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Welcome to Placement University's Management Training Manual 

A letter from our founder 
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Chapter One: The Importance of Leadership 

 

The ability to lead other people is a prime attribute of a great manager.  To fulfill your leadership 
potential, you must help others to develop their potential as possible future leaders in your business.   
 
You need to learn how to motivate people to work for you productively and work with you to achieve 
common goals and objectives.  Good leaders are only as good as the people they lead! 
Zig Zigler oncŜ ǎŀƛŘ ά¸ƻǳ ǿƛƭƭ ƎŜǘ ǿƘŀǘ ȅƻǳ ǿŀƴǘΣ ǿƘŜƴ ȅƻǳ ƘŜƭǇ ƻǘƘŜǊ ǇŜƻǇƭŜ ƎŜǘ ǿƘŀǘ ǘƘŜȅ ǿŀƴǘέ 
 
You will become a much more effective Leader if you learn to fine-tune your leadership abilities.  If I 
asked you to name one great leader that you know, it would be a difficult question to answer.  If I 
asked you to name great leaders, you would easily be able to provide names.  Leaders leave their 
mark, they are memorable and they achieve their own dreams by helping others reach their dreams! 
 
You owe it to yourself and the people who work for you to learn practice and master the skills of 
ƭŜŀŘŜǊǎƘƛǇΦ ¸ƻǳ ŎŀƴΩǘ ōǳƛƭŘ ŀ ǎǳŎŎŜǎǎŦǳƭ ōǳǎƛƴŜǎǎ ƛŦ ȅƻǳ ŀǊŜ ǘƘŜ ƻƴƭȅ one that knows how to lead 
becauǎŜ ȅƻǳ ŎŀƴΩǘ ōŜ ŀƭƭ ǘƘƛƴƎǎ ǘƻ ŜǾŜǊȅƻƴŜΦ 
     
SUGGESTIONS FOR MANAGEMENT TRAINING CHAPTER ONE: 
 

1.                Read the entire section. 
2.                Review the strengths and weaknesses of your Leadership abilities. 
3.                Decide which area you need to address first. 
4.                Make changes. 
5.                Review the results. 
6.                Consider additional changes.  
 

BENEFITS: 
 

1.                Your Leadership abilities will enhance productivity, retention and improve attrition      
2.                Your Leadership Abilities will reflect your personality and management style 
3.                Creative Leadership will have an element of flexibility 
4.                Your main focus is achieving both your and your company's vision and mission, 
                   that your Leadership vision Impacts 
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EFFECTIVE LEADERSHIP   
 
Where have all the leaders gone?  A recent survey conducted by a major business publication revealed 
that most individuals believe there is a leadership crisis worldwide.  Nine out of Ten people surveyed 
said political leaders spend too much time attacking their rivals, while eight of ten believed that 
corporate leaders were more concerned with making money than running their companies effectively. 
 
Iƻǿ Řƻ ȅƻǳ ŜƳōƻŘȅ ǘƘŜ Ƴƻǎǘ ƛƳǇƻǊǘŀƴǘ ǘǊŀƛǘǎ ƻŦ ƭŜŀŘŜǊǎƘƛǇΚ  [ŜǘΩǎ ǎǘŀǊǘ ǿƛǘƘ ǘƘŜ ŘŜŦƛƴƛǘƛƻƴ ƻf a 
[ŜŀŘŜǊΧ 
ά! ǇŜǊǎƻƴ ǿƘƻ ƳƻǘƛǾŀǘŜǎ ǇŜƻǇƭŜ ǘƻ ǿƻǊƪ ŎƻƭƭŀōƻǊŀǘƛǾŜƭȅ 
¢ƻ ŀŎŎƻƳǇƭƛǎƘ ƎǊŜŀǘ ǘƘƛƴƎǎέ 
 
 Leaders set direction, achieve results and cultivate a culture of growth.  
 
If you want to achieve the vision and mission, that you have set, it is important to lead your staff to 
that end.  Think for a moment of all the firms that went out of business and ask what happened to  
these established firms while others flourished during that same time period?  One differential was 
the leadership or lack of leadership of these companies.  
 
There is a great difference between management and leadership.  The biggest difference between 
Managers and Leaders is the way they motivate the people who work for them or follow them.  This 
ability sets the tone for most other aspects of what they do. Many individuals who are in a 
management role realize they cannot buy hearts, especially to follow them down a difficult path, so 
they fine-tune their leadership abilities.  When you capture the hearts of the people you lead, their 
bodies follow. 
 
Following are the six personal qualities most leaders possess: 
 

INTEGRITY 
 
Integrity is the alignment of words and actions with inner values.  It means sticking to these 
values even when an alternative path may be easier or more advantageous. 

 
A leader with integrity can be trusted and will be admired for adhering to strong values.  They 
also act as a powerful model for people to replicate, thus building an entire organization with 
powerful and effective cultural values. 

 
    DEDICATION 
 

Dedication means spending whatever time and energy on a task that requires to get the job 
done, rather than giving it whatever time you have available. 

 
The work of most leadership positions is not something to do if time permits.  It means giving 
your whole self to the task, dedicating yourself to success and to leading others 
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MAGNANIMITY 
 

A magnanimous person gives credit where it is due.  It also means being gracious in defeat 
and allowing others who are defeated to retain their dignity. 
 
Magnanimity in leadership includes crediting people with success and accepting personal 
responsibility for failures 
 

HUMILITY 
 

Humility is the opposite of arrogance and narcissism.  It means recognizing that you are not 
inherently superior to others, and consequently that they are not inferior to you.  It does not 
mean diminishing yourself, nor does it mean exalting yourself. 
 
Humble leaders simply recognize all people as equal in value, and not what their position 
does to make them superior. 
 

  OPENNESS 
 

Openness means beiƴƎ ŀōƭŜ ǘƻ ƭƛǎǘŜƴ ǘƻ ƛŘŜŀǎ ǘƘŀǘ ŀǊŜ ƻǳǘǎƛŘŜ ƻƴŜΩǎ ŎǳǊǊŜƴǘ ƳŜƴǘŀƭ ƳƻŘŜƭǎΣ 
ōŜƛƴƎ ŀōƭŜ ǘƻ ǎǳǎǇŜƴŘ ƧǳŘƎƳŜƴǘ ǳƴǘƛƭ ŀŦǘŜǊ ǘƘŜȅ ƘŜŀǊ ǎƻƳŜƻƴŜ ŜƭǎŜΩǎ ƛŘŜŀǎΦ 
 
An open leader listens to people without trying to shut them down early, which demonstrates 
care and establƛǎƘŜǎ ǘǊǳǎǘΦ  hǇŜƴƴŜǎǎ ŀƭǎƻ ǘǊŜŀǘǎ ƻǘƘŜǊΩǎ ƛŘŜŀǎ ŀǎ ǇƻǘŜƴǘƛŀƭƭȅ ōŜǘǘŜǊ ǘƘŀƴ ǘƘŜ 
status quo.  In this Age of Technology, the ability to openly consider alternatives is an 
important skill. 
 

  CREATIVITY 
 

Creativity means thinking differently, being able to get outside the box and take a new, 
different viewpoint on things.  The creative leader sees opportunities and trends that others 
have not seen or even imagined. 
 
Managers have subordinatesΣ ƭŜŀŘŜǊǎ ƘŀǾŜ ŦƻƭƭƻǿŜǊǎΧΦΦ the following table summarizes the 
differences between being a Leader and being a Manager.  This is, of course, an illustrative 
characterization and there is an entire spectrum and range of each role.  In the staffing 
profession many individuals lead and manage simultaneously, therefore, you may display a 
combination of these behaviors. 
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DIFFERENCES BETWEEN MANAGERS AND LEADERS 

SUBJECT LEADER 
 
MANAGER 
 

Essence Change Stability 

Focus Leading People Managing Work 

Have Followers Subordinates 

Horizon Long-Term Short-Term 

Seeks Vision Objectives 

Approach Sets Direction Plans Details 

Decision Facilities Makes 

Power Personal Charisma Formal Authority 

Appeal To Heart Head 

Energy Passion Control 

Dynamic Proactive Reactive 

Persuasion Sell Tell 

Style Transformational Transactional 

Exchange Excitement for Work Money for Work 

Likes Striving Action 

Wants Achievement Results 

Risk Takes Minimizes 

Rules Breaks Makes 

Conflict Uses Avoids 

Direction New Road Existing Roads 

Truth Seeks Establishes 

Concern What is Right Being Right 

Credit Gives Takes 

Blame Takes Gives 
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 When you are reviewing the chart above, remember that often as your company's leader  you wear 
several hats including: Owner, bookkeeper, Purchasing agent, Communications tech, Manager, 
Leader, Candidate Generator and Visionary just to name a few.  It is important to your success and the 
success of your business that you segment a specified timeframe every week to work ON your 
business vs. in your business. It is just as important to be aware of the leadership qualities and skills 
you need to fine-tune in order to align yourself with the goals you have set for your company. 
 
In the staffing profession it is important to develop an OUTSIDE/IN approach to being an  
owner/manager. You need to see your company through the eyes of our: 
 

1.          Clients  
2.          Staffing teams 
3.          Corporate management team 
4.          Candidates 

 
The most important decision we make as an owner is WHO.  WHO is on your bus and where are they 
sitting.  A great leader is in tune with the skills and talents of the people on their team and utilizes 
them where it is mutually beneficial. 
 
Even if you do not have employees, without leadership your business would go in a circle and 
ŜǾŜƴǘǳŀƭƭȅ ŦŀƛƭΦ  LǘΩǎ ƴƻǘ ƘŀǾƛƴƎ a follower that defines leadership. Leadership is a winning combination 
of personal traits and the ability to think and act as a leader.  Anyone can be a leader, even if the 
ǇŜǊǎƻƴ ǘƘŜȅΩǊŜ ƭŜŀŘƛƴƎ ƛǎ ƘƛƳǎŜƭŦ ƻǊ ƘŜǊǎŜƭŦΦ  [ŜŀŘŜǊǎƘƛǇ ǎƪƛƭƭǎ ƴŜŜŘ ǘƻ ōŜ ŀŘŀǇǘŜŘΣ ŦƛƴŜ ǘǳƴŜŘ ŀƴŘ 
continually improved upon. 
 
Following are the 5 Keys to fine tuning your leadership abilities: 
 
  A LEADER PLANS 
 

Top Leaders in the staffing profession plan in order to elevate their level of success.  The core 
of leadership is being proactive rather than reactive. 

 
  A LEADER HAS VISION 
 

Vƛǎƛƻƴ ƛǎ ŜǎǎŜƴǘƛŀƭ ǘƻ ǎǘǊƻƴƎ ƭŜŀŘŜǊǎƘƛǇΦ  LŦ ȅƻǳ ŘƻƴΩǘ ƪƴƻǿ ǿƘŜǊŜ ȅƻǳΩǊŜ ƎƻƛƴƎΤ ȅƻǳ ǿƻƴΩǘ 
ƪƴƻǿ ǿƘŜƴ ȅƻǳ ƎŜǘ ǘƘŜǊŜΗ  ¸ƻǳǊ ƭŜŀŘŜǊǎƘƛǇ Ǿƛǎƛƻƴ ǎƘƻǳƭŘ ŜƳōƻŘȅ ȅƻǳǊǎ ŀƴŘ ǘƘŜ ŎƻƳǇŀƴȅΩǎ 
dreams, goals and passions. 

 
  A LEADER SHARES THEIR VISION 
 

When speaking with many owners of staffing companies who lost their business in past 
economic downturns, one commonality was that their team had NO IDEA what they were 
attempting to build. Sharing your leadership vision will help your vision grow and your 
leadership skills develop.  As you demonstrate your own belief in your vision, you and your 
team will strengthen your determination to make your leadership vision become reality.  You 
will also gain the respect of your team, and you will all work together for a common goal! 
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  A LEADER TAKES CHARGE 
 

Once you have created your leadership vision, put together your plan and share this 
information with your team.  You need to act.  Monthly and weekly action Items will keep 
you on track and prepare you to respond to any crisis.   Your leadership abilities are put to the 
test when problems occur.  It is critical that you become very solution vs. problem oriented. 
 

  A LEADER INSPIRES THROUGH EXAMPLE 
 

BŜŎƻƳƛƴƎ ŀ ƭŜŀŘŜǊ ƛǎƴΩǘ Ŝŀǎȅ ōŜŎŀǳǎŜ ƛǘ ǘŀƪŜǎ ŀ ŎƻƴǎŎƛƻǳǎ Ŏommitment and consistent effort 
to develop effective leadership abilities.  Anyone who is willing to make the effort can learn 
to lead.  Never underestimate the impact you have on the individuals you lead.  They will look 
to you for guidance, they will watch what you do and say, and eventually will want to develop 
their own leadership abilities. 
 

  The next chapters in this Owner Manual will guide you by giving you the necessary tools to 
 develop the Leadership skills you need to help you get your Firm to reach its fullest 
 potential. 
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Chapter Two: How to work a desk and manage your business/ recruiters 

 

This chapter is going to focus on the challenge of simultaneously and effectively working a desk and 

managing.  This training is directed at the Working Owner/ Manager who is responsible for 

generating their personal production as well as management responsibilities.  If you are an owner/ 

manager or a manager as a result of your past success or because you were a Top Producer, you now 

face an entirely new set of challenges.  This chapter outlines four cornerstones of the successful 

working manager and will help you master your two full-time jobs! 

SUGGESTIONS FOR THIS CHAPTER: 

1. Read the Four Cornerstones below. 
2. Select the ONE cornerstone you feel will give you the greatest results. 
3. Write down the following: 

a. What you need to STOP DOING that is not in sync with this cornerstone. 
b. What you need to BEGIN DOING to experience positive results. 

4. Take a 3 x 5 card and write down the change you will implement for the next 21 days, 
until it becomes a new habit. 

5. Inform the individuals you supervise or your loved ones of the change you will 
implement to benefit THEM. 

6. Review your results after twenty-one days of implementation. 
7. Select from the three remaining cornerstones and repeat the process above until you 

have implemented all four cornerstones into your effective management style. 
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BENEFITS: 

1. You know how to succeed as a person. This chapter will teach you how to succeed as a 
working owner/ manager. 

2. Time Management tips will help you more effectively utilize your time. 
3. You will learn how to set limits that will benefit both you and the individuals you 

supervise. 
4. The cornerstones will give you four areas of focus which will positively impact your 

success and your income. 
 

HOW TO WORK A DESK AND run and MANAGE your business 

Ten years ago, people entered this profession usually by mistake.  Typically, an individual was 

searching for a career opportunity and decided to get assistance from a Recruiting Firm. If this 

individual had an outgoing personality, positive attitude, great communication skills, were 

ǇǊƻŦŜǎǎƛƻƴŀƭΣ ǿŀƴǘŜŘ ǳƴƭƛƳƛǘŜŘ ƛƴŎƻƳŜ ǇƻǘŜƴǘƛŀƭ ŀƴŘ ǿŜǊŜ ǿƛƭƭƛƴƎ ǘƻ ǘŀƪŜ ŀ ŎƘŀƴŎŜΧǘƘŜȅ ǿŜǊŜ 

introduced to the office Manager and often hired as a recruiter! 

In more recent years, the Recruiting Profession has become one of the most sought after 

opportunities.  Our profession is attracting individuals at all levels from recent college 

graduates to individuals leaving their careers to pursue recruiting.  Recruiting has become 

a highly reputable profession and continues to grow with the ever changing job market.  

Finding top talent is the greatest challenge facing Corporate America, with the aging Baby 

Boomers leaving the workforce in record numbers. And today we are facing an even more difficult 

ŎƘŀƭƭŜƴƎŜΣ ŀƴŘ ǘƘŀǘΩǎ ǘƘŜ ŜŎƻƴƻƳȅΦ 

Recruiting is a Sales Profession and recruiters must have the desire to set and attain personal and 

team goals.  More importantly, recruiters must have the drive and determination to write their own 

paycheck.  As an owner/ manager, it is important to present your Recruiting Opportunity to potential 

new recruiters ŀǎ ŀ {ŀƭŜǎ Wƻō ƛƴǾƻƭǾƛƴƎ ƘŜŀǾȅ ǘŜƭŜƳŀǊƪŜǘƛƴƎ ŀŎǘƛǾƛǘƛŜǎΦ LŦ ȅƻǳ ŘƻƴΩǘΣ ȅƻǳ ǿƛƭƭ ŜƴŘ ǳǇ 

with your employee failing because there is too much ǇƘƻƴŜ ǿƻǊƪΣ ƻǊ ǘƘŜȅ ŘƛŘƴΩǘ ǊŜŀƭƛȊŜ ǘƘŜ ŎŀǊŜŜǊ 

involved cold recruiting and marketing calls   

The first day of work for a business owner is exciting and frightening.  The excitement comes from the 

fact that you are sitting at your desk and before you is either a Profit or a Loss Center.  The frightening 

part is that it is 100% up to you!  Think back for a minute about your first day in any new Profession.  

Did you ever imagine how successful you would become?  What did you do differently than others in 

your office that did NOT succeed?  It is those traits that you will want to instill in the individuals you 

hire. 

LǘΩǎ ŀƭǎƻ ǾŜǊȅ ƛƳǇƻǊǘŀƴǘ ǘƻ ǊŜŀƭƛȊŜ ȅƻǳ Ŏŀƴƴƻǘ a!Y9 ǎƻƳŜƻƴŜ ŀ ¢ƻǇ tǊƻŘǳŎŜǊΦ  ¸ƻǳ ƘƛǊŜ ǘƘŜƳΗ  LŦ 

someone was a top producer or high achiever in their past, they will bring that to your company when 

you hire them and teach them the Recruiting Profession. 
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There are many characteristics associated with highly successful people. Typically; early in their career 

you will notice the following:   

ü Work habits and work ethics are admirable 
ü They have positive working relationships with you and their co-workers 
ü They effectively interact with you and the rest of your staff.  
ü They are extremely results-oriented  
ü They naturally smell money and know where to put their efforts 
ü Strong rapport is established with both clients and candidates  
ü They are well planned and focused during prime time 
ü They set high goals and commit to achieving activity levels that will ensure they hit or surpass 

those goals 
 

 Management usually observes Top Producers closely because often they have future plans for them.  

If a top producer can master their own desk and generate profits, it only makes sense that they 

promote the Top Producer to a Management position!  Or does it?  Often Top Producers are too 

selfish to manage because it can negatively affect their personal production.  As a Working Owner/ 

Manager you are often asked to identify future managers for your firm as part of your responsibilities. 

When you consider promoting a Top Producer to a management position, you need to ask that 

individual if they want to become a manager.  Often promoting a top producer to management is an 

attempt to retain this top producer by offering them an override on the production of other 

recruiters.  There are other ways of retaining Top Producers.  Also, you risk losing a top producer who 

ends up failing as a manager.  We will discuss many retention tools throughout this program. 

