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MEET CATHY WYNNE, CEO OF WYNNE HIRES

Hi, I'm Your Coach,
Cathy Wynne

| have worked in talent acquisition for 30
years with corporate and franchised
staffing & recruiting organizations. As the
CEO of Wynne Hires, | create and inspire
authentic conversations to align talent,
purpose, and goals for employment and
business success. | have served various
industries like non-profit, financial services,
insurance, retail, home care, distribution,
manufacturing, and more.

An energetic natural leader, | work with
small and medium businesses to identify
their specific talent needs and strategize
an approach to marketing their employer
brand and unique value proposition in
talent attraction, onboarding, and retention.
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Outside of work, I am an outdoor
enthusiast who enjoys hiking, bicycling,
skiing, and water sports, as well as a
musician who loves playing music with
family and friends. As a breast cancer
survivor, I use my voice to advocate for
awareness and authentic conversations in
the workplace.
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INTRODUCTION

Bridging the
Interview Gap

Understanding Both Sides of the Desk

Welcome to *Navigating the Interview
Process from Both Sides of the Desk*! This
e-book is your friendly and comprehensive
guide to understanding the ins and outs of
the hiring process, ensuring that both
employers and job seekers have a positive
and fruitful experience. Our goal is to
provide you with valuable insights and tips
that will help you navigate the job market
with confidence, whether you're looking to
hire the perfect candidate or land your
dream job.

In today's competitive job market, it's
crucial for both employers and job seekers
to be well-prepared and informed about
the hiring process. As an employer, you
want to attract top talent and ensure that
the candidates you hire will be a great fit
for your organization. On the other hand, as
a job seeker, you want to stand out from
the competition and find a role that aligns
with your skills, values, and career goals.

We will cover various aspects of the hiring
process, such as crafting an impressive
resume and cover letter, preparing for
interviews, understanding the nuances of
the hiring process, evaluating fit, and
starting a new job.

WWW.WYNNEHIRES.COM

Each section will provide practical advice
and tips tailored for both employers and
job seekers, allowing you to gain a well-
rounded perspective on the interview
process from both sides of the desk.

We understand that the hiring process can
be intimidating and even overwhelming at
times, but don't worry — we're here to help!
By the end of this e-book, youll be
equipped with the knowledge and tools
you need to successfully navigate the
interview process and achieve your goals,
whether you're an employer looking to
build a winning team or a job seeker ready
to take the next step in your career.

So, let's dive in and explore the world of
interviews together!
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CHAPTER I

Resume and Cover
Letter Essentials

Crafting a Compelling Resume

A compelling resume is key to showcasing
your skills and experience in a clear and
concise manner. Here are some essential
tips for creating a resume that stands out:

e Choose the right format: Select a
resume format that best highlights your
strengths, whether it's chronological,
functional, or a combination of both.

e Tailor your resume: Customize your
resume for each job application,
emphasizing the skills and experience
most relevant to the position.

e Use strong action verbs: Start each
bullet point with powerful action verbs
(e.g. "managed,” "developed,”
"achieved”) to demonstrate your
accomplishments.

e Quantify your achievements: Whenever
possible, include specific numbers and
metrics to illustrate the impact of your
work (e.g, "increased sales by 20%").

e Keep it concise: Aim for a one to two-
page resume, focusing on your most
relevant and recent experiences.

¢ Proofread: Thoroughly proofread your
resume for spelling, grammar, and
formatting errors to ensure a polished
and professional appearance.
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Writing an Engaging Cover Letter

A well-crafted cover letter allows you to
showcase your personality, enthusiasm,
and unique qualifications for the position.
Here are some key tips for writing an
engaging cover letter:

e Address the hiring manager: Whenever
possible, address your cover letter to
the specific hiring manager or recruiter
by name.

e Open with a strong introduction: Start
your cover letter with a captivating
opening paragraph that grabs the
reader's attention and highlights your
interest in the position.

e Demonstrate your fit: Use the body of
the cover letter to explain how your
skills, experience, and accomplishments
align with the job requirements and
company culture.

e Tell a story: Share a relevant anecdote
or example that showcases your
problem-solving abilities, teamwork, or
other valuable qualities.

e Close with a call to action: End your
cover letter with a confident closing
paragraph encouraging the employer to
contact you for an interview.

