specific job positions. By strategically identify-
ing and engaging with potential candidates

their ability to fill critical roles and meet orga-
nizational talent needs.

1. Collaborate with recruiters and hiring managers to
gain a clear understanding of the specific job require-
ments. Exiract detailed information on skills, qualifica-
tions, experience, and other criteria essential for the tar-
geted roles.

2. Log in to relevant job portals, applicant tracking sys-

tems {ATS), and company databases to begin the sourc-
ing process. Familiarize yourself with the platforms used
for efficient job searches and candidate identification.

3. Develop detailed search criteria based on the specific
requirements of the job. Utilize Boolean search tech-
niques and advanced filters to narrow down potential
candidates who closely match the desired qualifications
and experience.

4. Incorporate industry-specific keywords and terminology
info your search queries. This enhances the precision of
search results and ensures that the sourced candidates
possess the necessary expertise related to the targeted job
positions.

5. Extend the sourcing efforts to social media platforms,
especially LinkedIn, by searching for professionals with
profiles that align with the specific job requirements.
Engage with relevant groups and communities to identify
potential candidates.

6. Actively approach passive candidates who may not be
actively searching for new opportunities. Craft personal-
ized messages highlighting the specific job details and ex-
pressing interest in their skill set. Encourage them to con-
sider the presented job opportunity.

7. Review resumes and profiles of potential candidates to
assess their alignment with the specific job requirements.
Screen for relevant skills, experience, and qualifications to
identify candidates who meet the criteria.

8. Systematically organize and maintain a datobase of
sourced candidates. Use the organization's applicant
tracking system (ATS) or other tools to track candidate
profiles, notes, and engagement history for easy refer-
ence.

9. Generate regular reports detailing the progress of the
sourcing efforts. Include metrics such as the number of
candidates sourced, outreach success rates, and any
challenges encountered. Share these reports with the re-
cruiting team for strategic planning.

10. Proactively engage in talent pipelining by identifying
potential candidates for future job openings. Cultivate re-
lationships with candidates, keeping them informed about
the organization and potential opportunities that align
with their skills.

www.oulsourceaccess.com
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Recruiting and Staffing - Recruitment & Sourcing

Task | Sourcing Talent on
Monster

Description of the Task: This task involves
conducting talent sourcing on the Monster
platform, leveraging its extensive database to
identify and connect with potential candi-
dates. This task involves utilizing Monster's
search functionalities to filter and identify can-
didates with the desired qualifications and ex-

ers expand their reach and access a diverse
pool of candidates to fulfill hiring require-
ments efficiently.

1. Log in to the Monster platform using authorized cre-
dentials. Familiarize yourself with the interface, search
functionalities, and tools available for efficient talent
sourcing within the platform.

2. Develop targeted search queries using Monster’s
search features. Utilize Boolean search techniques and
apply filters such as location, experience level, and skills
to narrow down the candidate pool based on the speci-
fied job requirements.

3. Incorporate industry-specific keywords into search que-
ries to optimize results. This ensures that the sourced can-
didates possess the relevant skills and qualifications
aligned with the specific job opening.

4. Review candidate profiles and resumes systematically,
applying filters to shortlist potential candidates who close-
ly match the defined job requirements. Evaluate key ele-
ments such as experience, education, and skills fo assess
alignment.

5. Inftiate contact with potential candidates through Mon-
ster's messaging system. Craft personalized messages that
highlight the specific job details, express interest in their
qualifications, and encourage them to explore the pre-
sented job opportunity.

6. Conduct a thorough review of resumes and profiles to
screen for relevant skills, experience, and qualifications.
Identify candidates who meet the specified criteria and
provide recruiters with a curated list for further evaluation.

7. Collaborate closely with recruiters to share your find-
ings, gather feedback, and align sourcing efforts with
evolving talent needs. Ensure regular communication to
adjust search criteria based on real-time requirements.

8. Organize and maintain a database of sourced candi-
dates within Monster or the organization's applicant track-
ing system (ATS). Include detailed notes on candidate
profiles, engagement history, and any recruiter feedback
for reference.

9. Generate regular progress reports summarizing the
status of talent sourcing on Monster. Include metrics such
as the number of candidates sourced, outreach success
rates, and any challenges encountered. Share these re-
ports with the recruiting team for strategic planning.