It is not unusual for top producers to aspire for a management position only to become frustrated 

because there is not enough time to work their desk!  Therefore, when you are identifying recruiters 

in your firm for a management position, keep in mind that not only top producers make good 

managers. You may currently employ a recruiter who has great tenure with your company, has 

consistent production, is a great team-player, and has strong organizational and time management 

skills.  This individual has the characteristics it takes and could make an outstanding manager for your 

firm. 

When an individual becomes an owner/ manager they realize the juggling act has begun.  Working a 

desk is a full-time job, managing other Sales Professionals is a full-time job, running 

your business is a full time job, being the accountant is a full time job, and being the 

main cash flow generator is a full time job. Should you focus on maintaining your 

high personal production figures or focus on making others successful? It is a 

juggling act and as a Working Manager you must take ownership of all areas!  When 

you become a business owner you are judged on your ability to teach others what you 

know.  You must also help them attain higher levels of production and success. 
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For example, think for a moment about the greatest coaches in sports.  Many great coaches were 

great players who then become great coaches because they had the ability to elevate their team 

members to great levels of achievement.  A great coach does have an amazing impact on a team and a 

great manager does have an amazing impact on their sales team!  

Following are the Four Cornerstones that will ensure your ability to master the tasks of both working 

your desk and managing your team. 

CORNERSTONE #1 ς ORGANIZATIONAL SKILLS 

As an owner/ manager, you must have excellent organizational skills.  You must have definite systems 

in place for everything you do every single day.  There are no two days alike in the recruiting 

ǇǊƻŦŜǎǎƛƻƴΦ  Lǘ ŘƻŜǎƴΩǘ ƳŀƪŜ ŀ ŘƛŦŦŜǊŜƴŎŜ ǿƘŀǘ ǎŜƎƳŜƴǘ ƻŦ ǘƘŜ ǇǊƻŦŜǎǎƛƻƴ ȅƻǳΩǊŜ ƛƴǾƻƭǾŜŘ ƛƴΥ ŘƛǊŜŎǘ 

placement, temp, contract or retained search.  You have people on both sides of your sales!  If you are 

not organized, the URGENT things will overshadow the IMPORTANT issues you must handle.   

Therefore, it is imperative that as a, owner/ manager you get and stay organized. 

You must follow systems throughout the placement process and teach your recruiters to implement 

those systems in order for them to stay organized.  An organized desk is NOT the sign of a sick mind!  

It is the sign of a successful owner/ manager and Manager! 

Utilizing forms for tasks throughout your day is extremely helpful.  Having systems to implement for 

everyone you supervise saves time for both you and for them. If a recruiter is not at work and systems 

are in place, you or another recruiter should be able to effectively work their desk without having any 

details fall through the cracks.  

CORNERSTONE #2 ς TIME MANAGEMENT SKILLS 

As a Working Manager you must have excellent time management skills.  In order to keep your desk 

productive, you must set aside time for yourself, where you cannot be interrupted under any 

circumstances!  During this time you are working your desk, focused on RESULTS ORIENTED activity 

only! 

Once your money making tasks are complete, you then need to recruit and market!  In order to keep 

your office productive, you will always need to set time aside to recruit and market so that you can 

build a strong local client base. That is what smart business owners do!   

Of course, if you have a team member that requires assistance with a close; exceptions are made!  

One great rule to implement is that you should CLOSE your OPEN DOOR POLICY during prime time!  

Prime time is from 9:00 a.m. to 11:30 a.m. and from 1:30 p.m. to 4:00 p.m. ς unless someone needs 

your assistance to close a deal.  It is always the lowest producer in your office that wastes the most of 

your valuable time with endless questions. 
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If anyone on your staff has questions, they are to keep a notepad next to their phone and write down 

all of their questions.  They can ask you these questions at 11:30 a.m. or after 4:00 p.m.  They should 

ōǊƛƴƎ ƛƴ ǘƘŜƛǊ ƴƻǘŜǇŀŘ ŀƴŘ ƎŜǘ ŀƴǎǿŜǊǎ ǘƻ ǘƘŜƛǊ ǉǳŜǎǘƛƻƴǎ ŀƴŘ ŎƻƴŎŜǊƴǎΦ  LǘΩǎ ŀƳŀȊƛƴƎ Ƙƻǿ 

many of their questions they will answer for themselves as they continue to work 

throughout their day.  

BONUS OWNER/ MANAGER TIP: 

When the individuals you supervise ask you questions, always ask them for their solution, prior to 

giving them an answer.  This allows you to work your desk without endless interruptions.  It also 

allows the individuals you supervise to observe your focused working habits.  This allows you to work 

your desk without interruptions, and it also allows the recruiter to observe the dedicated work habits 

you have.   

Your work habits as a working owner/ manager are critical to your own success as well as the 

individuals you supervise.  The easiest way to teach is by setting the example.  You need to set the 

ŜȄŀƳǇƭŜ ƻŦ ǿƘŀǘ ǿƻǊƪ Ƙŀōƛǘǎ ŀǊŜ ŜȄǇŜŎǘŜŘΦ  LǘΩǎ ŀƭǎƻ ƛƳǇƻǊǘŀƴǘ ǘƘŀǘ ȅƻǳǊ ƴŜǿ ƘƛǊŜǎ ǳƴŘŜǊǎǘŀƴŘ ǘƘŜȅ 

will need to make five times as many calls as they see you or other Top Producers making each day.  

You know HOW to call and WHO to call ς ǘƘŜȅ ŘƻƴΩǘΦ  

¢ƘŜ ƛƴŘƛǾƛŘǳŀƭǎ ȅƻǳ ǎǳǇŜǊǾƛǎŜ ŘŜŦƛƴƛǘŜƭȅ ǿŀǘŎƘ ǿƘŀǘ ȅƻǳ ŘƻΦ  LǘΩǎ ŘƛŦŦƛŎǳƭǘ ǘƻ ŜƴŦƻǊŎŜ Ƙŀōƛǘǎ ŀƴŘ 

techniques if they never see you utilizing them.  If you are only communicating by email, it is difficult 

to tell your recruiters to make sure every third contact is a telephone conversation.  If they see you 

focused on results oriented activities during prime time, they will take your lead. 

We all have the same 168 hours, make sure that you make the best use of your time!  If you wanted to 

be a fireman ς putting out fires all day, you would have pursued a different occupation. 

When you set parameters, expectations and segment your day, you will manage your time better and 

the results will set new levels of production for you as well as the people you supervise. 

CORNERSTONE #3 ς EXCELLENT PLANNER 

 As a working owner/manager you must be an excellent planner!  You must stay loyal to your calendar 

and plan.  You must plan the results oriented activity for your desk and then set specific expectations 

for the plan your recruiters are expected to follow daily. 

If you want better results, mandate planners for every person you supervise.  Planners must be 

completed BEFORE they leave work each evening.  All calls for the following days are planned, 

including recruiting calls, marketing presentations, preps, de-briefs, reference checks, interviews ς all 

activities. 
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Meetings should be set very early in the morning or late in the afternoon.  Questions and concerns 

should be discussed at 11:30 a.m. and 4:30 p.m. ς not during prime time. 

Early morning is the best time for you to conduct motivational training sessions, to set up an instant 

gratification contest focused on areas where you need results.  Do something to motivate your sales 

team to get on their phones first thing in the morning.  If you have everyone planned to make 

Recruiting and Marketing Presentations from 9:00 a.m. ς 11:30 a.m. it makes it easier on your entire 

team.  The noise level in the office will motivate others to get on their phones. 

Plan all meetings well in advance so your team can plan for them.  It is an excellent idea to have 

planned meetings each week.  Always schedule a kick off on Monday morning, various topics of 

training early Wednesday morning and wrap up every Friday late afternoon. 

You would not go on a vacation without plans.  Why would you?  Why should anyone you supervise 

arrive at work without a plan?  It is a proven fact that Top Producers are the best planned recruiters in 

our profession.  In 2006, twenty-seven recruiters produced over $1 million in sales individually.  Do 

you think they KNEW the calls they were going to make each day?  The answer is YES! 

Lǘ ŘƻŜǎƴΩǘ ƳŀǘǘŜǊ ǿƘŀǘ ǘȅǇŜ ƻŦ tƭŀƴƴŜǊ ȅƻǳ ǳǎŜΦ LŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ŀ ŎǳǊǊŜƴǘ tƭŀƴƴŜǊ ǘƘŀǘ ƛǎ ŜŦŦŜŎǘƛǾŜΣ 

there is one in the template section of Placement University. 

The Planner needs to list activities according to their level of priority.  The first activities are the 

MONEY PAGES:  Closes, Send-Outs and De-Briefs.  If there is nothing in this section of your planner 

then you and your recruiter have no activity close to a placement.  The next activities you plan for 

contains the second highest priorities: Presentations on Existing Job Orders, Three Hottest Orders, etc.  

The Planner keeps you and your recruiters focused on what is important.  You can review the planner 

each day for a few minutes and know where you and your recruiters are placing their focus. 

Planning will make your job as a working owner/manager much more manageable! 

CORNERSTONE #4 - MOTIVATOR 

As a working owner/manager it is vitally important that you realize the importance of creating a 

ƳƻǘƛǾŀǘƛƴƎ ŜƴǾƛǊƻƴƳŜƴǘΦ  Lǘ ƛǎ ǘǊǳŜ ȅƻǳ ŎŀƴΩǘ ƳƻǘƛǾŀǘŜ ǎƻƳŜƻƴŜ ǿƘƻ ǊŜŦǳǎŜǎ ǘƻ ōŜ ƳƻǘƛǾŀǘed, but 

your overall remarks or negative action you will bring your whole staff. No one wants to be around 

someone who is always negative.  

Recruiting on a daily basis can be difficult.  You and your recruiters are faced with rejection over and 

over every ŘŀȅΦ  Lǘ ƛǎ ƛƳǇƻǊǘŀƴǘ ŦƻǊ ȅƻǳ ǘƻ ōŜ ŀǿŀǊŜ ƻŦ ŜŀŎƘ ƻŦ ȅƻǳǊ ǊŜŎǊǳƛǘŜǊΩǎ Řŀƛƭȅ ŀŎǘƛǾƛǘȅΦ  Lǘ ƳŀƪŜǎ 

a world of difference when your recruiter is having a day filled with disappointment and you, their 

manager, offer support and solutions to turn things around.  Making more calls is obviously not the 

only solution. 
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Encouragement on a personal level goes a long way! As an owner/ manager you are usually 

responsible for new hires as well as experienced recruiters.  Integrating and motivating different 

levels of experience is an art in itself.  It is important to individually motivate and mentor based on 

the various levels of experience.  If you set-up contests to motivate your team and the same person 

always win, this is actually counter-productive. 

If you want to know what will motivate your team ς just ask them!  Too often you spend endless 

ƘƻǳǊǎ ŎƻƳƛƴƎ ǳǇ ǿƛǘƘ ƎǊŜŀǘ ƳƻǘƛǾŀǘƻǊǎ ǘƘŀǘ ŀǊŜ ƴƻǘ ŀǇǇǊŜŎƛŀǘŜŘΦ  hƴŜ ǊŜŀǎƻƴ ƛǎ ōŜŎŀǳǎŜ ǘƘŜȅ ŘƛŘƴΩǘ 

hit the personal hot buttons of the people you supervise.  Save yourself time and identify their hot 

buttons during your initial interview and during your performance reviews.  You will be surprised at 

how many things will motivate your team that will not cost your company one dime!  A few examples:  

leaving work early, dressing casual on Fridays, working from home and qualifying for time off. 

Also, teach your recruiters to arrive at work expecting to succeed!  Have them visualize a suitcase 

outside the door of your office so they can place their bills, problems, children, spouses and other 

pressures in that suitcaseς prior to walking into the office.  When they leave work, have them place 

the frustrations of their work day into the suitcase prior to going home. 

Make a connection between what your team needs to do to attain exactly what they want out of 

ƭƛŦŜΧŀƴŘ ǿŀǘŎƘ ǿƘŀǘ ƘŀǇǇŜƴǎΗ  ¢ƘŜȅ ǿƛƭƭ ōŜŎƻƳŜ ǾŜǊȅ ƳƻǘƛǾŀǘŜŘ ǿƘŜƴ ǘƘŜȅ ǊŜŀƭƛȊŜ ǘƘŜȅ Ŏŀƴ ŎǊŜŀǘŜ 

the life they have always dreamed of achieving. 

Many of you innocently entered the Recruiting Profession because of the unlimited income potential.   

When you develop exceptional Organizational Skills, excellent Time Management skills, become a 

proficient Planner, create a Motivating environment and also thrive on Fun chaos you will become a 

very effective working owner/ manager! 
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Chapter Three: Motivation starts in your own office 

 

This chapter is going to focus on your ability as an owner/ manager to create a motivating 

environment in your office for your sales team.  It is a FACT that you cannot motivate a person who 

does NOT want to be motivated.  This chapter will give you tips on how you can provide an 

environment that does project a positive, motivating culture for your company. 

In this section we will cover all areas that impact motivation including: 

 Your physical office - How you arrange desks 

 Activity and Production Boards 

 Time of Day 

 Training 

 Production 

 Recognition 

 Consistency 

 Meetings 
 

Staffing and recruiting firms that create a motivating environment rarely have to recruit for their own 

employees.  High achievers are attracted to their firms because of their reputation in the market.  This 

Lesson will help you earn preferred employer status. 

When you develop the ideas in this Lesson, you will enjoy improved employee retention and morale. 

SUGGESTIONS FOR THIS CHAPTER: 

1. Read the entire lesson 
2. Evaluate the areas addressed 
3. Select which ideas to implement first 
4. Review the results 
5. Implement additional ideas  
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BENEFITS: 

1. You will attract top talent to your company 
2. Retention and morale will improve  
3. You will develop a positive company culture 
4. Sales and profits will increase 

 

HOW TO CREATE A MOTIVATING ENVIRONMENT  

If you have ever felt that it is impossible to motivate your sales team ς you are 100% correct!  The best 

thing you can do is create a motivating environment that promotes success.  As their manager, you 

may know they are capable of higher levels of performance. Unless they are individually motivated, 

they will never achieve their potential. 

In this chapter we are going to cover the many things that affect the motivation of your employees, 

including: 

 WIIFM ό²ƘŀǘΩǎ Lƴ Lǘ CƻǊ aŜΚύ 

 Your physical office - How you arrange desks 

 Activity and Production Boards 

 Time of Day 

 Training 

 Production 

 Recognition 

 Consistency 

 Daily and Weekly Wrap Ups 

 Motivation Busters 
 

WIIFM 

People do things for their own reasons NOT yours!  Employees are not motivated to work harder in 

order for your company to hit its goals.  They must see how it benefits THEM to get out of their 

comfort zone and daily habits. 

LǘΩǎ ƛƳǇƻǊǘŀƴǘ ŦƻǊ ȅƻǳ ǘƻ ǊŜŀƭƛȊŜ ǘƘŜȅ Ƴǳǎǘ /I!bD9 ǎƻƳŜǘƘƛƴƎ ǘƻ ƎŜǘ ŘƛŦŦŜǊŜƴǘ Ǌesults.  That means 

they need to STOP doing something that is NOT working and REPLACE it with a new method, 

technique or attitude.  In addition, they must practice this new technique for twenty-one consecutive 

working days in order for it to become their new habit.   

It is unrealistic for you to think they can continue to do things the SAME way and produce greater 

results.  Individually sit down with your team and find out what motivates each one of them.  Become 

aware of their dreams, aspirations and most importantly expectations.  If you want to motivate them 
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to higher levels of performance, they truly need to believe and expect this success, as well as the 

rewards that accompany them, to HAPPEN! 

Together list specifically what this new level of success would bring to them and the people they care 

about in their life.  Point out the price they and their families are paying for them NOT achieving a 

higher level of success.  Often, knowing what they can provide for the people they love is a stronger 

motivator than what they can provide for themselves.  It is important that you individually identify 

what motivates each of your employees.   

YOUR PHYSICAL OFFICE  

Just for a moment, put yourself in the shoes of your employees and whoever comes onto your office.  

What message do they get when they walk into your business?  We teach our employees about the 

importance of the first impression, but when is the last time you thought about the first impression of 

your company? 

Ask yourself the following questions: 

 FRONT OFFICE 
 Is your receptionist area welcoming? 
 Does your front office reflect your company culture? 
 Do you have motivating artwork? 
 Are people offered a beverage or snack? 
  

If you have walk-in traffic, the first impression of your business is determined by two things: 

 The physical environment 

 The PERSON at your front desk 
 

 YOUR SALES TEAM 
 Do you have open concept, cubicles or private offices? 
 What would be most beneficial to your team and company? 
 Do you have individuals working the same specialty area sitting close to each other? 

 

In the recruiting profession, the WHO you have on your team and WHERE you have them working 

is critical to YOUR success, as well as theirs.  In certain segments of our profession that are fast 

Paced often benefit from an open concept layout.  

This arrangement prevents your sales team from having to repeat details more than once.  This 

also promotes teamwork, mentoring, training and competition. 
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 YOUR OFFICE 
 Are you close enough to hear the HUMMM of a successful office? 
 Do you stay in your office or manage by walking around to gain hands-on knowledge? 
 Do you have a private office and a desk on the floor? 
 Is your door SHUT or OPEN? 

 
If you have a 100% open door policy and are still involved in personal production ς you need to 

CLOSE that open door policy during prime time, unless there is a close that needs your attention. 

There is a certain level of noise in a successful staffing and recruiting firm.  It is caused by your 

ǎŀƭŜǎ ǘŜŀƳΩǎ ŎƻƴǾŜǊǎŀǘƛƻƴǎ ƻƴ ǘƘŜ ǇƘƻƴŜ ǎǇŜŀƪƛƴƎ ǘƻ ŎŀƴŘƛŘŀǘŜǎ ŀƴŘ clients.  If all you hear is the 

clicking of computer keyboards, you may have cause for concern. 

It is important for you to develop an environment that promotes both HIGH TECH and HIGH 

TOUCH.  How you physically set up your desks and office greatly impacts your ability to make this 

reality.  Your office needs to be in close proximity to the individuals you supervise. 

Walk around your office and also critique: 

 Your Interviewing Room (if you Interview candidates away from your desk 
SUGGESTION: Line the room with framed thank you notes from satisfied candidates 

your firm has placed! 

 Your Lunch Room - 
SUGGESTION: If at all possible provide a microwave, table and refrigerators so your 

employees can bring their lunch from home. 

 Your Supply Room - 
SUGGESTION: You need to appoint someone to keep an accurate inventory of all 

supplies in your office.  This will ensure that you never run out of toner 

or other items that can impact business. 

 Your Walls - 
SUGGESTION: There are many suppliers that provide wonderful Motivational 

artwork. 

 

Individual Work Areas ς 

SUGGESTION: Request that your employees bring pictures of friends, family and pets.  

Encourage them to personalize their work area.  You learn much about what and who 

motivates them by looking at what they bring in to personalize their work areas. 
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If you promote split business in your office, it can be effective to annually change desk assignments.  

