
 
 

Defining Roles and Setting Expectations with a Candidate
 
 

 
My Role 

 
 I will act as your talent agent. 
 I will present you to companies that will benefit from your skills 

and experience. 
 I will find companies that meet your requirements for the best 

next step in your career. 
 I will present you in a positive manner. 
 I will set up all interviews, taking care of all the details. 
 I will prepare you before interviews. I’ll discuss with you details 

about the hiring manager, the company and the job description, 
including what they look for in a successful candidate. 

 I will debrief you after interviews, openly and honestly 
addressing any concerns the company might have. 

 Before the final interview, I will negotiate a strong 
compensation and benefits package with the company so that 
the situation be a win-win one for you and them. 

 I will walk you through the resignation process and cover the 
counteroffer. 

 After you join the new team, I will follow up with you on your 
first day, after two weeks and after 30 days. 

 If you have any issues throughout the process, no matter how 
small, we will work together to resolve them. 

 “I want to be a partner in your success… your talent agent 
for the rest of your career.” 

 

 
 

 
 

 
Candidate’s Role 

 
 You need to be as flexible as possible when scheduling 

interviews and time to talk with me. 
 If I leave you a voice message or send you an email, I need to 

know that you will get back in touch with me within four hours. 
 You have my total commitment to openness and honesty at every 

stage of this process and I need the same from you. 
 If you have any questions or concerns, it is imperative that you 

bring them to my attention immediately. 
 I will be asking you where your interest level is from time to time, 

so I want you to be thinking about that as you go through the 
interview process. 

 If your interest level ever wanes throughout the process, let me 
know. 

 If you are considering another opportunity now or during the 
process, let me know. 

 I may ask you to redo your resume, put together a list of career 
highlights, provide verification of sales production (if applicable) 
and/or produce a copy of the previous year’s W2 or a current pay 
stub. 

 In order for us to reach a successful conclusion, we need to be 
able to work closely together and to trust one another completely. 

 I will work with you to create an offer that you are willing to accept 
in principal before it is officially presented by the company. 

 

 

 

 

 

 

 

 

Before ending the call, agree on: 
 

 Communication methods   Interview process for this position   Open and honest communication 
 Communication timeframe   Compensation to accept job   Ability to accept offer on their behalf 
 

 



 
 

Defining Roles and Setting Expectations with a Client 
 
 
 

 

My Role in the Process 
 

 I will find the very best players in the market quickly and 
efficiently. 

 I will take an in-depth needs analysis profile of your opening. 
 I will understand the ideal fit for your position and culture. 
 I will identify skill-sets, attributes and accountabilities of the 

candidates I present to you. 
 I will identify the competitive organizations that would have this 

type of talent. 
 I will define what an “A” player truly is for your organization. 
 I will help develop a win-win hiring process based upon the 

current market environment. 
 I will work with you to develop a strong Employer Value 

Proposition (defining why “A” players should work with you as 
opposed to your competitors). 

 I will create a search profile based on your input and approval. 
 I will create a search plan for your position. 
 I will put together a team consisting of a Researcher, Project 

Recruiter and Project Manager. 
 I will create a Target Account List of your competitors or 

companies where the talent you require will reside. 
 I will develop a Recruiting Presentation that establishes an 

accurate identity and Value Proposition for your company.  
 I will execute the plan, making 100 to 120 calls per day. 
 I will interview each candidate three times. 
 Within 2 to 3 weeks, I will present you with 3 to 5 ”A” players 

and their highlight sheets, summarizing the important 
information about them. 

 

 
 

 

My Additional Services to You throughout the Process 
 

 I will completely qualify candidates’ compensation, skills, 
accomplishments, etc before presenting them to you. 

 I will brief you on candidates before each interview. 
 I will debrief with you after each interview. 
 I will address any issues that arise throughout the process that 

could create a roadblock. 
 Before the final interview I will establish with the candidate a 

compensation that he is willing to allow ME to accept on his 
behalf. 

 I will address counter offers with the candidate 
 I will contact the candidate and you on the candidate’s first day, 

two weeks after the start date, and 30 days after the start date to 
address any concerns. 

 IF there is an issue, the three of us will work to resolve that issue 
together. 

 

 

 

Client’s Role 
 

 You need to be as flexible as possible when scheduling interviews 
and time to talk with me. 

 You must make sure you are available for the interviews that we 
schedule. 

 You need to commit to the hiring process we establish at the start 
of the relationship. 

 You must keep communication open and honest at all times. 
 You must provide open and honest feedback at all time. 

 

 
  

Before the call ends, set expectations about: 
 

  Communication timeframe          Communication methods              Sense of Urgency items    Ramifications for non-compliance 

 

 