10. Proactively engage in talent pipelining by identifying
potential candidates for future job openings. Maintain
ongoing communication with candidates, keeping them
informed about the organization and potential opportuni-
ties that align with their skills.

www.oulsourceaccess.com
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Recruiting and Staffing - Administrative Tasks

Task |Emailing Supporting
Documents

Description of the Task: This task involves
facilitating seamless communication by send-
ing essential supporting documents, such as
resumes, cover letters, and certifications, to
hiring managers and clients. This task is cru-
cial for ensuring a comprehensive overview of
candidate profiles, fostering efficient deci-

throughout the recruitment process.

1. Monitor communication channels, such as email or
the organization's collaboration platform, to identify doc-
ument requests from hiring managers or clients. Pay at-
tention to specific requirements and deadlines.

2. Navigate to the document repository or applicant
tracking system (ATS) to refrieve the requested supporting
documents. Ensure the accuracy and completeness of the
documents to be sent.

3. Select and compile the relevant supporting documents,
including resumes, cover lefters, certifications, and any
additional materials specified in the request. Organize the
documents in a clear and logical order.

4. Prioritize data security and confidentiality. Verify that the
documents being shared adhere to privacy regulations
and organizational policies. Remove any sensitive infor-
mation that shouldn't be disclosed.

5. Compose a professional and concise email to accom-
pany the attached documents. Clearly state the purpose
of the email, provide context for the attached documents,
and express readiness to address any further inquiries.

6. Attach the compiled supporting documents to the
email. Utilize appropriate file formats and ensure that the
attachments are well-organized for easy review by hiring
managers or clients.

7. Double-check the recipient's email address to ensure
accuracy. Confirm that the documents are being sent to
the right hiring manager or client, minimizing the risk of
miscommunication.

8. If necessary, include any additional instructions or con-
text that may aid the recipient in understanding the con-
tent of the supporting documents. Provide clarity on spe-
cific points or highlight key information.

9. Send the email containing the supporting documents.
Confirm the successful delivery and, if possible, request a
read receipt to ensure that the recipient has received and
accessed the information.

10. If there are any delays or if additional information is
needed, proactively communicate with the hiring manag-
er or client. Provide updates on the sfatus of the docu-
ment delivery and address any potential concerns
promptly.

11. Log the communication and document sharing activi-
ty in the ATS or relevant fracking system. Maintain a
record of the documents sent, communication details,
and any feedback or responses received.

www.oulsourceaccess.com
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Recruiting and Staffing - Administrative Tasks

Task |Updating Account
Management Dashboard

Description of the Task: This task involves
enhancing organizational visibility and strate-
gic decision-making by diligently updating the
Account Management Dashboard. This in-
volves real-time input of client interactions,
project statuses, and key performance indica-
tors, providing a comprehensive overview for

ships and meet business objectives.

1. Log in to the organization's account management
system or dashboard using authorized credentials. Famil-
iarize yourself with the layout and sections of the dash-
board where updates are required.

2. Conduct a thorough review of the existing account in-
formation, including client details, project statuses, and
key performance indicators. Note any changes or devel-
opments that need to be reflected in the dashboard.

3. Communicate with account managers to gather the
latest updates on client interactions, project progress, and
any notable achievements. Collaborate closely to ensure
accurate representation of account-related activities.

4. Enter any changes in client details, such as contact in-
formation, key personnel, or project specifications. Main-
tain accuracy to support effective communication and re-
lationship management.

5. Update project statuses, milestones, and deliverables
on the dashboard. Clearly communicate the current
stage of each project, any challenges faced, and antici-
pated timelines for completion.

6. Input and update key performance indicators relevant
to account management. This may include metrics such
as client satfisfaction scores, project completion rates, or
any other KPls tracked by the organization.

7. Showcase notable achievements, successful project
completions, or milestones reached during the account
management process. Emphasize positive outcomes to
reinforce client satfisfaction and build trust.

8. If applicable, infegrate the account management
dashboard with the organization's Customer Relationship
Management (CRM) system. Ensure seamless data flow
between systems for a comprehensive view of client inter-
actions.

9. Double-check for data consistency across different sec-
tions of the dashboard. Ensure that all updates are re-
flected accurately and that there are no discrepancies in
client or project information.