This has two benefits: 

 It causes everyone to clean out their desks 

 It prevents certain employees only splitting with employees who sit close to them 
 

As a manager you must now succeed THROUGH the individuals you supervise. You need to find the 

office environment that will work best for your company and your employees.   

ACTIVITY AND PRODUCTION BOARDS 

It is just human nature to not want to be the last person listed.  With all the distractions in our 

profession, it is very easy to get focused on the urgent versus important activities.  We also have the 

additional challenge of people on both sides of our sale. 

Activity and production boards let each of your employees know exactly where they stand.   Most 

employees are motivated by success!  If you know and understand the personal ratios of the 

individuals you supervise, you can show them exactly what results they need to generate daily in 

order to hit their goals.   

Monitor the results oriented numbers (i.e. Job Orders, Send-Outs, Interviews and Placements).  These 

are key areas you need to monitor.  Each month count up the working days in the month and calculate 

the exact activity each employee needs to generate.  They then list the following:  

 Daily totals 

 Month to date totals 

 Goals 
This type of visual aid greatly helps keep your employees on track. 

TIME OF DAY  

Have you ever had an employee announce to you that they are just not a morning person!  I 

wondered what I was supposed to do with that information since 2 ½ hours of Prime Time happen to 

fall between 9:00 ς 11:30 a.m.   

Then there is the employee who just loses steam around 3:00 pm each day.  Unfortunately, that 

timing also falls during Prime Time which also exists between 1:30 ς 4:00 p.m. 

If someone has convinced themselves that they are not motivated or effective during certain times of 

the day, they will spend the rest of their career proving that to everyone ς including you!  We have 

five critical hours each day to contact the individuals who have the greatest impact on our production.   
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As a manager, you need to get things going EARLY.  Most BIG BILLERS I know, including those 

producing in excess of $1 Million get started early.  Talk about ways to get motivated during their 

commute which could include: 

 Listening to their favorite music 

 Listening to motivational tapes 

 Singing 

 Driving with your window open 

 Exercising before your leave 
 

Whatever it takes!  Your employees need to realize how critical it is for them to arrive at work READY 

TO SUCCEED! 

Energetic morning meetings can also get employees enthusiastic about their day.  Our profession is 

NOT a 9:00 ς 5:00 p.m. job.  It is a very lucrative career that is time intensive.  We all have the same 

мсу ƘƻǳǊǎ ŜŀŎƘ ǿŜŜƪΣ ōǳǘ ǘƘƻǎŜ ǿƘƻ ǊŜŀƭƭȅ ƳŀƪŜ άōŜǎǘ ǳǎŜ ƻŦ ǘƘŜƛǊ ǘƛƳŜέ ŀǊŜ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭǎ ǿƘƻ ŜƴŘ 

up as top producers. 

[hbD Ih¦w{ ŘƻƴΩǘ 9b{¦w9 {¦//9{{Σ ōǳǘ ƴƻǘ ōŜƛƴƎ ŦƻŎǳǎŜŘ ƻƴ ǊŜǎǳƭǘ ƻǊƛŜƴǘŜŘ ŀŎǘƛǾƛǘȅ ŘǳǊƛƴƎ tǊƛƳŜ 

Time DOES guarantee failure! 

TRAINING 

Knowledge and the implementation of that knowledge is what truly separates average producers 

from Big Billers.  You must provide initial and on-going training to reflect changes in the Job Market. 

Often, your senior producers neŜŘ ǘǊŀƛƴƛƴƎ ƳƻǊŜ ǘƘŀƴ ȅƻǳΩǊŜ ƴŜǿ ƘƛǊŜǎΦ  5Ŝŀƭǎ ǎƭƛǇ ǘƘǊƻǳƎƘ ǘƘŜ ŎǊŀŎƪǎ 

because shortcuts are being taken, or bad habits have been developed. 

The production of your sales team should increase with each passing year.  If someone is stuck at the 

same level, they need training.  They need to identify what they are currently doing that is wasting 

their time and replace it with a new technique that will impact their production. 

Your team cannot implement a NEW IDEA until they make room for it.  They need to STOP doing 

something that is not working in order to make room for the implementation of something new! 

ά9±9b LC ¸h¦ !w9 hb ¢I9 wLDI¢ ¢w!/YΣ ¸h¦ ²L[[ D9¢ w¦b h±9w .¸  

YOUR COMPETITION LC ¸h¦ 5hbΩ¢ 9a.w!/9 /I!bD9έ 
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Providing your employees with training - ENHANCES MOTIVATION 

Providing training tools for your office -      ENHANCES MOTIVATION 

Teaching your sales team how to improve -   ENHANCES MOTIVATION 

Investing in your own training -         ENHANCES MOTIVATION 

PRODUCTION 

Our profession is never just okay! Our employees either love it or hate it depending on what kind of 

ƳƻƴǘƘ ǘƘŜȅΩǊŜ ƘŀǾƛƴƎΦ  ²ƘŜƴ ƻƴŜ ƻŦ ȅƻǳǊ ŜƳǇƭƻȅŜŜǎ Ƙƛǘǎ ǘƘŜƛǊ ƳƻƴǘƘƭȅ Ǝƻŀƭ ƻƴ ǘƘŜ нлth of the month, 

ǘƘŜȅ ŎŀƴΩǘ Řƻ ŀƴȅǘƘƛƴƎ ǿǊƻƴƎΦ   

It is important, however, to remind this employee to commit to daily results-oriented activity.  Often 

a flat month follows a record month, because your employee is so focused on closing deals that the 

basic daily results needed to STAY consistent are not achieved. 

If you manage by numbers, you can catch a SLUMP before it happens!  You can show your employees 

exactly what they need to do to turn this month around.  Too many employees chalk up the month as 

a failure and stop making recruiting and marketing presentations.  The greatest motivation buster is 

FAILURE. 

I ǊŜƳŜƳōŜǊ ȅŜŀǊǎ ŀƎƻ ǿƘŜƴ ŜǾŜǊȅƻƴŜΩǎ ǎƻƭǳǘƛƻƴ ǿŀǎ άƳŀƪŜ ƳƻǊŜ Ŏŀƭƭǎέ ǿƘƛŎƘ ƳŀƪŜǎ bh ǎŜƴǎŜΦ  LŦ LΩǾŜ 

made 50 calls with NO HITS and I make 50 more of the SAME calls ς LΩƳ ƎƻƛƴƎ ǘƻ ŎƻƴǘƛƴǳŜ ǘƻ ŦŀƛƭΦ 

If you have individuals who are having a difficult time, have them record their calls. You will HEAR 

what they are doing and can help them make slight adjustments that will provide them with amazing 

results! 

RECOGNITION  

Recruiting is a performance driven occupation.  It is actually de-motivating if you only recognize your 

top producers.  You need to create recognition for small achievements. 

Have your desk drawer filled with small gifts (i.e. dinner certificates, motivational items, tickets to a 

show, coupons, gift certificates and other items valued from $5 - $25).  When someone you supervise 

makes an outstanding effort, overcomes objections that have stopped them in the past, put extra 

effort on their own time, etc. you walk by their desk and recognize their efforts! 

It is also nice to have monthly, quarterly or annual awards to recognize people for production, team 

playing, the most splits, the highest margins, the most new clients, etc.  Individuals will become more 

ƳƻǘƛǾŀǘŜŘ ǿƘŜƴ ǘƘŜȅ ƪƴƻǿ ǘƘŜȅ ŀǊŜ άwŜŎƻƎƴƛȊŜŘ ŦƻǊ ǘƘŜƛǊ 9ŦŦƻǊǘǎΦέ 
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CONSISTENCY 

You owe it to yourself and the people who work for you to be consistent.  There is NOTHING more de-

motivating than to feel there are certain rules for SOME people in the company and different rules for 

OTHERS. 

 You need to be 100% in your interpretation of the policies and procedures developed for your 

company.   Personalities cannot enter discussions. 

Think of what happens to children when their parents are not consistent.  The child ends up unruly 

and out of control.  The same thing will happen to the individuals you supervise.  They look to you for 

consistency, guidance, mentoring and training.  There is no quicker way to lose your key employees 

than a lack of consistency. 

Your employees should never have to guess what you will do in any given situation.  They should 

know exactly what action you will take with any type of issues that surface.  When you are consistent, 

you gain respect for being a caring, confident and effective manager who your employees know they 

can trust.  You can never demand trust, it is something you EARN! 

MEETINGS 

Lastly, in this chapter I am going to discuss the importance of communication.  We are busy 

communicating with clients and candidates, but it is just as important to have the lines of 

communication open with your employees. 

The best way to achieve open communication is through scheduled meetings.  Some suggestions 

include: 

 Monday Morning Kick Off - aŀƪŜ ǎǳǊŜ ŜǾŜǊȅƻƴŜ ƛǎ ƻƴ ǘǊŀŎƪ ŀƴŘ ǿƻǊƪƛƴƎ ǿƘŀǘ ƛǎ άŎƭƻǎŜǎǘ ǘƻ 
the money CLw{¢έ 

 Wednesday Morning Training Sessions - To ensure consistent training is provided 

 Friday Wrap Up - Discuss WINS for the week and get updates on all activity pending 
 

¸ƻǳ Ŏŀƴ ǎŜǘ ǳǇ ǿƘŀǘŜǾŜǊ ƳŜŜǘƛƴƎ ǎŎƘŜŘǳƭŜ ǿƻǊƪǎ ōŜǎǘ ŦƻǊ ȅƻǳǊ ŎƻƳǇŀƴȅΣ ōǳǘ ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ƘŀǾŜ 

one.  A lack of communication with your greatest assets ς your employees, can result in turnover and 

goals not being achieved. 

 

Think of how you wrap up each day.  Do you have any type of wrap up?  It is a good idea to have every 

one of your employees end their day by focusing on the highlight of their day. 
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There are some days when it difficult to come up with a highlight because of all the rejection that is a 

natural part of our career.  Have your sales team write their highlight on their planner before they 

leave.  No matter what kind of day your team experienced, they focused on something positive before 

ƭŜŀǾƛƴƎ ȅƻǳǊ ƻŦŦƛŎŜ ŀǘ ŘŀȅΩǎ ŜƴŘΦ 

IN CONCLUSION 

It is my belief that you cannot motivate a person who refuses to be motivated. However, by following 

the suggestions in this chapter you can create an environment that will help your employees motivate 

themselves.  Motivated employees are happier employees and more successful, which of course has a 

direct impact on the achieve on your goals as their manager 
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Chapter Four: How to find and hire top talent 

 

This chapter training is going to focus on how to FIND and Hire Top TALENT.  The question that is 

asked more than any other is how to elevate someone to become a top performer. However, you 

ŎŀƴΩǘ ƳŀƪŜ ǎƻƳŜƻƴŜ ŀ ¢ƻǇ tŜǊŦƻǊƳŜǊ ς you have to hire the right a top performer.  In order to do this, 

you need to develop a systematic hiring process that identifies and attracts high achievers.  

¸ƻǳ ƴŜŜŘ ǘƻ ƎƛǾŜ ǘƘŜ ƻǇŜƴƛƴƎǎ ƛƴ ȅƻǳǊ ƻŦŦƛŎŜǎ ǘƘŜ ǎŀƳŜ ƭŜǾŜƭ ƻŦ ŀǘǘŜƴǘƛƻƴ ȅƻǳ ƎƛǾŜ ǘƻ ƻǳǊ ŎƭƛŜƴǘΩǎ 

needs.  You need to become a magnet for top talent and always be interviewing, whether you have a 

current opening in your region/offices or not. 

¢ƻƻ ƻŦǘŜƴ ƛƴ ǘƘŜ ǎǘŀŦŦƛƴƎ ŀƴŘ ǊŜŎǊǳƛǘƛƴƎ ǇǊƻŦŜǎǎƛƻƴ ǘƘŜ ǎǘŀǘŜƳŜƴǘ ƛǎ ƳŀŘŜΣ ά²Ŝ ƘŀǾŜ ŜƳǇǘȅ ǎŜŀǘǎΦέ  

9ǾŜƴ ǿƻǊǎŜ ǘƘŀƴ ǘƘŀǘΣ ǘƘŜǊŜ ŀǊŜ ǘƛƳŜǎ ǿƘŜƴ ƛǘΩǎ ŜŀǎƛŜǊ ǘƻ Χ Ƨǳǎǘ άŦƛƭƭ ŀ ǎŜŀǘέ ǘƘŀƴ ǿŀƛǘ ǘƻ ŀǘǘǊŀŎǘ ŀƴŘ 

hire ǘƻǇ ǘŀƭŜƴǘΗ  ! ŎŀƴŘƛŘŀǘŜΩǎ Ǉŀǎǘ ƛǎ ŀ ǿƛƴŘƻǿ ƛƴǘƻ ǘƘŜƛǊ ŦǳǘǳǊŜΦ  bŜǾŜǊ ŦƻǊƎŜǘΣ ǘƘŜ Ƴƻǎǘ ƛƳǇƻǊǘŀƴǘ 

decisions you make as an owner or manager is WHO you have on your team and in what role. 

SUGGESTIONS FOR THIS CHAPTER 

1. Read this entire chapter and then compare the suggested hiring process with your 
current hiring process. 

2. Evaluate strengths and weaknesses of your current team. 
3. Prioritize which changes in your hiring process will provide you with the greatest 

results. 
4. Make a list of action items to improve your hiring process.  Include the names of who 

will complete these action items and by what date. 
BENEFITS: 

1. You will realize a quicker ROI on your new hire. 
2. Your new hires will compliment your current team. 
3. Your process will identify top producers. 
4. You will escalate the success of your business. 
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FINDING AND HIRE TOP PRODUCERS 

The most important thing in building a sales team of high achievers is your hiring process.  Too often 

ǘƘŜ ǇƘǊŀǎŜ άCL[[ ! 59{Yέ ƛǎ ǳǎŜŘ ƛƴ ƻǳǊ ǇǊƻŦŜǎǎƛƻƴ ŀƴŘ ǘƘŀǘΩǎ ŜȄŀŎǘƭȅ ǿƘŀǘΩǎ ŘƻƴŜΦ  A desk is filled vs. 

finding your next top producer. 

Always remember one very important fact: 

You are in business TO MAKE A PROFIT... 

Not PROVIDE JOBS for people! 

Before you begin your hiring process you need to accomplish the following: 

 Evaluate your team 
 

 Determine the type of person your TEAM NEEDS (pace setter, detail oriented, positive, over 
achiever, high energy level).  You need to compliment the team you have in place. 

 

 Ask your team for their input.  This will help achieve their buy in BEFORE you hire a new 
person and will help you integrate your junior and senior recruiters. 

 

 Follow an interviewing process ς ŘƻƴΩǘ ǘŀƪŜ ǎƘƻǊǘŎǳǘǎΦ 
 

Think for a moment of the thorough process you follow to identify top talent for your clients.  You 

need to give the opportunities in your office the same level of thoroughness and attention. 

HIRING PROCESS  

1. CREATE JOB DESCRIPTIONS ~ You must have a detailed job description 
for every position within your company.  These should be reviewed 
and updated on an annual basis with input from the individual 
currently in the position.  Information should include: 

2.  

 Responsibilities of the position 

 Person must be able to handle constant rejection 

 Person should enjoy doing ___________________ 

 Circumstances in your office that this person must be able to tolerate. 
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 Behavioral traits of successful hires 
 

 Factors necessary to succeed at this career 
 

 Positives and negatives of the job 
 

3. ENSURE HIRES ALIGN WITH YOUR COMPANY VISION ~ The individuals you hire must be in line 
with your company vision.  If you hire someone that does not possess the values important to 
your company culture ς they will not end up being a long-term productive employee for your 
business. 

 

4. IDENTIFY INDIVIDUALS WITH SALES EXPERIENCE ~ Identify and recruit prospective candidates 
with SALES experience.  Recruiting is a sales profession with people on both sides of our sales 
ς which is challenging.  Individuals, who were over-achievers in sales in their past position, 
become top producers in our profession. Send them your paperwork, in advance, as your 
initial screening process.  You want to make sure they have experience, skills and a successful 
track record before scheduling a personal interview.  Use my profile form which will help 
identify their hot buttons and provide you with information to close this candidate if you 
decide to hire them for your office. 
If you receive their resume and profile form and do not see the credentials you need, conduct 

a courtesy interview over the phone and let them know why they are being screened out for 

your position. 

!55L¢Lhb![ ¢LtΧ 

I have had great success when I hired individuals who were successful in outside sales 

positions, telemarketing positions and sales people either in sales or catering offices of hotels. 

5. INITIAL STRUCTURED INTERVIEW ~ It is important for you to have a list of structured interview 
questions you ask every candidate.  It is the only way to accurately compare one candidate to 
another. 
 

6. Listed below are twenty suggested questions and the additional things you will learn about 
prospective candidates. 
 

ü How has your past job experiences prepared you directly or indirectly for this position?  (Tests 
their knowledge of your job) 

 
ü Describe a normal day at your present job?  A great day?  (Reveals their current activity level) 

 
ü How much time do you currently spend on the telephone?  (Test them for phone fear) 

 
ü What were your three most impressive tangible contributions with your current company? 

Past companies?  (Listen for the types of contributions they describe) 
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ü Give me an example of a situation where you have experienced rejection.  How did you 
handle it?  (Tests their reaction to rejection) 

 
ü What are your weaknesses and what have you done to improve them?  (Do they work on their 

weaknesses) 
 
ü Describe the type of working environment you prefer.  (Determine if this describes your 

working environment)   
 
ü Give examples of where you have been rewarded or compensated based on your 

performance.  (Will they function well in a commission/bonus environment)   
 
ü What was the greatest problem you had to solve at work, and how did you solve it?  (Test 

what type of problem solving skills they possess) 
 
ü How did you handle an irate customer or client?   (How well do they work under pressure)   

 
ü Why do you feel we should hire you?  (How well can they sell their abilities) 

 
ü What appeals to you most about this profession?  (If they say they like people, delve deeper) 

 
ü What do you anticipate will be the most difficult part of this job?  (This is where you have to 

focus your training efforts)   
 
ü Have you ever received a speeding ticket or should you have received a speeding ticket?  
όaƻǎǘ ǘȅǇŜ ά!έ ƛƴŘƛǾƛŘǳŀƭǎ ŘǊƛǾŜ ŦŀǎǘΣ ƛŦ ǎƻƳŜƻƴŜ ǎŀȅǎ ǘƘŜȅ ŘǊƛǾŜ ǳƴŘŜǊ ǘƘŜ ǎǇŜŜŘ ƭƛƳƛǘ ς I 
would have some concern)   

 
ü What are your short and long-term goals?  (You are attempting to hire over-achievers)   

 
ü How would this job help you attain your goals?  (Do they see the connection between the job 

and their goals)   
 
ü DƛǾŜ ǎǇŜŎƛŦƛŎ ŜȄŀƳǇƭŜǎ ǇǊƻǾƛƴƎ Ƙƻǿ ȅƻǳΩǾŜ ōŜŜƴ ǎǳŎŎŜǎǎŦǳƭ ƛƴ ǎŀƭŜǎΚ  ό5ƛŘ ȅƻǳ ŦƛƴŘ ǘƘŜǎŜ 

examples impressive) 
 
ü What do you think it will take to become a Top Producer?  (Do they understand the activity 

level necessary to succeed) 
 
ü What do you look for in a manager?  (Does this describe your management style)   

 
ü LŦ ȅƻǳ ŘƻƴΩǘ ƎŜǘ ǘƘƛǎ ƧƻōΣ ǿƘŀǘ ŜƭǎŜ ŀǊŜ ȅou considering?  (Are they only interviewing for sales 

positions) 
 

5. MATERIALS ARE SHARED WITH THE CANDIDATE ~ Candidate is given a copy of the job 
description, introduction to recruiting, expectation sheets (download this below) and 
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marketing materials of your firm.  You instruct them to call the next day to share their level of 
interest in proceeding with the interviewing process.  The candidate is also asked to share this 
information with their significant other.  Our career is not a 9:00 am to 5:00 pm type of 
ƻǇǇƻǊǘǳƴƛǘȅ ŀƴŘ ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƘŀǘ ǘƘŜƛǊ ŦŀƳƛƭȅ ƳŜƳōŜǊǎ ǳƴŘŜǊǎǘŀƴŘ ǘƘŜ ŎƻƳƳƛǘƳŜƴǘ 
involved. 
 