¢ Proofread: Like your resume, proofread
your cover letter for spelling, grammar,
and formatting errors to ensure a
polished and professional presentation.
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CHAPTER II

Preparing for the
Interview

Making a Great First Impression

First impressions are crucial in the
interview process, as they set the tone for
the entire interaction. In this section, we'll
share some helpful tips for both parties on
how to make a memorable first impression.

For Employers:

¢ Create a welcoming environment:
Ensure that the interview space is
clean, well-lit, and comfortable. Offer
refreshments and make sure the
candidate feels at ease.

e Be punctual: Arrive on time and be
prepared for the interview. This shows
respect for the candidate's time and
sets a professional tone.

¢ Introduce yourself and your team:
Provide a brief introduction of yourself
and any other team members present,
outlining your roles within the company.

¢ Show genuine interest: Listen actively
and engage with the candidate’s
responses, demonstrating that you
value their input and are genuinely
interested in learning more about them.
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CHAPTER IT CONTINUED

Making a Great First Impression

For Job Seekers

e Research the company: Before the
interview, take the time to research
the company, its values, mission, and
recent news. This will help you tailor
your responses and show genuine
interest in the organization.

e Arrive early: Plan to arrive at least 10-
15 minutes before your scheduled
interview time. This demonstrates
punctuality and allows you to settle
in before the interview begins.

e Bring necessary documents: Have
extra copies of your resume, cover
letter, and any other relevant
documents on hand.

e Offer a firm handshake: Greet the
interviewer with a confident, firm
handshake while making eye contact.

e Express gratitude: Thank the
interviewer for the opportunity to
meet with them and express your
enthusiasm for the position and
company.

¢ Prepare for common interview
questions: Practice answering
questions, like "Tell me about
yourself," "What are your strengths
and weaknesses?" and "Why do you
want to work for us?" This will help
you feel more confident during the
interview.
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CHAPTER IT CONTINUED

Professional Appearances are Crucial

A polished appearance is essential for both employers and job seekers, as it conveys
professionalism, respect, and attention to detail. We'll discuss the importance of dressing
professionally and maintaining a well-groomed appearance to help you put your best foot
forward.

For Employers

¢ Dress professionally: Wear appropriate business attire that reflects your company's
dress code and culture.

e Maintain good hygiene: Ensure that you are well-groomed, with clean, styled hair,
trimmed nails, and fresh breath.

e Minimize distractions: Avoid wearing overpowering fragrances or excessive jewelry, as
these can be distracting to the candidate.

For Job Seekers

e Research the company dress code: Investigate the company's dress code and culture
to determine the appropriate level of formality for your interview attire.

¢ Dress professionally: Opt for conservative, well-fitting business attire in neutral colors.
Ensure that your clothing is clean, pressed, and free of stains or wrinkles. Always dress
one level up from the job you're interviewing for.

¢ Pay attention to grooming: Maintain good personal hygiene with clean, styled hair,
trimmed nails, and fresh breath. Avoid strong fragrances and excessive makeup or
jewelry.

e Accessorize appropriately: Choose professional accessories, such as a briefcase or
portfolio, to carry your documents and other essentials.

= 2 . P4
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CHAPTER III

Understanding the
Hiring Process

Communicating the Hiring Process

Clear communication is the foundation of a successful
hiring process. Employers can set realistic expectations
and ensure a smooth experience by providing transparent
information about the steps involved. This may include
sharing details about the timeline, interview format, and
required assessments or background checks.