10. Notify account managers of the dashboard updates.
Provide them with a summary of the changes made, em-
phasizing the importance of staying informed about the
latest account developments.

11. Generate comprehensive reports from the updated
dashboard to share with leadership or relevant stakehold-
ers. Include insights on account health, project statuses,
and any challenges or opportunities that require atten-
fion.

12. Keep detailed records of the updates made in the ac-
count management dashboard. Document the date of
each update, the responsible party, and any relevant
notes fo ensure transparency and accountability.

www.oulsourceaccess.com
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Recruiting and Staffing - Administrative Tasks

Task |Conducting Data
Entry on Master
Gameplan

Description of the Task: This task involves
contributing to organizational efficiency by
meticulously entering pertinent data info the
Master Gameplan. This task involves updat-
ing critical information related to recruitment
strategies, candidate pipelines, and project
timelines.

1. Log in o the Master Gameplan platform using autho-
rized credentials. Familiarize yourself with the layout and
sections where data entry is required.

2. Refer to any guidelines or documentation provided for
data entry on the Master Gameplan. Understand the
specific fields, formats, and data types that need to be en-
tered.

3. Coordinate with the recruitment team to gather the
latest information for data entry. Communicate closely to
ensure alignment with ongoing projects, candidate pipe-
lines, and strategic initiatives.

4. Input candidate details into the Master Gameplan. In-
clude information such as names, contact details, skills,
experience, and any other relevant data. Maintain accu-
racy and consistency across entries.

5. Record the current status of recruitment projects on the
Master Gameplan. Include details on the stages of each
project, milestones achieved, and any challenges faced.
Provide a clear snapshot of project progress.

6. Enter updated client information, including contact de-
tails, project specifications, and any communication his-
tory. Ensure that the client data is comprehensive and
up-to-date for effective relationship management.

7. Input key metrics and analytics relevant to recruitment
and staffing. This may include candidate conversion
rates, time-to-fill metrics, or any other performance indi-
cators tracked by the organization.

8. Record the latest recruitment sirategies employed by
the team. Include information on sourcing methods, out-
reach tactics, and any adjustiments made to optimize the
recruitment process.

9. Enter feedback received from candidates, including
their experiences during the recruitment process and any
suggestions for improvement. This information can be
valuable for refining recruitment strategies and enhancing
candidate engagement.

10. It applicable, integrate the Master Gameplan with the
organization's Applicant Tracking System (ATS) and Cus-
tomer Relationship Management (CRM) system. Ensure
seamless data flow for a unified view of recruitment activi-
fies.

11. Double-check the entered data for accuracy and
completeness. Cross-reference information with other sys-
tems or documentation to ensure consistency and elimi-
nate errors.

12. Generate comprehensive reports from the Master
Gameplan to share with leadership or relevant stakehold-
ers. Include insights on project statuses, recruitment met-
rics, and any trends observed in the data.

www.oulsourceaccess.com
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Recruiting and Staffing - Administrative Tasks

Task |Sending Daily
Reports to Managers

Description of the Task: This task involves
streamlining managerial decision-making
processes by consistently sending detailed
daily reports. This task involves summarizing
key metrics, recruitment progress, and action-
able insights for managers. Regular reporting
fosters fransparency, aids in strategic plan-

mize overall recruitment outcomes.

1. Access relevant systems, such as the Applicant Tracking
System (ATS) and recruitment databases, to gather daily
metrics and key performance indicators (KPls). Extract in-
formation on candidate pipelines, project statuses, and
any notable achievements.

2. Coordinate with the recruitment team to ensure a
comprehensive understanding of daily activities, ongoing
projects, and potential challenges. Communicate closely
to gather insights that should be highlighted in the daily
reports.

3. Compile the collected metrics and progress updates
info a structured format. Include information on the
number of new candidates, interviews conducted, project
statuses, and any other relevant data that provides a
snapshot of daily recruitment operations.

4. Review tasks completed by the recruitment team during
the day. Highlight successful placements, completed inter-
views, and any significant milestones achieved. Provide
details on the progress made toward project goals.

5. Identify and highlight any challenges or obstacles en-
countered by the recruitment team. Include information
on unfilled positions, candidate sourcing difficulties, or
any issues that may require managerial aftention or sup-
port.