6. REFERENCES ARE THOROUGHLY CHECKED ~ It is important to check business as well as 
ǇŜǊǎƻƴŀƭ ǊŜŦŜǊŜƴŎŜǎΦ  tŜǊǎƻƴŀƭ ǊŜŦŜǊŜƴŎŜǎ ŘƻƴΩǘ ƘŀǾŜ ŀ ŦƛƭǘŜǊΦ  Lǘ ƛǎ ŀƭǎƻ ǿise to ask for a copy of 
ƭŀǎǘ ȅŜŀǊΩǎ ²-2 form, when and if you hire someone with recruiting experience. 
 

7. !ƭǿŀȅǎ ǊŜƳŜƳōŜǊΣ ǇŜƻǇƭŜ ŀǊŜ ŎǊŜŀǘǳǊŜǎ ƻŦ ƘŀōƛǘǎΦ  LŦ ȅƻǳ ƭƻƻƪ ƛƴǘƻ ŀ ǇŜǊǎƻƴΩǎ ǇŀǎǘΣ ƛǘ ƛǎ ŀ 
window into their future.  If someone was an overachiever in school and in past positions, 
they will continue to be an overachiever (Top Producer) for you. 
LŦ ȅƻǳ ƘŜŀǊ ǎƻƳŜƻƴŜ ǎŀȅΣ άL Ƨǳǎǘ ƴŜŜŘ ǎƻƳŜƻƴŜ ǘƻ ƎƛǾŜ ƳŜ ŀ ŎƘŀƴŎŜ ǘƻ ǇǊƻǾŜ ƳȅǎŜƭŦΣ L ƪƴƻǿ L 

Ŏŀƴ Řƻ ǘƘƛǎ Ƨƻōέ ȅƻǳ ǎƘƻǳƭŘ ƭŜǘ ǎƻƳŜƻƴŜ 9[{9 ƎƛǾŜ ǘƘƛǎ ǇŜǊǎƻƴ ŀ ŎƘŀnce to prove themselves 

and hire someone who has a successful track record! 

8. CANDIDATE MEETS CURRENT SALES TEAM ~ It is important to have your current team buy in 

to the new people you are hiring.  One of the easiest ways to accomplish this is to include 

them in the hiring process.  If any member of my sales team has strong negative feelings 

about a prospective future hire, we pass on this individual and keep interviewing.  Your senior 

recruiters can often make or break a new person and you want to encourage their support.  If 

they helped make the decision, then they have a vested interest in the success of this person. 

Whenever possible, this meeting should be held over lunch outside of the office.  Candidates 

have a tendency to let their guard down when they are out of the office environment.  It 

ŘƻŜǎƴΩǘ ŦŜŜƭ ƭƛƪŜ ŀƴ ƛƴǘŜǊǾƛŜǿΣ ŀƴŘ ȅƻǳ ǿƛƭƭ ŀŎǘǳŀƭƭȅ ƭŜŀǊƴ ƳƻǊŜ ŀōƻǳǘ ǘƘŜ ǇŜǊǎƻƴΦ 

9. ASSESSMENT INSTRUMENT IS ADMINISTERED (optional) ~ if you want to gain totally objective 
information about your prospective hire ς utilize an assessment tool.  We need to hire 
individuals who are self-starting and can influence others.  You will be able to review those 
traits in the assessment results.  This type of assessment tool prevents you from making an 
emotional hire.  The more data you compile prior to a hire, the better decision you will make.  
Think of how much time and money your company has lost due to bad hiring decisions in the 
past! 
 

10. CANDIDATE FIRST MEETS WITH SALES MANAGER TO DISCUSS MONEY AND MEET WITH THE 
OWNER ~ It is important to know the past income and current financial situation of your 
prospective hire.  Earnings in our profession increase with experience and production.   If your 
new hire cannot meet their bills with your compensation package, the pressure of their bills 
will greatly take away from their ability to focus on their new career. 

11. ah{¢ Lathw¢!b¢ {¢9t Lb ¢I9 twh/9{{Χ /!b5L5!¢9 {t9b5{ о-4 HOURS IN YOUR OFFICE ~ 
Every time I speak at a conference I have several recruiters approach me complaining about 
all of the telephone calls they are expected to make.  These recruiters did not understand that 
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much of our job is telemarketing sales.  Often these new hires quit because they did not 
understand what we do on a daily basis to succeed in our profession. 
 

12. This next step in the hiring process will eliminate that situation from ever happening to you 
again.  You inform your prospective hire that you want them to observe your current sales 
ǘŜŀƳΦ  Lǘ ƛǎ ƻƴŜ ǘƘƛƴƎ ǘƻ ¢9[[ ǘƘŜƳ ǿƘŀǘ ǘƘŜȅ ǿƛƭƭ ōŜ ŘƻƛƴƎΤ ƛǘΩǎ ƳǳŎƘ ƳƻǊŜ Ŝffective for them 
to actually SEE your employees in action.   
You have them observe your office for 30 minutes completing recruiting presentations (the 

hidden benefit ς your current team will really PERFORM when they know they are being 

observed.) 

After 30-45 minutes you bring this person in your office and get their feedback on what they 

observed.  You ask this person if they see themselves able to make these kinds of 

ǇǊŜǎŜƴǘŀǘƛƻƴǎΦ  ¸ƻǳ ǿƛƭƭ ƘŀǾŜ ŎŀƴŘƛŘŀǘŜǎ ǎŀȅ άbhΣέ ǿƘƛŎƘ ƛǎ ŦƛƴŜΦ  .ŜǘǘŜǊ ȅƻǳ ŦƛƴŘ ƻǳǘ .9FORE 

you hire them than after. 

Give them a recruiting call script and a recruiting list with thirty five names of companies and 

telephone numbers.  Role play with them for 15 ς 30 minutes ς telling them that their goal is 

to entice the individuals they speak with to send them their resume.  You will review the top 

3-5 objections they might receive and teach them how to overcome these objections. 

In my office, we make the following offer to the individuals who are completing these cold 

calls as part of the hiring process: 

άLŦ ǎƻƳŜƻƴŜ ŀƎǊŜŜǎ ǘƻ ǎŜƴŘ ƛƴ ǘƘŜƛǊ ǊŜǎǳƳŜ ŀƴŘ ǿŜ ŜǾŜƴǘǳŀƭƭȅ ǇƭŀŎŜ ǘƘƛǎ ŎŀƴŘƛŘŀǘŜ ƛƴ ŀ Ƨƻō ς 

ȅƻǳ ǿƛƭƭ ǊŜŎŜƛǾŜ ŀ Ϸрлл ōƻƴǳǎ ǿƘŜǘƘŜǊ ȅƻǳ ŜƴŘ ǳǇ ǿƻǊƪƛƴƎ ŦƻǊ ǳǎ ƻǊ ƴƻǘΦέ  We want there to 

be motivation for this person to succeed. The prospect is put out on the floor to make their 

ƛƴƛǘƛŀƭ ŎŀƭƭǎΦ  ²Ŝ ƘŀǾŜ ŀ ǎŜƴƛƻǊ ǇŜǊǎƻƴ ǿŀǘŎƘƛƴƎ ǘƘŜƳ ŀƴŘ ƳƻƴƛǘƻǊƛƴƎ ǘƘŜƛǊ ŀŎǘƛǾƛǘȅΦ  LǘΩǎ 

important to note: 

 How long did it take them to pick up the phone? 

 How long did they sit there between calls? 

 Did they naturally overcome objections? 

 How many objections did they take with each call? 

 Did they have obvious phone fear? 

 Did they try to discuss what was happening with co-workers? 

 How did they handle rejection? 

 Did they experience any success? 

 Were they easily frustrated? 

 Were they over-analyzing every call? 

 Did they finish the list of 35 calls? 
You learn so much more from actually observing an individual than listening to what they 

TELL you they are capable of accomplishing. 
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We have had individuals PULL themselves from the process after this experience.  Greatest 

Objection: They like to talk on the phone, but are uncomfortable with cold calling.  It is 

better to find this out BEFORE you hire someone.  Even if you have established accounts and 

a strong database of talent, Ƴƻǎǘ Ǉƻǎƛǘƛƻƴǎ ƛƴ ƻǳǊ ǇǊƻŦŜǎǎƛƻƴ ŀǊŜ ά{![9{ Wh.{έ ŀƴŘ ŎƻƭŘ 

calling is a part of any sales job. 

13. OFFER IS EXTENDED ~ If feedback is positive; an offer is extended to this candidate. 
 

![²!¸{ w9a9a.9wΧΦ 

ά¸ƻǳ ŘƻƴΩǘ a!Y9 ǎƻƳŜƻƴŜ ŀ ¢ht twh5¦/9wΣ ̧ ƻǳ ILw9 ǘƘŜƳΗέ 

BONUS TIPS TO PROTECT YOUR BUSINESS 

You are in business to make a profit ς not provide jobs for your employees.   It is extremely important 

that you have systems in place to make sure any transition of employees is seamless. 

Ask yourself these questions: 

 άLŦ ƻƴŜ ƻǊ ƳƻǊŜ ƻŦ Ƴȅ ƪŜȅ ŜƳǇƭƻȅŜŜǎ ǊŜǎƛƎƴŜŘ ǘƻŘŀȅΣ Ƙƻǿ ǿƻǳƭŘ ǘƘŀǘ ƛƳǇŀŎǘ Ƴȅ ōǳǎƛƴŜǎǎΚέ 

 άIƻǿ ǉǳƛŎƪƭȅ ŎƻǳƭŘ L ǊŜǇƭŀŎŜ ǘƘŜƛǊ ǇǊƻŘǳŎǘƛƻƴΚέ 

 ά!ǊŜ ǘƘŜƛǊ ŎƭƛŜƴǘǎ ŀƴŘ ŎŀƴŘƛŘŀǘŜǎ ƭƻȅŀƭ ǘƻ Ƴȅ CLwa ƻǊ ȅƻǳǊ w9/w¦L¢9wΚέ 

 ά²Ƙŀǘ ŀƳ L ŘƻƛƴƎ ǘƻ ǇǊƻǘŜŎǘ ǘƘŜ ŦǳǘǳǊŜ ƻŦ Ƴȅ ōǳǎƛƴŜǎǎΚέ 
 

The following eight TIPS will help you protect your business: 

1. Always be INTERVIEWING 
2. Your next hire should be a REFERRAL from your current sales staff.  If you have created a 
ǇǊƻŘǳŎǘƛǾŜ ŜƴǾƛǊƻƴƳŜƴǘ ǿƘŜǊŜ ǇŜƻǇƭŜ Ŏŀƴ ŦƭƻǳǊƛǎƘΣ ȅƻǳ ǿƻƴΩǘ ŜǾŜǊ ƘŀǾŜ ǘƻ w9CRUIT FUTURE 
EMPLOYEES.  Prospects will be calling you because of what they have HEARD about your firm.  
Never underestimate the power of WORD OF MOUTH ADVERTISING. 

3. Create a SUCCESS PLAN in advance, unless you believe that all of your employees will retire 
from your company. 

4. Make sure you have TWO recruiters as contacts with all of your clients. 
5. ENFORCE SYSTEMS, so anyone can step in and take over the activity of a desk which has been 

vacated. 
6. Welcome the CHALLENGE of the situation and realize the BENEFITS of growth and change. 
7. Ensure that data is THOROUGH and RETRIEVABLE for every employee. 
8. Conduct QUARTERLY PERFORMANCE REVIEWS to uncover issues before they result in the 

resignation of a valued employee. 
 

Systems in your office will dramatically increase the VALUE of your business.  Following this hiring 

system will dramatically decrease turnover and will fill your office with eagles ς NOT DUCKS! 
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Chapter Five: Motivate and Mentor 

 

This chapter is focused on your ability to individually motivate and manage the members of your 

team.  For the first time in history, many companies have representatives of FOUR GENERATIONS in 

one office.  Obviously, different things motivate these employees. 

This lesson will outline twelve specific techniques that will help you fine-tune your management skills 

in this area.  The most important decision you make as a manager in staffing and recruiting is the 

WHO you put on your team.  Your employees are either your greatest asset or most costly liability. 

As an owner/manager, you basically have at least two full-ǘƛƳŜ ƧƻōǎΦ  LŦ ȅƻǳΩǊŜ ōƻǘƘ ŀ 

manager/recruiterΣ LΩƳ ǎǳǊŜ ȅƻǳ ŀǊŜ ǿƻƴŘŜǊƛƴƎ Ƙƻǿ ȅƻǳ Ŏŀƴ ŦƛƴŘ ǘƘŜ ¢La9 ǘƻ ƛƴŘƛǾƛŘǳŀƭƭȅ ƳƻǘƛǾŀǘŜ 

and manage.  The answers are contained in this chapter and these techniques actually make your job 

easier! 

SUGGESTIONS FOR THIS CHAPTER: 

Á Read the entire chapter 
Á Review the twelve techniques presented 
Á Select the areas you need to address first 
Á Make changes 
Á Review results 
Á Customize the expectation list for your company 
Á Repeat steps three, four and five 

 
BENEFITS: 

 Morale will improve 

 Retention will improve 

 Performance will increase 

 Decreasing turnover and retention will increase  

 You will become a highly skilled manager 

 Your performance and profit will increase! 
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INDIVIDUALLY MOTIVATE AND MANAGE 

In previous chapters we've addressed how to create a motivating environment.  This chapter 
addresses the importance of individually motivating and managing your team. 
 
CƻǊ ǘƘŜ ŦƛǊǎǘ ǘƛƳŜ ƛƴ ƘƛǎǘƻǊȅΣ Ƴŀƴȅ ǘŜŀƳΩǎ ǊŜǇǊŜǎŜƴǘ Ch¦w ŘƛŦŦŜǊŜƴǘ ƎŜƴŜǊŀǘƛƻƴǎΣ ǿƘƛŎƘ ōǊƛƴƎ ǿƛǘƘ ƛǘ 
challenges we have never faced.  These generations have different attitudes, work ethics and 
priorities. 
 
THE REALITY OF MOTIVATION:  
 
MOTIVATION COMES FROM WITHIN 
 

 You cannot motivate a person who does not CHOOSE to be motivated! 

 The same inner-energy that allows a person to experience an adrenaline surge, in the cases of 
emergencies, energizes some individuals to motivate themselves to attain impossible levels 
of success! 

 
 
FIFTEEN TECHNIQUES TO INDIVIDUALLY MOTIVATE AND MANAGE: 
 

1.  DOCUMENT UP FRONT 
 
If you want to motivate your team, you need to be motivated yourself, and 
you have to have policies, procedures and systems in WRITING.  When you 
hire someone to work for you they need a job description and a written list of 
expectations. 
Some of the documentation you need to provide: 

 
 Job description 
 List of expectations of the employee 
 List of what they can expect from you, the owner/manager 
 Policy and procedure manual  
 Activity and performance goals in writing 

 
Streamline systems and reports 
 

 Ask for reports that you need 
 READ what you request 
 Provide feedback to help your sales staff improve 
 Require planners be completed before your recruiters leave the office daily. 

 
 
 
 
 



 

34 

 

 2.  CONSISTENT MEETINGS 
 

The difference between recruitment offices that consistently break records and those that 
experience peaks and valleys often comes down to a consistent meeting schedule and the built in 
accountability. 

 
 MONDAY MORNING KICK OFF ς ILwLbD w9v¦9{¢Lhb{ a99¢LbD Ϥ ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƻ 

conduct an attitude check first thing every Monday morning.  You also want to get 
each member of your team focused on activities closest to reaching your goals!  
When you update the job order requests list, print it out so that everyone on the 
team is on the same page. 

 
 DAILY INTERVIEW UPDATES ~ The most important number you monitor is 

INTERVIEWS. This can refer to a telephone interview or face-to-face interview.  Make 
sure each member of your team knows his or her ratio.  They must also understand 
how many interviews they need to book in order to hit their individual goals for the 
week as well as the month.  This goal has to be customized to match the RATIOS of 
each recruiter you manage. 

 
 FRIDAY WRAP-UP ~ you need to schedule a Friday wrap-up to acknowledge 

SUCCESSES, so your team leaves your office on a POSITIVE NOTE!  This also enables 
you to determine where your team should focus their efforts as they complete their 
planners for Monday!  Every person working for you needs to have his or her success 
acknowledged!  You have now told each member of your team WHERE to focus 
starting on Monday morning.   

 
3.  TRAINING 

 
One of the greatest reasons for strong employee retention in a company, as well as Corporate 
America, is consistent training.  If you want to know where to focus your training efforts ς just ask 
your team.  They are aware of the areas that cause them problems and appreciate the fact that 
you are willing to customize training where they have specific needs.  This does motivate your 
sales team members! 