Creating a Positive Experience

A positive interview experience benefits everyone involved.
Employers should create a comfortable environment for
candidates, offering clear directions to the interview
location and providing a warm welcome upon arrival.
Interviewers should be well-prepared, asking thoughtful
questions that allow candidates to showcase their skills
and experience. Respecting candidates' time by starting
and ending interviews as scheduled and minimizing
unnecessary waiting periods is vital.

Following Up After the Interview

Employers should aim to provide updates on the hiring
process within a reasonable time frame, whether extending
an offer, requesting additional information, or informing the
candidate that they have not been selected. This
demonstrates professionalism and helps maintain a
positive reputation for the company. For job seekers,
following up with a thank-you email or note can help
express gratitude for the opportunity and reinforce their
interest in the position.
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CHAPTER III CONTINUED

Evaluating Fit

Ensuring a candidate's career path aligns with the role is essential for long-term success
and job satisfaction. Employers should delve into a candidate's work history, skills, and
accomplishments to gain insights into their career trajectory and determine if the position
aligns with their goals and expertise. Job seekers should be prepared to articulate their
career aspirations and explain how the opportunity aligns with their long-term objectives
while demonstrating their ability to contribute meaningfully to the organization.

Cultural Fit

Cultural fit is a significant factor in the hiring process, impacting employee engagement
and overall team cohesion. Employers should consider how a candidate's values,
communication style and work habits align with the company's culture during the interview
process, using behavioral interview questions and situational examples to gauge
compatibility. Job seekers can showcase their cultural fit by researching the company's
values and mission, sharing examples of how they have embodied these principles in their
previous roles, and expressing enthusiasm for the company's culture.

Continuous Growth Opportunities

Fostering continuous growth opportunities is essential for employee satisfaction, retention
and promoting a culture of excellence. Employers can attract and retain top talent by
offering opportunities for skill development, mentorship, and advancement while ensuring
employees remain engaged and motivated. Job seekers should inquire about professional
development opportunities during the interview process and express their enthusiasm for
continuous learning and growth, positioning themselves as proactive and ambitious
individuals who will contribute to the organization's success.
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CHAPTER IV

Starting that

New Job

Creating a Successful Relationship

In this chapter, we'll provide guidance for
both employers and employees on how to
ensure a smooth transition into a new role.
Wel'll cover tips for onboarding and setting
expectations to set everyone up for
success. Onboarding is a crucial process
for employers, as it sets the tone for the
employee's experience within the
company. A well-structured onboarding
process can lead to higher retention rates
and overall employee satisfaction. Starting
a new job can be both exciting and nerve-
wracking. As an employee, it's important to
be proactive during the onboarding
process to ensure a smooth transition.

To create an effective onboarding plan,
employers should prepare for the new
hire's arrival, designate a mentor or buddy,
develop a training plan, and schedule
check-ins. Employees can make the most
of onboarding by asking questions, taking
notes, being open to feedback, and
networking  with  colleagues.  Clearly
communicating expectations is essential
for both the employer and employee to
ensure a successful working relationship.
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Employers must define job responsibilities,
establish  performance  metrics, and
provide regular feedback. Employees can
succeed in their new role by clarifying
expectations, setting personal goals, and
communicating progress.

21 (SN

otferl
- New "
Jeb!]

28



http://wynnehires.com/

NAVIGATING THE INTERVIEW PROCESS FROM BOTH SIDES OF THE DESK

This is the beginning
of something good.

We hope this e-book has been helpful, inspiring employers and job seekers to reflect on
their current practices and strive for continuous improvement in their hiring endeavors. A
well-executed interview process can lead to increased productivity, job satisfaction, and
long-term retention, ultimately benefiting organizations and individuals.

The key to a successful hiring process is constant improvement and adaptation. By staying
open to new ideas and embracing change, you'l be able to refine your approach and
achieve better results over time. Keep learning, stay curious, and don't be afraid to
challenge conventional wisdom

As you embark on your hiring journey, we wish you the best of luck. May you find the right
fit and build lasting, successful partnerships that contribute to your growth and success.

Meet with Wynne Hires Today!
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