6. Craft a comprehensive and concise summary of the
daily recruitment activities. Summarize key achievements,
challenges faced, and any adjustments made to recruit-
ment strategies. Structure the report in a way that facili-
tates quick understanding.

7. Infegrate candidate feedback received during the day.
Include insights on candidate experiences, any concerns
raised, and positive feedback.

8. Format the daily report for clarity and readability. Use
headings, bullet points, and visuals to make the informa-
tion easily digestible.

9. Double-check the accuracy of the data and informa-
tion included in the report. Cross-reference with the ATS
and other systems to ensure consistency and eliminate
any errors in the reporfed metrics.

10. Compose an email addressed to the relevant man-
agers. Attach the compiled daily report and provide a
brief overview in the email body. Clearly state the purpose
of the report and any specific action items or decisions
needed.

11. Maintain an organized archive of daily reports for ref-
erence. Ensure that past reports are easily accessible for
historical analysis and to track trends in recruitment per-
formance over fime.

www.oulsourceaccess.com
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Recruiting and Staffing - Administrative Tasks

Task |Redirecting
Uncontacted Leads

Description of the Task: This task involves
improving lead management efficiency by re-
directing uncontacted leads to the appropri-
ate channels for follow-up. This task involves
assessing lead data, understanding client
needs, and rerouting leads to the most suit-
able recruiters or account managers. Timely

ties are maximized and client expectations are
met.

1. Log in to the organization's lead management system
or CRM platform using authorized credentials. Familiarize
yourself with the system's interface, lead categories, and
tools for lead redirection.

2. Analyze the list of uncontacted leads within the lead
management system. |dentify leads that require redirec-
tion based on factors such as unresponsiveness, change
in requirements, or other relevant criterio.

3. Collaborate with the recruitment team fo understand
the criteria for redirecting leads. Gain insights into the
specific reasons for redirection, such as changes in job
preferences, client needs, or other dynamics affecting the
lead's status.

4. Communicate with recruiters to gather additional con-
text on uncontacted leads. Discuss any attempts made to
reach out, challenges faced, and the appropriate redirec-
tion strategy. Align closely with recruiters to ensure a
seamless redirection process.

5. Determine the most suitable recruiters or account
managers to redirect the uncontacted leads to. Consider
factors such as expertise, client relationships, and work-
load capacity to optimize the chances of successful lead
engagement.

6. Update the lead records within the CRM system to re-
flect the redirection. Make notes on the reason for redi-
rection, the selected recipient, and any specific instruc-
tions or context that will assist the recipient in engaging
with the lead.

7. Notify the selected recruiters or account managers
about the redirection of leads. Clearly communicate the
background, reason for redirection, and any pertinent in-
formation that will aid them in effectively reaching out to
the leads.

8. Include contextual information about each redirected
lead. Share insights on the lead's preferences, past inter-
actions, and any potential challenges identified during
previous attempts to make contact.

9. Track the progress of redirected leads by monitoring
the CRM system. Keep a close eye on the engagement
efforts of the new recipients and any subsequent develop-
ments. Ensure that leads are actively worked on to maxi-
mize conversion opportunities.

10. Collate feedback from the recruiters or account man-
agers who received the redirected leads. Gather insights
on the effectiveness of the redirection sirategy, challenges
faced, and any additional support needed for successful
lead engagement.

11. Provide regular updates to management on the status
of redirected leads. Share key metrics, success stories,
and areas for improvement. Keep management informed
about the impact of the redirection strategy on lead con-
version.

www.oulsourceaccess.com
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Recruiting and Staffing - Administrative Tasks

Task |Downloading and
Emailing Call Reports

Description of the Task: This task involves
enhancing communication and documenta-
tion by downloading and emailing call re-
ports to relevant stakeholders. This task in-
volves capturing crucial details from client or
candidate calls, compiling comprehensive re-
ports, and disseminating them to ensure that

collaboration and informed decision-making
in the dynamic Recruiting and Staffing envi-
ronment.

1. Log in to the organization's call reporting system or
CRM platform using authorized credentials. Familiarize
yourself with the system's interface, call history features,
and tools for report generation.

2. Navigate to the call reports section and review the list
of recent calls. Identify the calls for which reports need to
be downloaded and emailed. Pay atfention to details
such as caller information, call duration, and any notes
entered by recruiters.