 
If training is NOT one of your strengths, I would suggest the following: 
 

 LƴŎƭǳŘŜ ȅƻǳǊ ǊŜŎǊǳƛǘŜǊǎ ŀǎ άǘǊŀƛƴŜǊǎέ 

 Invest in training materials that can assist you 

 Start to create a training library for your office 

 Invest time in training that will enhance your teams performance  
 
4.  LEAD BY EXAMPLE 

 
Whether you are still involved in interviewing or not, it is important for you to be the most 
positive person in your office.  Your personality and attitude has a direct impact on every member 
of your team!   
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Lǘ ƛǎ ƛƳǇƻǎǎƛōƭŜ ǘƻ ǎǘŀȅ ƳƻǘƛǾŀǘŜŘ ƛŦ ȅƻǳǊ ǘŜŀƳ Ƙŀǎ ǘƻ ǿƻƴŘŜǊ άǿƘƛŎƘ ƻƴŜ ƻŦ ȅƻǳέ ƛǎ ŀǊǊƛǾƛƴƎ ŀǘ 
ǿƻǊƪ ǘƻŘŀȅΦ  9ŀŎƘ ƳŜƳōŜǊ ƻŦ ȅƻǳǊ ǘŜŀƳ ǿƛƭƭ ǎŜƴǎŜ ƛŦ ȅƻǳ ŀǊŜ ǎǘƛƭƭ άt!{{Lhb!¢9 !.h¦¢ ¸ƻǳǊ 
PROF9{{LhbΦέ  ¸ƻǳǊ ǇŀǎǎƛƻƴΣ ŜƴǘƘǳǎƛŀǎƳΣ ŜƴŎƻǳǊŀƎŜƳŜƴǘ ŀƴŘ ŘŜŘƛŎŀǘƛƻƴ ǘƻ ȅƻǳǊ ǘŜŀƳ ǿƛƭƭ ƘŜƭǇ 
them attain higher levels of performance and success. 
 

5.  MANAGE BY WALKING AROUND 
 

There is a certain level of NOISE in a successful recruiting and staffing firm that I refer to as the 
άI¦aaaaέ ƛƴ ǘƘŜ ƻŦŦƛŎŜΦ  LŦ ŀƭƭ ȅƻǳ ƘŜŀǊ ƛǎ ŎƭƛŎƪƛƴƎ ƻƴ ŎƻƳǇǳǘŜǊ ƪŜȅōƻŀǊŘǎ ǾǎΦ ŎƻƴǾŜǊǎŀǘƛƻƴ ƻƴ 
the phone, you have reason for concern. 
 
If you stay in your office, you will not KNOW or SENSE the level of activity in your office.  Your 
employees will appreciate being held accountable because it will have a positive impact on their 
income. 
 
bŜǾŜǊ ŦƻǊƎŜǘΣ ǇŜƻǇƭŜ Řƻ ǿƘŀǘ ȅƻǳ Lb{t9/¢Σ ƴƻǘ 9·t9/¢Η  LǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƘŀǘ ȅƻǳ ŀǊŜ ǘƘŜ Ƴƻǎǘ 
informed person in the office.  By checking planners every evening, you are showing each of 
employees that you CARE ENOUGH to provide them with guidance.  Their planner will show you if 
they are focusing their efforts on areas that can provide them with results and success. 

 
6.   THE DÉCOR OF THE OFFICE 
 

You and your team spend most of your waking hours at work.  Obviously, you designed and 
decorated your office.  Look around and ask yourself if this is the place you would like to spend 
most of your time in? 
 
You need to make changes that would have a positive impact on their bottom line.  Many changes 
Ŏŀƴ ōŜ ƳŀŘŜ ŀǘ ŀ ǊŜƭŀǘƛǾŜƭȅ ƭƻǿ ŎƻǎǘΦ  {ƻƳŜǘƘƛƴƎ ŀǎ ǎƛƳǇƭŜ ŀǎ ŦǊŀƳƛƴƎ ά¢Ƙŀƴƪ ¸ƻǳ bƻǘŜǎέ ŀƴŘ 
hanging them in your front office can provide a very positive impact on individuals visiting your 
office. Get creative, ask for suggestions from your team and get them involved in the changes, to 
get their BUY-IN. 
 

7. BRAINSTORMS WITH YOUR TEAM 
 

If you want to know what motivates each member of your team ς just ask him or her.  Again, this 
is showing each member of your team that you are trying to focus and customize your efforts in 
ŀǊŜŀǎ ǘƘŀǘ ŀǊŜ Ƴƻǎǘ ƛƳǇƻǊǘŀƴǘ ǘƻ ǘƘŜƳΦ  ¢ƘŜ ƳƻǊŜ ȅƻǳ ŀŘŘǊŜǎǎ ǘƘŜ ²LLCa ό²ƘŀǘΩǎ Lƴ Lǘ ŦƻǊ ƳŜύ ƻŦ 
the team you supervise, the quicker you will see results!  
 
The three top answers for what motivates them are usually: 

 Money 

 Time Off 

 Group activities/outings 
You need to survey your team at least once per quarter so you can customize your contests and 
rewards. 
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8.  CREATE A TEAM ENVIRONMENT 
 

You need to reward collaboration, which will encourage your team to develop a 
strong working relationship with their co-ǿƻǊƪŜǊǎ ŀƴŘ ƻǘƘŜǊ ŜΩǎ ƛƴ ǘƘŜ ǎȅǎǘŜƳΦ  {Ƙƻǿ 
them how they can achieve higher level of success by utilizing the talents of their co-
workers to their benefit.  
Try to form teams within your office, who compete against each other. Of course, you 
form different teams each month.  This helps each member of your team learn the 
skills, talents and personalities of their co-workers. 

 
9.  EMBRACE CHANGE 

 
Entrepreneurs are famous for making CHANGES on a regular basis.  You need to present change as 
a POSITIVE to your team members so they sense the WIIFM. 
 
You are in a position to provide great input in your company.  Always implement new ideas and 
techniques that will positively impact the profits of your company.  As an owner/Manager you 
ƴŜŜŘ ǘƻ ōŜ ǾƛŜǿŜŘ ŀǎ ŀ ά/ƘŀƴƎŜ !ƎŜƴǘΣέ ǎƻƳŜƻƴŜ ǿƘƻ ŜƳōǊŀŎŜǎ ŎƘŀƴƎŜΦ 
 
Remember, the members of your team watch YOUR reaction when changes occur and often take 
their direction from YOU!  Your reactions strongly impact the success or failure of proposed 
changes. 

 
 

10. CLOSE YOUR OPEN DOOR POLICY 
 

This is especially critical if you are still working your Desk!  Here are some tips: 
 

 Have set times (non prime time) to meet with team. 

 Encourage a CONFERENCE PLANNER.  (This can be a legal pad where questions are written 
down as they occur.) This person meets with you at either 11:30 am or 4:00 pm to discuss the 
answers.  Most questions are answered themselves as the day progresses. 

 Remember that most people want to meet to stay off of the teleǇƘƻƴŜΦ LǘΩǎ ŜŀǎƛŜǊ ǘƻ ƳŜŜǘ 
than to cold recruiting call. This is not a motivator because this person will eventually fail. 

 Focus on SOLUTIONS vs. PROBLEMS.  Whenever a member of your team asks you a question ς 
ŀƭǿŀȅǎ ƎƛǾŜ ǘƘŜ ǎŀƳŜ ǊŜǎǇƻƴǎŜΣ ά²Ƙŀǘ ƛǎ ¸h¦w ǎƻƭǳǘƛƻƴΚέ hƴŎŜ ȅƻǳ ƘŜŀǊ ǘƘŜƛǊ ǎƻƭǳǘƛƻƴΣ ȅƻǳ 
ƻŦŦŜǊ ȅƻǳǊǎΗ ¸ƻǳ ŘƻƴΩǘ ǿŀƴǘ ǘƘŜƳ ǘƻ ōŜŎƻƳŜ ŀƴ ŜȄǘŜƴǎƛƻƴ ƻŦ ¸h¦Φ 

 
11. FINE TUNE YOUR LISTENING SKILLS 

 
Remember that you cannot TALK and LISTEN simultaneously.  When members of your team are 
talking, you need to LISTEN to UNDERSTAND where they are coming from vs. listening to SOLVE!  
Your goal should be to become the BEST LISTENER in the lives of each of your recruiters. 
 
You need to learn how to read between the lines.  You want to communicate directly with each of 
ȅƻǳǊ ǊŜŎǊǳƛǘŜǊǎ ǊŀǘƘŜǊ ǘƘŀƴ ǳǘƛƭƛȊƛƴƎ ŀƴ ƻŦŦƛŎŜ ά{bL¢/Iέ όǿƘƛŎƘ ǿƛƭƭ ōŜ ŀ ƳƻǊŀƭŜ ōǳǎǘŜǊΗύ 
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The highest level of respect you can give to another person is your undivided attention.  When 
one of your team members is talking to you, you need to listen withouǘ ƛƴǘŜǊǊǳǇǘƛƴƎ ǘƘŜƳΦ  LǘΩǎ 
important that you always take notes that you can refer to during subsequent discussions. 

 
12. UTILIZE MULTI-TALENTS 

 
Identify and utilize talent of your current team members.  This could be a writing ability, speaking 
ability or a high level of creativity.  Obviously, if you utilize these talents it will benefit your 
company. 
 
Always ask your team members during performance reviews if they have talents they are not 
utilizing.  Incorporating their talents into their areas of responsibility will help you retain your 
team. 

YOU CAN HAVE EVERYTHING IN LIFE YOU WANT, 
IF YOU JUST HELP ENOUGH OTHER 

PEOPLE GET WHAT THEY WANT 

 
In order to individually manage and motivate the members of your staff, it is also very important that 
you get to kƴƻǿ ǘƘŜƳ ƻǳǘǎƛŘŜ ƻŦ ǘƘŜ ƻŦŦƛŎŜΦ hŦǘŜƴ ǇŜƻǇƭŜ ƘŀǾŜ ŀ ά²hwYέ ŀƴŘ ŀ άbhb-²hwYέ 
personality. The better you get to know the people who work for you, the better job you will do as 
their manager. 
 
You will also experience a movement toward more balance between family and work. People are 
realizing that unless a balance is reached, they are not happy. The staffing industry has led the way for 
individuals to work flexible hours, temporary assignments or as a contractor. In order to retain top 
performers, you may find yourself facing flex hours, telecommuting, and other arrangements 
customized around the needs of your recruiters.   
 
I would also like to share a recent study by USA TODAY.  
 
Managers were asked ~  
ά²Ƙŀǘ Řƻ ȅƻǳ ǘƘƛƴƪ ȅƻǳǊ ŜƳǇƭƻȅŜŜǎ ǿŀƴǘ ƳƻǎǘΚέ 
Managers replied ~ 

 Good wages 
 Job security 
 Chance for promotion.  

Employees replied ~  
 Interesting work 
 Appreciation for work done 
 A feeling of being in on things 
 Good wages was #7, promotion #12, and job security #13. 

 
When you begin to Individually Motivate and Manage your staffing team, attitudes and morale will 
improve, performance and numbers will increase, and you will successfully retain your Team! 
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Chapter Six: Personal Statistics 
 

 
This chapter's training is going to focus on your ability to manage by numbers.   As an 

owner/manager, you are judged and gain respect from your employees based on your own ability to 

achieve goals and objectives through the performance of the individuals you supervise.  Recruiting is a 

sales profession and sale's is a numbers game.  Learning how to effectively manage by numbers will 

benefit your employees, you and your company. 

This chapter will outline SYSTEMS that will help your recruiting team reach maximum performance.  

Your recruiter learns how they can effectively predict their income, based on their personal ratios.  It 

is important to decide which numbers are most important to monitor.  You then need to teach each of 

your employees how to calculate their individual statistics.   

Having successful recruiters, is the best way to ensure the growth of your business.  Their desk is a 

profit or loss center for your business.  Each recruiter writes their own paycheck. It is very 

empowering when they realize they can accurately predict their income based on their individual 

ratios.  They will know exactly what level of results they have to produce each day, in order to attain 

goals set.  This obviously makes your job easier. 

Ratios and personal statistics are important to monitor in all segments of our profession (i.e. the way 

we as owner/managers make the decision as to keep someone or let them go.) 

SUGGESTIONS FOR THIS CHAPTER: 

 Read the entire lesson 

 Decide which systems you will implement 

 Decide which statistics you will monitor 

 Design daily forms to track statistics 

 Review the results 

 Help each of your employees calculate their personal ratios 

 Tie in the ratios and goals to their income level 
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BENEFITS: 

 Ability to predict performance  

 Ability to predict our numbers 

 Takes the mystery out of attaining goals 

 Increased RETENTION and reduce turnover   
 

RATIOS AND PERSONAL STATISTICS 

In order for the members of your team to reach maximum performance levels, they must be 

organized, follow systems and understand their personal ratios and statistics. 

It is important to remember that your new hires are often overwhelmed when they initially start their 

career as a recruiter.  Your experienced recruiters also need systems to keep their performance 

consistent. 

The following systems will ensure five things: 

1. You jump start your new hires 
2. Your experienced team members enjoy consistent performance  
3. Most results-oriented activity questions are answered 
4. When one of your team members are out of the office, it will be easy for others to work 

their desk 
5. When one of your team members leaves your company, there will be a smooth transition 

 
¸ƻǳ ǿƛƭƭ ŎǳǎǘƻƳƛȊŜ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴ ǘƘƛǎ ǿŜŜƪΩǎ ƭŜǎǎƻƴ ǘƻ Ŧƛǘ ǘƘŜ ǎǇŜŎƛŦƛŎ ƴŜŜŘǎ ƻŦ ȅƻǳǊ ƻŦŦƛŎŜΣ ōǳǘ ǘƘŜ 

following information can serve as guidelines.  Many of these functions can be achieved through 

automation.  No matter what software you are currently using, there is always room to customize 

HOW you utilize your system. 

SYSTEMS 

CANDIDATES: 

 Ask questions during telephone conversations to determine: 
a. Courtesy screening interview. 
b. Acceptable candidate to set up for interviews. 

 !ƭǿŀȅǎ ƎƛǾŜ ŎŀƴŘƛŘŀǘŜǎ ǘǿƻ ǘƻ ǘƘǊŜŜ ŎƘƻƛŎŜǎ ŦƻǊ ŀƴ ƛƴǘŜǊǾƛŜǿƛƴƎ ǘƛƳŜΣ Řƻ ƴƻǘ ŀǎƪ ǘƘŜƳΣ ά²ƘŜƴ ƛǎ 
ƛǘ ŎƻƴǾŜƴƛŜƴǘ ŦƻǊ ȅƻǳ ǘƻ ƛƴǘŜǊǾƛŜǿΚέ 

 If the interview is not set for the next day, ALWAYS do phones prescreens.  This will dramatically 
reduce interviewing non-qualified candidates and no-shows. 

 Confirm all interviews the night before. 
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 Confirm client interviews both with client and candidate 

 the three choices are as follows: 
a. Early in the morning 
b. Lunch 
c. At the end of the day 

 Write/ Type all interviewing notes in a different color ink to differentiate your notes from the 
responses of your candidate. 

 Request reference information including the name of their best friend for a personal reference. 

 Request a minimum of three peer referrals from every candidate, ensuring them the referrals 
ǿƻƴΩǘ ōŜ ǘƘŜƛǊ ŎƻƳǇŜǘƛǘƛƻƴ ŦƻǊ Ƨƻō ƻǇǇƻǊǘǳƴƛǘƛŜǎΦ 

 Explain to all candidates that the hours of 4:00 pm ς 5:00 pm are set aside for their incoming calls 
regarding updates on interviewing activity or any questions they may have. 

 When you have determined someone is a marketable candidate try to close him or her as soon as 
you can. If you need help with the close ask. 

 The minute you have made a match with one of your candidates on existing job order, start to 
check references. 

 If you know you cannot assist a candidate, be honest with them and give them options and 
alternatives. A good site to refer them to for career advice is http://www.yourcareerdesigner.com 
 

Client Services: 

 Your goal should be to develop the skills needed to find the level of candidate that is needed to fill 
yƻǳǊ ŎƭƛŜƴǘΩǎ ƴŜŜŘǎΦ 

 When you are given job specifications it is your job to pull out all of the stops and interview all the 
candidates you can so as to ensure that the orders will be filled: 

a. Take time to get a complete understanding job specifications 
b. Get a target date to fill ~ NOT ASAP, Immediately or Yesterday. 
c. Email a copy of the specifications to everyone in the hiring process 
d. Get interviewing times when you know the specifications,  
e. Have everyone on the team make a commitment to fill the orders 

 Make sure you combine High Tech with High Touch.  Make sure that you touch base with the 
candidate after you have made a placement to insure that they will show up for work the first  
 

STATISTICS 

The most important statistics you need to track as an owner/manager are the number of send outs 

(interviews scheduled) and placements.   There are so many steps in the hiring process that often too 

much emphasis is put on the number of calls vs. the quality of interviews.  Your team needs to realize 

that their daily mission is talk to candidates and schedule interviews for those candidates. Without 

interviews you will not make a placement.  Ask your recruiters as they enter the officŜΣ ά²ƘŜǊŜ ŀǊŜ 

your candidates interviewing ǘƻŘŀȅΚέ 

 

http://www.yourcareerdesigner.com/
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IMPORTANT REALITIES TO CONSIDER 

REALITY ONE ~ Your newer recruiters need to realize they will have different ratios, statistics and 

numbers than experienced recruiting professionals who know who to call, how to call and when to 

call.  Experienced recruiters also have established working relationships with various clients. 

REALITY TWO ~ New hires must also realize they will set four to five times the number of interviews  

with fewer results than experienced recruiting professionals. 

REALITY THREE ~ If performance is inconsistent, it is normally due to urgent issues overshadowing 

important issues.  Make sure the members of your team talk to a minimum of 20-30 NEW PEOPLE 

every day!  

REALITY FOUR ~ Once you know the personal ratios and stats of your sales team and they have 

attained consistent production,  they will enjoy an increase in production of 25-30%, if they increase 

their statistics across the board by 10%. 

TIME MANAGEMENT 

It is also important for the individuals you supervise to understand the importance of PRIME TIME ς 

which totals five hours per day (unless you work more than one time zone which increases Prime 

Time). 

Results oriented activity should be accomplished during Prime Time ς the hours of 9:00 ς 11:30 am 

and 1:30 ς 4:00 pm.  This is the time of day when you have the greatest chance of contacting working 

candidates.  If you want to ensure your team attains their goals, hold incoming telephone calls and 

email between the hours of 9:00 ς 11:30 am.  Have your team leave messages during Prime Time that 

ǎŀȅΣ ά²ƘŜƴ ȅƻǳ Ŏŀƭƭ ƳŜ ōŀŎƪΣ ǇƭŜŀǎŜ ǘŜƭƭ ǿƘƻƳŜǾŜǊ ŀƴǎǿŜǊǎ ǘƘŜ ƭƛƴŜ ǘƻ ƛƴǘŜǊǊǳǇǘ ƳŜΣ ƴƻ ƳŀǘǘŜǊ ǿƘŀǘ 

LΩƳ ŘƻƛƴƎΦ  

One of the greatest issues that prevent recruiters from hitting their goals is the interruptions they 

experience taking incoming calls, which throws them off their daily plan. Have them take these calls 

between the hours of 4:00 ς 5:00 pm.  Inform everyone they interview that they set this time aside to 

answer their questions, obtain updates on interview activity.  
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RATIOS YOU NEED TO MONITOR:  

ǅ RECRUITING CALL to HIT  

o How many recruiting calls do you make before you surface a candidate 
that you either screen in person or profile?  

ǅ HITS to number of screening interviews 

o How many individuals do you have to screen before you have a viable candidate you 
can present to a client? 

o  
ǅ Interviews  to Job Offers/ Placements 

o How many individuals do you have to have your clients interview before they make a 
job offer? 
 

