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[0 O 5. Develop a series of phone-screening questions. Compile a list of suitablequestions you can ask over the
phone to help you quickly identify qualified candidatesand eliminate everyone else.[] [ 6. Review the resumes you
receive and identify your best candidates. Once you postyour ad, youll start receiving resumes, sometimes many
more than you anticipated.Knowing what youre looking for in terms of experience, education and skills will
helpyou weed through these resumes quickly and identify potential candidates.[] [1 7. Screen candidates by phone.
Once youve narrowed your stack of resumes toa handful of potential applicants, call the candidates and use your
phone-screeningquestions to further narrow the field. Using a consistent set of questions in both thisstep and your
face-to-face interviews will help ensure youre evaluating candidatesequally.] [ 8. Select candidates for assessment.
Based on the responses to your phoneinterviews, select the candidates you feel are best qualified for the next step in
theprocess.[] [0 9. Assess your potential candidates for their skills and attributes using a provenassessment tool. A
resume and phone interview can only tell you so much about a jobapplicant, so youll need a dependable
assessment tool to help you analyze the corebehavioral traits and cognitive reasoning speed of your applicants. For
example, a goodtest will provide insights as to whether the individual is conscientious or lackadaisical,introverted
or extroverted, agreeable or uncompromising, open to new ideas or close-minded, and emotionally stable or
anxious and insecure.
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