3. Collaborate with the recruiting team to understand
specific requirements for the call reports. Determine if
there are any preferences regarding the format, content,
or additional information to be included in the emailed
reports.

4. Download the call reports for the identified calls.
Ensure that the downloaded reports are accurate, com-
plete, and include all relevant details captured during the
calls. Pay attention to any specific data points requested
by the recruiting team.

5. Organize the downloaded call reports into a structured
file system. Use clear and consistent naming conventions

to facilitate easy identification of reports. Arrange the files
in a logical order for efficient emailing.

6. Open your email client and compose a new email ad-
dressed to the intended recipients. Include a clear subject
line indicating the purpose of the email, such as "Daily
Call Reports - [Date]."

7. Attach the organized call reports to the email. Ensure
that the attached files are appropriately labeled, and the
content aligns with the expectations outlined by the re-
cruiting feam.

8. In the email body, provide a brief context or summary
of the call reports being sent. Highlight any noteworthy
trends, challenges, or successes observed during the
calls. This contextual information adds value to the re-
ports.

9. Double-check the email addresses of the intended re-
cipients. Confirm that the call reports are being sent to
the correct members of the recruiting team, managers, or
any other stakeholders who require the information.

10. If there are any specific follow-up actions required
based on the call reports, clearly state them in the email.
This could include scheduling follow-up calls, updating
candidate profiles, or addressing specific issues raised
during the calls.

11. Send the email containing the attached call reports.
Confirm the successful delivery of the email and, if possi-
ble, request a read receipt to ensure that the recipients
have received and accessed the reports.
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Recruiting and Staffing - Performance Evaluation

Task |Evaluating
Employees for Bonus

Description of the Task: This task involves
comprehensive assessment of individual and
team performance within the Recruiting and
Staffing agency. This crucial task examines
key performance indicators, successful place-
ments, client satisfaction, and adherence to
targets. By determining bonus eligibility based
on measurable success metrics, it not only
recognizes and rewards exceptional contribu-
tions but also motivates employees to consis-
tently excel in their roles.

1. Access the performance metrics dashboard or system
to gather data on each employee's achievements. Focus
on key indicators such as successful placements, client
satisfaction scores, and individual contributions to team
goals.

2. Compile a comprehensive list of each employee's indi-
vidual achievements and confributions during the evalua-
tion period. Highlight successful placements, exceeding
targets, and any exceptional efforts that positively impact-
ed the team or organization.

3. Evaluate each employee's performance in meeting or
exceeding assigned targets. Analyze metrics such as can-
didate submissions, client acquisitions, and overall reve-
nue generation to gauge adherence fo organizational
goals.

4. Review client feedback and satisfaction scores related
to the candidates presented by each employee. Positive
client testimonials and successful client relationships
should be weighed as factors in the bonus evaluation.

5. Assess an employee's ability to innovate and solve
challenges creatively. Recognize instances where individu-
als went beyond routine tasks to propose and implement
innovative solutions that enhanced team efficiency or
client satisfaction.

6. Quantify the direct impact of an employee's efforts on
revenue generation. Evaluate the financial contribution of
successful placements and client relationships to deter-
mine the employee's role in the agency's overall financial
success.

7. If the agency follows a predetermined bonus allocation
formula, apply it to the assessed metrics. This may involve
assigning weights to different performance factors and
calculating a bonus percentage based on the employee's
overall perfformance score.

8. Refer to the agency's human resources policies o
ensure compliance with bonus distribution guidelines.
Verify any specific eligibility criteria, documentation re-
quirements, or approval processes outlined in the com-
pany policies.

9. Create a detailed bonus recommendation report for
each employee, summarizing the performance assess-
ment, achieved metrics, and proposed bonus amount.
Clearly articulate the rationale behind the bonus recom-
mendations.

10. Present the bonus recommendation reports to recruit-
ment managers and, if necessary, to higher management
for approval. Seek feedback and make any adjustments
based on managerial insights before finalizing the bonus
allocations.
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Recruiting and Staffing - Communication & Outreach

Task |Reaching Out to
Leads

Description of the Task: This task involves
inifiating communication through various
channels such as emails, phone calls, or pro-
fessional networks to identify and engage
top-tier talent. By proactively reaching out, re-
cruiters aim fo assess candidates' qualifica-
tions, understand their career goals, and

the continuous expansion of a high-quality
candidate pool.