ǅ How many offers to the number of placements 
o How many offers do you have to have to fill ?an order? 

If you do not have your personal ratios, the following will give you some average ratios. Use them 
until you know your individual ratios.  

ACTIVITY 
MINIMUM 

STANDARDS 
AVERAGE RATIOS ABOVE AVERAGE 

 

Recruiting Call to Hit Ratio  
(Varies greatly depending on the level of experience )  

 

Hits Ratio-to screening interviews 
1 of 5 1 of 3 1 of 2 

 

Screening Interviews Ratio to actual 

interviews scheduled 

1 of 5  1 of 4  1 of 3  

 

 Interview Ratio to placements 
(Varied greatly depending on specialty) 

 1 0f 8 1 of 5 1 of 3 
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This is a sales profession and there are certain numbers you must hit in any sales position in order to 
be successful. We are telemarketing sales people who also have the wonderful task of changing 
ǇŜƻǇƭŜΩǎ ƭƛǾŜǎ ŦƻǊ ǘƘŜ ōŜǘǘŜǊΦ ¢ƘŜ ōŜǘǘŜǊ ȅƻǳ ǳƴŘŜǊǎǘŀƴŘ and work the numbers, the easier it will be to 
succeed.  
 
Lǘ ƛǎ ƛƳǇƻǊǘŀƴǘ ǘƘŀǘ ȅƻǳ ǳƴŘŜǊǎǘŀƴŘ ǘƘŜ ǊŜƭŜǾŀƴŎŜ ƻŦ ƪƴƻǿƛƴƎ ȅƻǳǊ ǊŜŎǊǳƛǘƛƴƎ ǎǘŀŦŦΩǎ Ǌŀǘƛƻǎ ŀƴŘ 
understanding the level of activity you personally need to achieve.  Working hard in the recruiting 
ǇǊƻŦŜǎǎƛƻƴ ŘƻŜǎƴΩǘ ŜƴǎǳǊŜ ǎǳŎŎŜǎǎΦ ¢ƘŜ ŀōƛƭƛǘȅ ǘƻ ǇǊƻŘǳŎŜ ǊŜǎǳƭǘǎ ƛǎ ǘƘŜ ƪŜȅ ǘƻ ǎǳŎŎŜǎǎΗ 
 
Below is an example to CLARIFY how to calculate your personal ratios and your staffs ratios and 
performance goals. This is based on the fact that currently you are working ONE SIDE of the hiring 
process: The Recruiting Side. 

EXAMPLE:  

GOAL FOR THE MONTH: TO FILL AS MANY JOB ORDERS AS POSSIBLE  

SAMPLE RECRUITER RATIOS  

Number of prescreen interviews  1 out of 10  
Number of interviews scheduled  1 out of 2  
Number of PLACEMENTS   1 out of 3 
  
The activity level you need to accomplish is based on the sample ratios given above.  

PERFORMANCE GOAL:  
 
INTERVIEWS TO PLACEMENT RATIO  
If you want your company to make two placements a week you have to have the following: 
 Ratio example:    1 out of 3  
 
this equates to 6 candidates interviewed per job order, or a total of 12 candidates interviewed by your 
clients. 
 
If there are two recruiters in the office each recruiter will have to have enough activity each day to 

insure hitting the 12 interviews to get the number of offers to get the two placements. 

We know that the average screening interview will take 30 to 45minutes and so the picture will look 

like this: 

12 x 45=540 minutes 540 minutes equates to 9 hours.  This is means that each recruiter will have more 

than enough time to do all of the other things that they need to do (if they plan for it). 
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aƻǎǘ ǊŜŎǊǳƛǘŜǊǎ ŘƻƴΩǘ ǿŀƴǘ ǘƻ ŘŜŀƭ ǿƛǘƘ ŘŜǘŀƛƭǎ ƻǊ ƴǳƳōŜǊǎΣ ōǳt once you understand the ratios 

system, and they know it will let them ACCURATELY PREDICT THEIR PERFORMANCE and achieve their 

GOALS!  

 

ACCURATELY PREDICT THE PERFORMANCE OF YOUR TEAM BY 

HAVING THEM PUT FOCUS IN THE FOLLOWING CRITICAL AREAS:  

 SCREENING INTERVIEWS TOTAL 
 NUMBER OF INTERVIEWS SCHEDULED:  5ŀƛƭȅ ƳƻƴƛǘƻǊ ȅƻǳǊ ά/!b5L5!¢9 C[h²Φέ  
 NUMBER OF CANDIDATE THAT JOB OFFERS WHERE MADE TO:  Will lead to the number of 

placements that should be completed weekly. 
 PRE-CLOSE YOUR CANDIDATE OFTEN:  Throughout the entire process you have to test your 
ŎŀƴŘƛŘŀǘŜΩǎ ƭŜǾŜƭ ƻŦ ƛƴǘŜǊŜǎǘ. 

 HAVE MULTIPLE CANDIDATES IN PROCESS:  If you have 3 candidates for each open job 
order, you have a greater chance of success. You want to COVER the open orders with more 
than one candidate. If you want to increase your chances of success, keep this saying in 
ƳƛƴŘ άTHREE CANDIDATES FOR EVERY JOB ORDER AND THREE JOB ORDERS FOR EVERY 
CANDIDATE . If one of your candidates is eliminated during the interviewing process, you 
need to replace that person with your back up. Your ultimate goal is to have 3 of YOUR 
candidates in the final interviewing process. 

 INTERVIEWING PROCESS REALISTIC?  Look to see if your clients interviewing process is 
realistic. Find out how long they need to make a decision   you can accomplish this when the 
order is being written; ask how urgent is this opening and how much time do they have to 
fill it?  

If you teach your recruiters how to track their personal statistics in order to calculate their personal 

ratios ς they will know exactly what results they need to accomplish on a daily basis to hit their goals. 

As their owner/manager, this takes the mystery out of your job.  You will know exactly what numbers 

have to be achieved on a daily, weekly and monthly basis. 

You can then teach this process to your team members so they can predict their income and make 

their dreams reality while they help you attain your dreams!  
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Chapter Seven: Performance Reviews That Work 

 

This chapter is going to focus on your ability as an owner/manager to conduct Effective Performance 

Reviews.   We are going to  turn the dreaded performance review into a very positive experience that 

will benefit your employees, your company and last but certainly not least ς YOU! 

You will learn to view the performance review as crucial to the success of your company.  Doing 

effective performance reviews helps you ensure that your company is getting what you paid for in 

skills, talent and training.   Your recruiter will get insight and confirmation about how their work is 

perceived by you. The most important part here is to maximize the opportunity and encourage open 

communication with your team.  You need to remain fair and concise, discuss what was well done, 

what must be improved and outline clear, attainable and measurable goals for the future. 

The performance review process requires work, timing and planning.  Regularly scheduled 

performance reviews are the right thing to do.  This chapter includes the following: 

 Setting the Tone 

 Conducting the Review 

 Expectations 

 Timing and Frequency 

 Results 

 Legal Issues 
 

SUGGESTIONS FOR THIS CHAPTER: 

1. Read the entire chapter 
2. Evaluate the way you are currently conducting performance reviews 
3. Select which technique from this lesson to implement first 
4. Review the results 
5. Implement additional ideas  

 

 

 



 

46 

 

BENEFITS: 

 1. Improved communication 
 2. Improved understanding of expectations  
 3. Improved retention  
 4. Increased sales and profits 
 
SETTING THE TONE FOR PERFORMANCE REVIEWS 

As the manager, it is your job to set the expectations for your performance reviews.  If you make them 

a necessary evil, your employees will view your performance evaluations as a negative meeting with 

you.  On the other hand, if you are very positive when discussing performance reviews then your 

employees will actually look forward to them. 

It all begins with you and the approach you take with your team.  Performance reviews must be 

considered dynamic.  The performance review document will change from review to review. 

History is a good indicator of the future!  Performance reviews tell you the history and help you 

ŘŜǘŜǊƳƛƴŜ ǿƘŀǘ ǿƛƭƭ ƘŀǇǇŜƴ ƛƴ ǘƘŜ ŦǳǘǳǊŜΣ ǳƴƭŜǎǎ ŎƘŀƴƎŜǎ ŀǊŜ ƛƳǇƭŜƳŜƴǘŜŘΦ  LŦ ȅƻǳ ŘƻƴΩǘ ƭƛƪŜ ǘƘŜ 

prediction, then you must change it through an action plan.  An action plan should always be part of 

your review process. 

Continuous feedback is also critical to improving individual and team performance.  The most 

important job of any manager is helping their sales team to continuously improve their performance.  

Most recruiters welcome clear and goal-oriented feedback with a positive attitude.  It is when your 

recruiters are directionless, that they perform below standards and the results are slumps or declining 

production. 

Your role during performance reviews is to be genuinely interested in the development of each 

member of your team.  This can be compared to the role of a sports coach of a team.  During the 

performance review you also have the opportunity to change the role of this particular employee, 

ŘŜǇŜƴŘƛƴƎ ƻƴ ȅƻǳǊ ŜƳǇƭƻȅŜŜΩǎ ŎƻǊŜ ǎǘǊŜƴƎǘƘǎΦ  ¢ƘŜ Ƴƻst important decision you make as an 

owner/manager is the WHO you have on your team.  Your second most important decision is WHAT 

ROLE they have on your team.  Often an individual can turn failure into success, when they are given a 

different opportunity on your Team. 

HOW TO CONDUCT A PERFORMANCE REVIEW 

CREATIVE PERFORMANCE REVIEW PROCESS 

Provide each of your employees with a BLANK review form one week prior to their scheduled 

performance review.  Ask them to have the information filled in prior to their review.  Each employee 

should fill out their own performance review form and their manager fills out the exact same form.  
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On the day of their review, the employee makes a photo copy of their review form and provides their 

manager with the copy during the review process.  Their manager does the same. 

The review form must be straightforward and ask specific questions.  The last page of the review form 

should be 100% numbers and ratios.  Ask for new ideas, training they want to receive, talents they felt 

they are not using and much more.   

Another benefit of this type of review is uncovering talents they do not feel they were utilizing.  It is 

easy to find a way to use additional talents to the benefit of your employee as well as your company. 

Performance reviews can be highly emotional, so it is best to approach a performance review with a 

specific agenda in mind.  Plan in advance what you are going to say during each part of the review.  Be 

sure you can deliver the message you intend, regardless of the employeeΩǎ ǊŜǎǇƻƴǎŜǎΦ 

 GREETING ~ Start the review with a warm greeting and some small talk to create a more 
comfortable environment for the review. 
 

 SUMMARY ~ Be sure your team member understands how their overall performance has been 
during the timeframe since their last review.  Summarize their overall performance first, and 
ǘƘŜƴ ǘŀƭƪ ŀōƻǳǘ ǿƘŀǘ ƛǘ ƳŜŀƴǎΦ  LŦ ȅƻǳ ŘƻƴΩǘ ǎǘŀǊǘ ƻǳǘ ǿƛǘƘ ǘƘŜ ƻǾŜǊŀƭƭ ǇŜǊŦƻǊƳŀƴŎŜΣ ȅƻǳǊ 
employee will spend the rest of their review trying to figure out what their overall 
performance is, based on your comments.  Your employee may want to discuss your feedback 
immediately, but you should try to first discuss thoroughly their strengths and weaknesses. 
 
While review forms provide a good foundation for your review, you must also be open to have 

ŀ ŎƻƴǾŜǊǎŀǘƛƻƴΦ  LŦ ȅƻǳ ŘƻƴΩǘ ŜƴŎƻǳǊŀƎŜ ǇŀǊǘƛŎƛǇŀǘƛƻƴ ǘƘŜƴ ȅƻǳǊ ǊŜǾƛŜǿ Ŏŀƴ ŎƻƳŜ ŀŎǊƻǎǎ ŀǎ ŀ 

one-way talk.  Often, issues surface that are worth addressing that are not covered on your 

review form.  Keep your employee engaged in your conversation by allowing them to respond 

to your comments.  They may have useful insights that address concerns you have or make 

you aware of contributions and accomplishments not noted in your assessment. 

 {¢w9bD¢I{ Ϥ ¦ƴƭŜǎǎ ȅƻǳǊ ǊŜŎǊǳƛǘŜǊΩǎ ǇŜǊŦƻǊƳŀƴŎŜ ƛǎ ǘƻǘŀƭƭȅ ǳƴǎŀǘƛǎŦŀŎǘƻry, compliment them 
on both minor and major strengths as they relate to their success and production.   Use 
specific examples to support what strengths you plan to discuss with them.  Avoid any 
negative comments until you have finished discussing their strengths. 
 

 WEAKNESSES ~ One of the most challenging aspects of a performance review is telling your 
ǊŜŎǊǳƛǘŜǊǎ ǘƘŜƛǊ ǿƻǊƪ ƛǎƴΩǘ ƳŜŜǘƛƴƎ ȅƻǳǊ ǎǘŀƴŘŀǊŘǎΦ  aŀƴȅ ƳŀƴŀƎŜǊǎ ŘǊŜŀŘ ǇǊƻǾƛŘƛƴƎ ŎǊƛǘƛŎƛǎƳ 
so much that they gloss over negative feedback in a way that makes their comments 
confusing.  You need to discuss all areas of concern.  You should cite a specific example of 
their behavior and then suggest solutions to the problem area.  Ask your employee if they 
understand your concerns and ask if they are willing to work on those areas. 
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 FEEDBACK ~ You should not give your employee the opportunity to air their thoughts.  Listen 
attentively and politely until they are finished. Let your employee know that you have heard 
what they said and you should respond appropriately.  However, once you have addressed 
any concerns, try to get them back to a positive topic of discussion. 

 CLOSING ~ Collaborate with your employees on possible solutions to their challenges.  Your 
employees should leave their performance review session with a solid game plan for 
improving future job performance.  That same day provide them with an action plan, so they 
know exactly what action needs to be taken.  Whenever possible, you want to end every 
performance review on a positive note!  When reviewing top producers, let them know you 
appreciate their efforts and success! They are well aware of their impact on your bottom line 
and need to feel appreciated.  If you do not take care of your Big Billers, your competition will!   
 

TIPS ON HOW TO RETAIN YO¦w ¢ht twh5¦/9w{ΧIf you are concerned about retaining your BIG 

.L[[9w{Σ ŘƻƴΩǘ ǇǊƻƳƻǘŜ ǘƘŜƳ ǘƻ ƳŀƴŀƎŜƳŜƴǘ ǎƻ ǘƘŜȅ Ŏŀƴ ŜŀǊƴ ŀƴ ƻǾŜǊǊƛŘŜΦ  aƻǎǘ ǘƻǇ ǇǊƻŘǳŎŜǊǎ ŀǊŜ 

too selfish to mentor and guide others.  It can end up costing them money.  Instead, build a TEAM 

around this person and let them be the RAINMAKER.  Provide them with individuals who recruit 

candidates on their job orders, provide a researcher and let them focus most of their time on 

developing strong client relationships and client development.  It will be difficult for them to re-create 

an entire team somewhere else! 

EXPECTATIONS FOR PERFORMANCE REVIEWSΧΦΦYou need to set specific timing for performance 

reviews so your employees are not caught off-guard. 

The only time you conduct a review on short notice, is when you are 

planning to place one of your employees on probation.  This type of review 

is designed to create a paper trail before you terminate someone.  Often 

you have already made the decision to let an employee go and now you 

need to make the employee aware of your future intentions. 

HOW OFTEN DO YOU CONDUCT REVIEWS?    There are many different issues 

to take into account when you are committing to how many performance 

reviews should be conducted in a year. Most companies conduct an annual 

review, at the very least.  Other companies believe six month reviews are 

more effective, to ensure all employees receive feedback on their performance.   

In our profession, it is critical to conduct an informal performance review weekly when you hire a new 

recruiter.  It is important that they develop effective work habits very early in their career.  My 

suggestion would be to conduct a weekly review for the first 4 months of their career, monthly for the 

next 2 months and then quarterly for the last 2 quarters of their first year.  You can then roll them into 

the performance review schedule you have developed for all employees. 

The importance here is consistency.  You need to schedule these in advance, not cancel or delay the 

process and always hold all interruptions during the performance review process. 
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WHY FREQUENT REVIEWS ARE MOST EFFECTIVE 
 
Continuous feedback and communication with all team members is very important so that at any 
given point in time, everyone knows where they stand.  It does not take much time once you get into 
the habit and it provides a very healthy work atmosphere.  No one is left wondering whether they are 
performing up to your set expectations.  This also provides an ongoing opportunity for a struggling 
employee to either improve or understand why they are not a good fit for our profession. 
 
The preference for frequent reviews stimulates ongoing performance discussions with specific items, 

dates, numbers, ratios and goals.  If your purpose as a manager is to grow your team, most employees 

need more than annual feedback.  They may require more frequent reviews with the objective of 

improvement, encouragement and feedback. 

You should see your role during performance reviews as motivating and inspiring to your employees 

so you achieve common objectives.  Ideally, we could refer to the results of performance reviews as 

ȅƻǳǊ ŜƳǇƭƻȅŜŜΩǎ ǇŜǊǎƻƴŀƭ ŘŜǾŜƭƻǇƳŜƴǘ ǇƭŀƴΦ 

GOALS OF PERFORMANCE REVIEWS 
                                                                                                                                                                                           
Performance reviews should be linked to the vision and mission statement 
ƻŦ ȅƻǳǊ ŎƻƳǇŀƴȅ ŀƴŘ ŜƳōŜŘŘŜŘ ƛƴ ƛǘǎ ŎƻǊǇƻǊŀǘŜ ŎǳƭǘǳǊŜΦ  Lǘ ǎƘƻǳƭŘƴΩǘ ōŜ 
solely based on analyzing ȅƻǳǊ ŜƳǇƭƻȅŜŜǎΩ ǇŜǊŦƻǊƳŀƴŎŜ ǎƛƴŎŜ ǘƘŜƛǊ ƭŀǎǘ 
review.  It should also be focused on the qualitative aspect of performance 
by analyzing which actions contributed the most to help your company 
achieve its main goals. Try to keep reviews from having a negative 
connotation.  If your employee is doing well, the review can serve as a well 
done meeting.  It could become a time to celebrate accomplishments and discuss the next area of 
their career development.  
LEGAL ISSUES OF A PERFORMANCE REVIEW  

ǅ Managers often avoid conflict with a problem employee and do not give a realistic picture to 
that person.  Later if your company fires this employee, it is much easier for that employee to 
claim discrimination and then offer his or her performance review as evidence of adequacy to 
carry out the job requirements. 
 

ǅ The law requires that performance reviews be:  
a. Job-related and valid 
b. Based on a thorough analysis of the job 
c. Standard for all employees 
d. Not biased against any race, color, sex, religion or nationality 
e. Performed by people who have adequate knowledge of the person or job 

Be sure to build in the process, a route for recourse if an employee feels he or she has been 

dealt with unfairly in a review process. 
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ǅ Make sure that you understand all of the aspects and are trained before conducting reviews. 
ǅ Make sure you give each recruiter a realistic review. 
ǅ All reviews should be in writing. 
ǅ Make sure both parties (You & Employee) sign the review form. 
ǅ Provide a signed copy of your review to your employee. 
ǅ Develop consistent review criteria and be absolutely sure that you adhere to the performance 

criteria 
ǅ Reviews should contain specific examples of negative and positive performance, never just 

generalizations. 
ǅ Establish grievance procedures. 
ǅ If possible, determine each employees overall performance or at least have them provide 

input during the actual review. 
ǅ Provide your Team with continual feedback on a regular basis throughout the year.  This helps 

prevent unwanted surprises. 
ǅ YOU should initially attempt to work with recruiters who are not achieving their set goals. 
ǅ From a legal viewpoint, be certain the performance review process is published and 

acknowledged by each employee. 
ǅ Be certain the review form is legally relevant in both performance and behavior and requires 

signatures of both you and the employee. 
 
ADDITIONAL TIPS FOR AN EFFECTIVE   PERFORMANCE REVIEW 
 

1. Schedule the performance review at least two weeks in advance. 
2. Document your input ς reference the job description and performance goals.  
3. Record major requirements, exhibited strengths and weaknesses according to the dimensions 

on your review form. Suggest actions and training to improve their performance 
4. Use specific examples, not hearsay.  The best way to follow this tip is to only consider what 

you saw with your own eyes. 
5. Always address behaviors not characteristics of personalities! 
6. !ǾƻƛŘ Ŧƛƴŀƭ ǘŜǊƳǎ ǎǳŎƘ ŀǎ άŀƭǿŀȅǎέ ŀƴŘ άƴŜǾŜǊΦέ 
7. Identify and agree on clear, concise and attainable production goals. 
8. Never rush a performance review. 
9. Make the meeting conversational in tone not academic or confrontational.  Invite questions, 

comments, ideas and thoughts. 
10. ¢Ǌȅ ǘƻ ŀǊǊŀƴƎŜ ǘƘŜ ǇŜǊŦƻǊƳŀƴŎŜ ǊŜǾƛŜǿ ŀǘ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ōŜǎǘ ǘƛƳŜ ōȅ ŀǎƪƛƴƎ ǘƘŜƳ ǿƘŜƴ ƛǘ ƛǎ 

good for them to meet. 
11. If you sense a confrontational event, it might be prudent to invite a second person into your 

performance review. 
12. !.h±9 ![[ 9[{9Χ .Ŝ ƘƻƴŜǎǘ ǿƛǘƘ ȅƻǳǊ ŜƳǇƭƻȅŜŜΗ  bƻ ƎŀƳŜǎΣ Ƨǳǎǘ ǎǘǊŀƛƎƘǘΣ ŦǊƛŜƴŘƭȅ ŘƛǎŎǳǎǎƛƻƴ 

about their performance, behavior and plans for future accomplishments/improvements.  You 
should end with an honest offer to help them reach goals that were set! 

13. Reach an agreement as to when the next review will occur.   
 

If you follow the techniques and tips contained in this chapter Performance Reviews will be enjoyable 

experiences that have positive impact on your employees, your company and of course YOU! 
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Chapter Eight: Get new hires in the black FAST 

 

This chapter's training is going to focus on how to Jump Start New Hires.  How do you elevate 

ǎƻƳŜƻƴŜ ǘƻ ǘƻǇ ǇǊƻŘǳŎǘƛƻƴΚ ¸ƻǳ ŎŀƴΩǘ ƳŀƪŜ ǎƻƳŜƻƴŜ ŀ ǘƻǇ ǇǊƻducer ς you hire them.  You develop a 

ǇǊƻŎŜǎǎ ǘƘŀǘ ƛŘŜƴǘƛŦƛŜǎ ŀƴŘ ŀǘǘǊŀŎǘǎ ƘƛƎƘ ŀŎƘƛŜǾŜǊǎΦ  ¸ƻǳ ŎŀƴΩǘ ƳŀƪŜ ŀ άŘǳŎƪέ ƛƴǘƻ ŀƴ άŜŀƎƭŜΗέ 

Once you hire a high achiever, you must provide them with structured training and an entrepreneurial 

environment that will enable them to excel.  They bring their natural talents and sales abilities to the 

table.  You now have to teach them our profession. 

The sooner your new hire experiences success, the more likely they will stay with you and achieve 

their goals!  It is critical to your success to learn how to effectively jump start these new hires.   These 

are the individuals who will generate profits for your company. 

SUGGESTIONS FOR THIS CHAPTER: 

1. Read this chapter training and then review how quickly your new recruiters become 
productive. 

2. Decide if it is possible for you to change your structure to have new hires work only 
the recruiting side of the business.  (Unless they have prior experience) 

3. Write down the 14 skills sets your new hires will learn in order to become proficient at 
identifying top talent. 

4. tŀȅ ǎǇŜŎƛŀƭ ŀǘǘŜƴǘƛƻƴ ǘƻ ǘƘŜ ǘǿƻ ōƻƴǳǎ ǘƛǇǎ ƭƛǎǘŜŘ ŀǘ ǘƘŜ ŜƴŘ ƻŦ ǘƘƛǎ ǿŜŜƪΩǎ ǘǊŀƛƴƛƴƎΦ 
 

BENEFITS: 

1. New hires will experience success quicker. This will improve retention. 
2. You will realize a quicker ROI (return on investment) on your new hire investment. 
3. They will learn and master the 14 skill sets on the recruiting side of our profession. 
4. When they provide candidates for your senior recruiters, they will then view the new 

hires as an asset vs. a liability. 
5. If they want to also work the client side of the business, they will have to EARN the 

opportunity based on their performance and success in recruiting candidates. 
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HOW TO JUMP START YOUR NEW HIRES 

You have decided to either upgrade your existing sales team, or you are growing your existing 

ōǳǎƛƴŜǎǎΦ  ¢ƘŜǊŜŦƻǊŜΣ ȅƻǳ ƘƛǊŜ ŀ ƴŜǿ ŜƳǇƭƻȅŜŜΦ  LǘΩǎ ƛƴǘŜǊŜǎǘƛƴƎ ǘƘŀǘ ǿŜ ŀǊŜ ǊŜŎǊǳƛǘƛƴƎ ŜȄǇŜǊǘǎ ŦƻǊ ƻǳǊ 

ŎƭƛŜƴǘǎ ŀƴŘ ȅŜǘ ƻŦǘŜƴ ǿŜ ŘƻƴΩǘ ƘŀǾŜ ŀ ǎǘǊǳŎǘǳǊŜŘ ƘƛǊƛƴƎ ǇǊƻŎŜǎǎΣ ǘǊŀƛƴƛƴƎ ǇǊƻƎǊŀƳ ƻǊ ŜǎǘŀōƭƛǎƘŜŘ 

process to jump start our new hires.  The quicker your new hire experiences success, the greater 

chance you have of developing them into one of your top producers.  They will become a profit center 

for your business.   

Recruiting is a sales profession and therefore guarantees a high level of rejection.   There are many 

skills your new hire must master in order to attain personal and professional satisfaction. You must 

either make a personal commitment to guide your recruiter through their first few sales or delegate 

someone else to mentor this person.   

The fastest way to help your new hire achieve success is to teach them only one half of the placement 

process (i.e. the recruiting side).  Many recruiting firms have a Recruiting Specialist position which 

describes a recruiter who only works the recruiting side of the business.  Often individuals are 

naturally better with either the candidate or the client.  On the other hand, some individuals do 

become proficient working both sides of the Placement Process. 

How you structure your team is entirely up to you.  If you plan to have your recruiters work both sides 

of the placement process, it is a good idea to have them start on the recruiting side only.   

FORMAT: 

 Days   1 ς 20  Recruiting 

 Days 21 ς 40  Recruiting/Getting prepared for marketing 

 Days 41 ς 60  Marketing 

 Days 61 ς 80   Getting to the next level of production 

The reasoning behind this format is simple.  When you start someone in our profession on the 

recruiting side of the business, they experience quicker success than if they work both sides.  It is 

important to train everyone on both sides of the placement process, even if they will only work one ς 

either the candidate or client side.  This way they will understand the challenges faced on both sides.  

They will also generate more referrals for your business and will end up gravitating to where they 

experience the most success ς which is great for your bottom line! 

LŦ ȅƻǳ ŘƻƴΩǘ ǘŜŀŎƘ ǘƘŜƳ ōƻǘƘ ǎƛŘŜǎΣ ǘƘŜȅ ǿƛƭƭ ōŜŎƻƳŜ ƴŀǊǊƻǿ ƛƴ ǘƘŜƛǊ ŦƻŎǳǎ ŀƴŘ Ƴŀȅ ƴƻǘ ǊŜŀƭƛȊŜ ǿƘŜƴ 

they have surfaced a candidate or job order lead for your office.  It is also a good idea to bonus them 

for leads that end up generating revenue.  Never forget that people do things for THEIR own reasons, 

not yours! 
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When you start a new hire on the recruiting side of the business it also gives you leverage.  You can 

set performance standards that earn them right to work the marketing side of the placement process. 

When they work the recruiting side of the business, you help them identify the hottest job orders in 

the office.  They are then told that their mission is to surface top talent to fill those positions.  This 

process is even more effective when you have more than one order in house that has identified 

similar minimum skills.  Therefore, your new recruiter can multi-use the candidates they surface. 

The following is a list of nine reasons why this is the fastest way for your new recruiter to make 

placements and experience success: 

REASON ONE: The experienced recruiter in your office who wrote the order has established rapport 

and a relationship with their client.  (When a new recruiter writes their first order, they want to work 

their order whether it is hot or not.  There is no rapport or relationship) 

REASON TWO: Interviewing times are set, so interviews are guaranteed!  

(Established clients understand the importance in giving interviewing times 

when they contact your firm with a new position.  They have seen the results 

you can provide.) 

REASON THREE: A Target date to fill a job order is established with the client.  

(Many new recruiters will put ASAP, Immediate or Yesterday.  They do not 

understand that obtaining an exact target date to fill helps determine the hottest order in your office.  

When clients have experienced results in the past, that helped them achieve hiring top talent by their 

ǘŀǊƎŜǘ ŘŀǘŜΣ ǘƘŜȅ ŘƻƴΩǘ ƘŜǎƛǘŀǘŜ ƎƛǾƛƴƎ ȅƻǳǊ ŜȄǇŜǊƛŜƴŎŜŘ ǊŜŎǊǳƛǘŜǊ ǘƘŜƛǊ ǘŀǊƎŜǘ ŘŀǘŜǎΦύ 

REASON FOUR: Your senior recruiter has emailed a copy of the job order to everyone involved in the 

hiring process to have them sign off on the skills identified.  If they are dealing with an HR 

Professional, they know to ask this person to email a copy to everyone involved in the process, if they 

do not want this done directly by your recruiter.  (The objections to doing this can be difficult for a 

recruiter to overcome because they are not well versed in the BENEFITS for the client.) 

REASON FIVE: The interviewing process has been tested through prior recruits and placements.  Your 

senior recruiter knows what to expect from each client and has a great idea of the exact timeframe for 

hiring.  (With no prior experience with a client, your new recruiter could experience delays in the 

process, lose candidates - time kills deals - and become frustrated in the process.  Again, your goal is 

to have them experience success early in their career.) 

REASON SIX: This hot job order is within the specialty area of your firm and similar positions will be 

written in the future.  When a candidate is recruited, they could be sent on interviews for more than 

one position or will qualify for future job orders written.   This is a very effective way to start building 

a candidate base.  (When a new recruiter writes a new direct, or contract job order they want to work 
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their job order regardless of the job title.  Their excitement will take them in a direction where again, 

they may not experience success.) 

REASON SEVEN: The senior recruiters in your office start to respect the efforts of your new hire 

because they are helping them fill positions with qualified candidates.  As a result, the senior 

recruiters begin to mentor this person as opposed to viewing them as a liability due to their lack of 

experience.  People do things for THEIR own reasons, not YOURS!  If they think this new hire can help 

them make more money, they will do all they can to help this person succeed.  (This helps integrate 

your senior and junior Recruiters which is always a challenge.) 

REASON EIGHT: As your new hire submits candidates to a senior recruiter, the trainee will learn the 

art of matching from their interaction with this senior recruiter.  This is extremely valuable training, 

since matching is one of the most difficult skills to master in our profession.  Senior Recruiters also 

have no problem telling a new hire when they have made a wrong match, which again helps the 

learning process.  (New hires have not mastered matching, and without the input of an experienced 

co-worker or manager, they could submit candidates that are not matches, therefore jeopardizing the 

ability to provide results for this new client) 

REASON NINE: The recruiter handling the client side of the process has experience and 

knows how to close the placement.  In the process of working with a new hire, they will 

help teach them how to close throughout the entire process.  (Most new hires think a 

ŎƭƻǎŜ ƛǎ ǎƻƳŜǘƘƛƴƎ ǘƘŀǘ ƘŀǇǇŜƴǎ ŀǘ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ ǇǊƻŎŜǎǎ ŀƴŘ ŘƻƴΩǘ ǊŜŀƭƛȊŜ Ƙƻǿ Ƴŀƴȅ 

times they must pre-close throughout the entire placement process) 

Think for a moment of the skills which must be mastered to only work ONE SIDE of the 

placement process.  This does not even include learning the in-office systems, processes, 

reports and forms. 

In order to become a successful recruiting specialist you must become proficient in the fifteen 

following areas: 

 Research of target companies /hospitals, nursing schools to surface top talent 

 Development of an effective recruiting plan 

 Ability to effectively overcome candidate objections 

 Recruiting calls that produce HITS ς (interested candidates) 

 LƴǘŜǊǾƛŜǿƛƴƎ ǘƻ ǳƴŎƻǾŜǊ ŎŀƴŘƛŘŀǘŜΩǎ ǊŜŀƭ ǊŜŀǎƻƴǎ ŦƻǊ ŎƘŀƴƎing jobs 

 Ability to close to the NO on money with the candidate 

 Development of candidate rapport to ensure trust in your abilities 

 Conducting effective business and personal reference checks 

 Knowledge of employment laws and regulations 

 Knowledge of the opportunities and clients your firm represents 

 Ability to sell opportunities to candidates you represent 

 Ability to sell candidates to your co-workers so they present your candidates to their clients 
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 Ability to prep your candidates to give them a competitive edge 

 Ability to conduct a thorough de-brief 

 Ability to negotiate and close your candidate to accept an offer 
 

These areas allow new hires to focus on building a candidate base while they are fine tuning their 

other skills as they interact with your senior recruiters.   

If you plan for this recruiter to work both sides of the placement process, tell them that every day 

they must identify companies who utilize staffing or recruiting firms for their hiring needs.  This can be 

accomplished very easily by adding ƻƴŜ ǎŜƴǘŜƴŎŜ ǘƻ ǘƘŜƛǊ ǊŜŎǊǳƛǘƛƴƎ ǇǊŜǎŜƴǘŀǘƛƻƴΣ άIƻǿ ŘƛŘ ȅƻǳ ƎŜǘ 

ȅƻǳǊ ŎǳǊǊŜƴǘ Ƨƻō ǿƛǘƘ ȅƻǳǊ ŎƻƳǇŀƴȅΚέ  ¢ƘŜȅ ǿƛƭƭ ƛŘŜƴǘƛŦȅ ŀǘ ƭŜŀǎǘ ǘǿƻ ƛƴŘƛǾƛŘǳŀƭǎ ŜŀŎƘ Řŀȅ ƛŦ ǘƘŜȅ ŀǊŜ 

ŀŎǘƛǾŜƭȅ ǊŜŎǊǳƛǘƛƴƎΣ ǿƘƻ ǿƛƭƭ ǎŀȅΣ άL ƭŜŀǊƴŜŘ ŀōƻǳǘ ǘƘƛǎ ƻǇǇƻǊǘǳƴƛǘȅ ǘƘǊƻǳƎƘ ŀ ǎŜŀǊŎƘ ŦƛǊƳΦέ  LƴǎǘǊǳŎǘ 

your new hire to put this information into a lead book. This will give them a tremendous head start 

when they earn the ability to work the marketing side of the placement process. 

The decision to expand their duties to both sides is totally up to you as their manager or owner.  If you 

follow the plan to start them on the recruiting side first, their ability to work the marketing side is 

totally dependent on their success in mastering the recruiting side first, as evidenced by their 

production.  Each skill must be taught, monitored, refined and improved upon until a satisfactory level 

of competence is reached.  It is a good idea for the individual evaluating the skills of this new hire to 

get feedback from co-workers who have been interacting with this person.  They can provide valuable 

insight on skill levels attained. 

If it is determined that your recruiter needs to refine their recruiting abilities, you may decide to 

extend the time necessary to learn these skills.  There are two main functions in our profession ς 

recruiting and marketing.  The more proficient a person becomes, the more success they will enjoy 

long term.   

BONUS TIP ONE 

Make sure your recruiter understands their mission is to FOCUS ON SCHEDULING INTERVIEWS (getting 

their candidates in front of decision makers).  Their goal should be to have at least TWO of their 

candidates going into the final interviewing process. 

BONUS TIP TWO 

When planning out a recruiting effort, never recruit for less than 90 minutes on a hot job order.  Some 

job orders take much longer.  Too often, new recruiters stop recruiting the minute they surface 

qualified candidates, versus recruiting for a designated period of time to surface additional top talent 

which may surface at the END of planned recruiting calls. 
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Chapter Nine: Turn your sales team into top performers 

 

This chapter is going to focus on your ability as an owner/ manager to bring out the best in your 

recruiters ς your sales team.  The ability to hire, train and motivate your sales team to surpass goals 

set is a top attribute of a great manager.   

Once you accepted the added responsibility of management, you are not only judged on what you 

produce, but on the level of production and success of your sales team.   

Once you learn how to effectively bring out the best in the people you supervise, they will 

consistently aspire to hit higher levels of performance.   When you capture their hearts, their minds 

follow.  When your employees realize you truly care about them, they will become extremely loyal 

and dedicated to you. 

This chapter will outline ten techniques for bringing out the best in your sales team. 

SUGGESTIONS FOR THIS WEEK: 

1. Read the entire lesson 
2. Review the strengths and weakness of your sales team 
3. Select which techniques to implement first 
4. Review the results 
5. Consider additional changes  

BENEFITS: 

1. Effective management skills will enhance productivity, retention and profits. 
2. When you bring out the best in your sales team, you will become more successful and 

it will reflect in your Income. 
3. It will become apparent to you, that you are helping your company attain the vision, 

mission and profit margin (which will impact your companyΩǎ ƎǊƻǿǘƘύΦ 
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BRING OUT THE BEST IN YOUR SALES TEAM 

The staffing and recruiting profession is especially difficult because we have people with minds of 

their own on both sides of our sale.  We are in a sales profession which also provides a high level of 

rejection, disappointment, stress and pressure to perform. 