1. Log in to the organization's applicant fracking system
{ATS) or candidate database to identify potential leads
based on specific job requirements and skill sefs.

2. Examine current job openings and identify the key skills
and qualifications required. Understand the unique sell-
ing points of each position to effectively communicate
with potential candidates.

3. Create personalized outreach messages that highlight
the relevance of the job opportunity to the candidate's
skills and career goals. Tailor messages to resonate with
the individual's professional background.

4. Leverage professional networks such as LinkedIn to
identify and connect with potential candidates. Craft con-
nection requests and messages that demonstrate genuine
inferest in their expertise.

5. Make outbound calls to potential candidates, infroduc-
ing the available job opportunities and assessing their in-
terest and suitability. Use a conversational tone and high-
light the value proposition of the positions.

6. Provide defailed information about the job, including
responsibilities, qualifications, and potential career
growth opportunities. Address any questions or concerns
the candidate may have during the initial outreach.

7. Gauge the candidate's availability and interest in ex-
ploring new opportunities. Identify factors that may influ-
ence their decision-making process, such as current em-
ployment status and career aspirations.

8. For inferested candidates, coordinate and schedule
preliminary interviews with the recruitment team. Ensure
that the candidate is well-prepared for the inferview pro-
cess by providing relevant details and expectations.

9. Document all outreach activities in the ATS, including
details of conversations, candidate responses, and any
follow-up actions required. Maintain accurate records for
future reference and analysis.

10. In the course of outreach, inquire about potential re-
ferrals from candidates, expanding the network and un-
covering additional talent. Establishing a referral network
can lead to the discovery of hidden gems in the job
market.

11. Track response metrics, such as the number of posi-
five responses, interview confirmations, and overall en-
gagement. Use these metrics to assess the effectiveness of
the outreach strategy and make data-driven adjustments.
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Recruiting and Staffing - Content Development

Task |Developing Content
for Hiring Campaigns

Description of the Task: This task involves
crafting engaging job descriptions, social
media posts, and promotional materials to
attract top-tier talent. By aligning content with
the employer brand, emphasizing unigue sell-
ing propositions, and utilizing industry-specific
language, recruiters can effectively communi-

cy's visibility in a competitive talent market.

1. Collaborate with the recruitment team to thoroughly
understand the specific requirements of the job openings.
Gain insights into the skills, qualifications, and aftributes
sought in potential candidates.

2. Conduct research on the target audience for the hiring
campaign. Understand the demographics, preferences,
and online platforms where potential candidates are likely
to engage with recruitment content.

3. Develop compelling and informative job descriptions
that highlight key responsibilities, qualifications, and op-
portunities for career growth. Use language that reso-
nates with the target candidates and emphasizes the
unique aspects of the job.

4. Develop engaging content tailored for various social
media platforms. Craft concise and impaciful messages
that convey the value proposition of the job opportunities,
utilizing relevant hashtags and industry-specific terminolo-

Y-

5. Create visually appealing graphics or banners to ac-
company social media posts and job listings. Utilize
design tools or collaborate with graphic designers o en-
hance the visual appeal of the content.

6. Incorporate relevant SEO keywords into the content to
enhance visibility in online searches. Optimize job titles,
descriptions, and social media posts to align with
common search queries within the industry.

7. Ensure that the developed content aligns with the em-
ployer brand. Maintain consistency in messaging and
visual elements to reinforce the agency's identity and
values, fostering a cohesive brand image.

8. Include employee testimonials or success stories in the
content to provide authentic insights into the company
culture and work environment. Highlighting positive expe-
riences can significantly impact candidate inferest.

9. Leverage recruitment marketing platforms to distribute
and amplify the developed content. Utilize tools that facil-
itate targeted outreach to the desired candidate demo-
graphics.

10. Colloborate with the marketing team to ensure align-
ment with overall marketing strategies and messaging.
Seek input on content style, fone, and optimization for
broader marketing campaigns.

11. Develop a content release schedule to strategically
distribute content across various channels. Consider peak
times for candidate engagement and adapt the schedule
based on campaign objectives.
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