It is difficult to identify, attract and hire the over-achievers who have the capabilities to become Big 

Billers.  Once you have hired this potential super star, you now have the challenge of training, 

ƳƻǘƛǾŀǘƛƴƎΣ ǊŜǘŀƛƴƛƴƎ ŀƴŘ ŜŦŦŜŎǘƛǾŜƭȅ ƳŀƴŀƎƛƴƎ ǘƘŜƳΦ   LŦ ȅƻǳ ŘƻƴΩǘ ōǊƛƴƎ ƻǳǘ ǘƘŜ ōŜǎǘ ƛƴ ȅƻǳǊ 

employees, their NEXT employer will! 

The following are ten techniques that will help you bring out the best in your sales team: 

1. SHARE SPECIFIC EXPECTATIONS 
It is important to outline specific expectations for the individuals you supervise.  Recruiting is a 

sales profession and sales is a NUMBERS game!  Make sure you keep statistics on every person 

you supervise so you will be able to provide them with their individual ratios after 120 days.  You 

can tell each employee the exact results they need to achieve each day to hit their production 

goals. 

Write out a list of expectations when you initially hire a new employee.  Write down what you 

expect of them, and what they can expect of you.  Managers often tell me their recruiters are not 

ƳŜŜǘƛƴƎ ǘƘŜƛǊ ŜȄǇŜŎǘŀǘƛƻƴǎΦ  ²ƘŜƴ L ŀǎƪ ǿƘŀǘ ǘƘƻǎŜ ŜȄǇŜŎǘŀǘƛƻƴǎ ŀǊŜΧ ƻŦǘŜƴ ǘƘŜȅ Ŏŀƴƴƻǘ ŀƴǎǿŜǊ 

Ƴȅ ǉǳŜǎǘƛƻƴΦ  Iƻǿ Ŏŀƴ ǎƻƳŜƻƴŜ ƳŜŜǘ ȅƻǳǊ ŜȄǇŜŎǘŀǘƛƻƴǎ ǿƘŜƴ ǘƘŜȅ ŘƻƴΩǘ ƪƴƻǿ ǿƘŀǘ ȅƻǳ ŜȄǇŜct? 

Write down minimum standards, average performance and above average performance in all 

critical areas.  These statistics that will help you guide them. 

When you know the individual ratios of all your employees, you will accurately predict production 

and they will predict their income! 

2. UTILIZE THE GREATEST STRENGTHS OF YOUR EMPLOYEES  
It is true that 20% of what your sales team does gives them 80% of their results.  It is 

important that you help each employee identify their strengths they possess, so they 

can focus more time on those areas. 

On a quarterly basis, meet with your employees and have them do the following: 

 List all of the result-oriented activities that give them the highest level of 
results.  These are the activities that they will continue to do. 

 List things they are doing that are a big WASTE of their time.  They need to STOP 
DOING those things. 

 Replace those ineffective activities with NEW techniques that will enhance their level 
of success. 
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Remember, if your employees keep doing things the SAME WAY, they are guaranteeing that they 

will get the SAME RESULTS!  If they want to continually improve their level of production, they 

must make CHANGES on a consistent basis.  This also helps your sales team stay current with 

trends in the economy and job market. 

3. ESTABLISH HIGH STANDARDS 
Have you set a Standard of Excellence for yourself and your employees?  As the manager, you set 

the tone and pace for your employees.  They will look to you as their coach, mentor and an 

example to follow.  If you want to raise the bar in your company and create a Company Culture of 

Excellence, you need to review where you currently are and what steps you need to take as a 

manager to achieve levels of excellence. 

The following are five Standards of Excellence practiced by successful managers.  These will help 

you focus and achieve the goals you have set for your company: 

 STANDARD ONE: Leadership 

 STANDARD TWO: Communication 

   STANDARD THREE: Quality 

   STANDARD FOUR: Collaboration 

   STANDARD FIVE: Tenure 

If you want to create a company culture of excellence, review these five areas and ask yourself how 

you can improve your training, systems, products and services within these five categories.  

CREATE AN ENVIRONMENT WHERE FAILURE IS NOT FATAL 
¸ƻǳ ŘƻƴΩǘ ƧǳŘƎŜ ŀ ǇŜǊǎƻƴΩǎ level of success by the number of their successes, but rather on the failures 
they overcome!  Successful people fail more, because they try more.  When you hire an over-achiever, 
they will want to try more, be more creative and will therefore make more mistakes. 
 
It is very effective to view a mistake or failure as a learning experience.   There are many skills and 
ǘŜŎƘƴƛǉǳŜǎ ǘƘŀǘ Ƴǳǎǘ ōŜ ƳŀǎǘŜǊŜŘ ƛƴ ƻǊŘŜǊ ǘƻ ōŜŎƻƳŜ ŀ .ƛƎ .ƛƭƭŜǊΦ  ¸ƻǳ ŘƻƴΩǘ ǿŀƴǘ ȅƻǳǊ ǎŀƭŜǎ ǘŜŀƳ ǘƻ 
become an extension of you!  You want them to be self-motivated, independent and intelligent 
enough to make decisions.   
 
It empowers your employees when they know failures are not fatal!  If a member of your sales team 
keeps repeating mistakes, you need to take action.  Initially, however, you need to answer all your 
ŜƳǇƭƻȅŜŜǎΩ ǉǳŜǎǘƛƻƴǎ ǿƛǘƘ ǘƘŜ ŜȄŀŎǘ ǎŀƳŜ ǊŜǎǇƻƴǎŜΣ ά²Ƙŀǘ ƛǎ ȅƻǳǊ ǎƻƭǳǘƛƻƴΚέ  ¸ƻǳ ǿŀƴǘ ȅƻǳǊ 
employees to think of solutions rather than dwell on problems. 
 
If your employees are empowered to make decisions and possibly mistakes, the end result will be 
increased profits for your company. 
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4. KNOW EACH OF YOUR EMPLOYEES NEEDS  
For the first time in history, we are now employing FOUR DIFFERENT GENERATIONS in one office!  

The needs of Generation Y are very different from the needs of Baby Boomers.   

In order to effectively manage your employees, you need to identify their needs and goals in the 

following areas: 

 Business 

 Personal 

 Educational 
 

²Ƙȅ Řƻ ŎŜǊǘŀƛƴ ŎƻƳǇŀƴƛŜǎ ƎŜǘ ƴŀƳŜŘ ŀǎ ǘƘŜ ά¢ƻǇ /ƻƳǇŀƴƛŜǎ ǘƻ ²ƻǊƪ CƻǊΚέ  ¢ƘŜǎŜ ŎƻƳǇŀƴƛŜǎ 

have established processes that provide them with feedback on the needs of their employees.  It 

is important to note that these companies also make great profits. 

You can obtain this information during your initial interview and during every performance 

review.  You can then show your employees how they can achieve their business, personal and 

educational goals by working in our profession. 

5. TEACH YOUR EMPLOYEES TO WATCH and EMULATE SUCCESSFUL PEOPLE 
The quickest way to escalate your wealth is to change the FIVE people you hang around with 

ƳƻǎǘΗέ 

This may sound insensitive and cold to think you have to change your friends in order to become 

successful. But this statement is very true because you are who you hang around with.   

 ά.ƛǊŘǎ ƻŦ ŀ CŜŀǘƘŜǊ CƭƻŎƪ ¢ƻƎŜǘƘŜǊΦέ   ¢Ƙƛǎ ǎǘŀǘement is really quite true.  Successful people attend 

the same functions, live in the same neighborhoods, belong to the same clubs, drive the same cars 

and spend time with people who are also successful. 

Teach yourself and your employees to watch and emulate successful people in your 

office and our system and in our profession.  Big Billers love to talk about how they 

became successful!  Listen and LEARN! 

6. RECOGNIZE AND APPLAUD ACHIEVEMENT  
The recruiting profession is a sales profession and there is tremendous emphasis 

placed on personal production.  Too often the only achievements we reward are 

placements.  Our top producers become our Super Stars, winning most of the contests, bonuses 

and incentives we offer. 

It is extremely important that you also recognize and applaud outstanding efforts and small WINS.  

It could be something as simple as a great marketing or recruiting presentation, someone 

scheduling multiple interviews in a single day or helping another member of your sales team. 



 

60 

 

Fill your desk drawer with gift certificates, training tools, motivational books or framed 

motivational quotes, tickets to a show, a go home at 3:00 pm ŎƻǳǇƻƴΧ ŀƴȅǘƘƛƴƎ ǘƘŀǘ ǿƛƭƭ ōǊƛƴƎ ŀ 

smile to the face of the individuals you supervise.  It is also smart to involve family members in 

the bonuses so they can also enjoy the rewards.  Office morale will dramatically improve when 

you implement these types of small rewards. 

7. PLACE A PREMIUM ON COLLABORATION 
Lǘ ƛǎ ŜȄǘǊŜƳŜƭȅ ƛƳǇƻǊǘŀƴǘ ǘƘŀǘ ǿŜ ŘƻƴΩǘ ŀƭƭƻǿ ƻǳǊ ŜƳǇƭƻȅŜŜǎ ƻǊ ȅƻǳǊ ƻŦŦƛŎŜ ǘo become an ISLAND.  

Thirty years ago the internal structure of most staffing and recruiting firms were identical.  In 

recent years, owners have become extremely creative when designing the structure that will help 

them attain their goals. 

One of the recent trends, Virtual Recruiters, provides a totally different management challenge 

and makes collaboration difficult.  If you have virtual recruiters, you need to set up parameters 

that are written down and agreed upon. 

Lǘ ŘƻŜǎƴΩǘ ƳŀǘǘŜǊ ǿƘŜǘƘŜǊ ȅƻǳΩǊŜ ŀ ǊŜǘŀined search firm, direct placement firm, contract or a 

ōƭŜƴŘŜŘ ŦƛǊƳΧ ŎƻƭƭŀōƻǊŀǘƛƻƴ ƘŜƭǇǎ ōǳƛƭŘ ǇǊƻŘǳŎǘƛǾŜ ǘŜŀƳǎΦ ¢ƘŀǘΩǎ ƻƴŜ ƻŦ ǘƘŜ Ƴŀƛƴ ǊŜŀǎƻƴǎ ȅƻǳ 

brought a . 

If you have separated the recruiting and client development sides of the placement process, it is 

imperative that your recruiters cooperate ς their future depends on it! 

8. BUILD INTO YOUR SALES GROUP AN ALLOWANCE FOR STORMS 
We hire type A, assertive, ambitious over-ŀŎƘƛŜǾŜǊǎ ǘƻ Ƨƻƛƴ ƻǳǊ ǎŀƭŜǎ ǘŜŀƳΦ  LǘΩǎ ƴƻ ǿƻƴŘŜǊ ǘƘŜǊŜ 

are storms when these individuals are competing on a regular basis, and often are dependent on 

each other to assist in their success. 

You need to have written procedures on potential issues.  For example: 

 Candidate Ownership 

 Client Ownership 

 Splits within  your Office 

 Splits with outside firms 

 Fee and Guarantee Parameters 

 Scheduling Candidates for interviews (feel their candidates are being screened out) 

 [ŀŎƪ ƻŦ YƴƻǿƭŜŘƎŜ ƻŦ ŀ /ŀƴŘƛŘŀǘŜΩǎ ōŀŎƪƎǊƻǳƴŘ 

 Referring a resume without really reading it or talking to the candidate  
 

These are just a FEW of the areas you need to consider when setting up the procedures for your 

office.  These procedures should be included in your Employee Manual. 
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When storms occur and issues are on the table, it is very important that you solve them in a very 

consistent manner, regardless of which employees are involved in the dispute. 

If you have two employees in a dispute you need to have a consistent process to handle this type 

of situation.  For example, ask both individuals to come to your private office and explain their 

side of the dispute for two minutes.  When one employee is talking, the other recruiter must just 

listen.  Flip a coin to see who speaks first. 

Then leave the two employees in your office for 15 minutes to come up with a mutually beneficial 

solution.  After 15 minutes, ask for their solution.  If they have not reached one, the solution is left 

to you.  Remove the two individuals from the issue and then reassign the potential revenue 

generating issue to other recruiters in your office. The two individuals involved in the dispute both 

end up losing.  This process encourages your sales team to focus on solutions vs. problems.   

UTILIZE TWELVE DAILY AFFIRMATIONS TO BECOME A MORE EFFECTIVE OWNER/MANAGER 

 The energy of your company and the people you supervise begins with YOU.  Be an 
ENERGY Manager! 

 Managing is a people job. Put PEOPLE FIRST! 

 Managing is what you do WITH people, not TO people. 

 Walk your talk, back up your WORDS with ACTIONS.  People believe what they SEE, more 
than what they HEAR. 

 If it is to BE, it is up to ME! 

 You GAIN power when you SHARE power with your employees. 

 The best performance starts with CLEAR GOALS. 

 You GET results in the areas that you REWARD. 

 LŦ ȅƻǳ ŎŀƴΩǘ a9!{¦w9 ǇŜǊŦƻǊƳŀƴŎŜΣ ȅƻǳ ŎŀƴΩǘ a!b!D9 ƛǘΦ 

 wŜƳŜƳōŜǊΣ ƛǘΩǎ ƴƻǘ t9w{hb![ ƛǘΩǎ .¦{Lb9{{Η 

 The SIMPLE approach is often the BEST approach. 

 a!Y9 ²hwY C¦bΗ  LǘΩǎ Dhh5 ŦƻǊ ȅƻǳǊ .ƻǘǘƻƳ [ƛƴŜΗ 
 

If you read these affirmations daily and utilize any of the 

Ten techniques listed in this Chapter, you will 

Bring Out the Best in Your Sales Team! 
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Chapter Ten: Motivate using contests 

 

The objective of this chapter is to help sales managers create an environment in which it is easier to 

help your sales team develop.  Essentially, to help managers motivate their employees.  This in turn, 

makes your job as the owner/manager easier, more fun and ultimately more rewarding. 

Working on the telephone day after day is difficult.  The redundancy of call after call, the relentless 

rejection and the overall roller coaster ride through peaks and valleys associated with telephone sales 

has the potential to adversely affect even the most positive individuals. 

A happy employee is a more productive employee.  When you initiated contests the sales team 

becomes more energized, attains higher levels of production and it also positively impacts retention. 

This chapter discusses which contests work best and why, how long they should last, how to 

determine contest production goals, what you should award contest winners, and how to avoid the 

inevitable post-contest letdown. 

SUGGESTIONS FOR THIS CHAPTER: 

1. Review your current contests 
2. Read this entire lesson 
3. Survey your team for ideas 
4. Decide which contests you will implement 
5. Review the results 
6. Select an additional contest 
7. Review results 

 
BENEFITS: 

1. Improved motivation, enthusiasm and commitment level 
2. Increased sales and profits 
3. Improved morale and retention 
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CONTESTS THAT WORK 

ACCORDING TO THE WEBSTER DICTIONARY, MOTIVATION IS DESCRIBED AS: 

ά{ƻƳŜǘƘƛƴƎ ŦǊƻƳ ǿƛǘƘƛƴ ǘƘŀǘ ǇǊƻƳǇǘǎ ƻǊ ƛƴǾƛǘŜǎ ŀƴ ŀŎǘƛƻƴΤ 

An inner drive, impulse or intention that causes a person to 

5ƻ ǎƻƳŜǘƘƛƴƎ ƻǊ ŀŎǘ ƛƴ ŀ ŎŜǊǘŀƛƴ ǿŀȅΦέ 

Much of the conventional wisdom out there says the only way to get a person to do something is for 

them to want to do it.   

There seems to be two theories to motivation.  Some emphatically believe it is possible to have 

motivational influence on your personnel or to literally motivate people - which are known as 

external driven motivation. 

Perhaps you have experienced a situation where someone tried to motivate you.  Have you had goals 

thrust upon you by a well-intentioned superior that maybe were more disheartening than motivating? 

hƴ ǘƘŜ ƻǘƘŜǊ ƘŀƴŘΣ ƘƻǇŜŦǳƭƭȅ ȅƻǳΩǾŜ ōŜŜƴ ƛƴ ǎƛǘǳŀǘƛƻƴǎ ǿƘŜǊŜ ǘƘŜ ŜƴǾƛǊƻƴƳŜƴǘ ǿŀǎ ŎƻƴŘǳŎƛǾŜ ǘƻ ȅƻǳ 

motivating yourself.  Internal driven motivation must come from within the individual.  Management 

is responsible for creating the positive conditions that stimulate self-motivation.  To begin solving this 

ƳȅǎǘŜǊȅΣ ƭŜǘΩǎ ƭƻƻƪ ŀǘ ŎǊŜŀǘƛƴƎ ŀƴŘ ƳŀƛƴǘŀƛƴƛƴƎ ǘƘŜ ǇƻǎƛǘƛǾŜ ŀǘƳƻǎǇƘŜǊŜ ƴŜŎŜǎǎŀǊȅ ŦƻǊ ǎŜƭŦ-motivation. 

HOW TO CREATE AN ENVIRONMENT THAT IS SELF MOTIVATING 

SOLID COMPENSATION PLAN 

Compensation still remains at the top of the employee list of motivational factors for sales 

professionals.  A solid pay structure is the foundation for creating and maintaining a positive working 

environment.  It is important that your sales team feels appreciated when it comes to their overall 

compensation package. 

COMMISSIONS AND BONUSES ARE A MUST 

Commissions and bonuses should be a part of a compensation plan.  Once you 

have established your objective, entice your sales team to exceed those goals.  

Bonuses do not always need to be cash.  You can utilize a rewards program, 

for example tƘŜ hƭǎŜƴ hΩ[ŜŀǊȅ ŎŀǘŀƭƻƎ ŎƻƳǇŀƴȅ www.olsen-oleary.com.  Your 

team can earn points which translate into dollars to be spent exclusively 

within their catalog.   Featured gifts include appliances, clothing, household 

items, jewelry and even fabulous trips.   

http://www.olsen-oleary.com/
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When your bonuses are always cash, often that cash goes into their gas tank or to the grocery store.  

This way they can ς and do- look at their catalog week in and week out, fantasizing about what they 

want to buy for themselves or family members.  Some choose to spend by the quarter; others build it 

ǳǇ ŦƻǊ ǘƘŜ ŜƴǘƛǊŜ ȅŜŀǊΦ  IŀǾŜƴΩǘ ǿŜ ŀƭƭ ƭƻƻƪŜŘ ǘƘǊƻǳƎƘ ŎŀǘŀƭƻƎǎΣ ƳŜƴǘŀƭƭȅ ŎƘƻƻǎƛƴƎ ǘƘƛƴƎǎ ǿŜ ŎƻǳƭŘƴΩǘ 

afford?  This catalog concept makes their dreams become reality! 

EMPLOYEE RECOGNITION 

How often do you recognize your employees for their accomplishments?  Most individuals in a sales 

ǇǊƻŦŜǎǎƛƻƴ ǎǘŀǊǾŜ ŦƻǊ ǊŜŎƻƎƴƛǘƛƻƴΗ  LǘΩǎ ƭƛƪŜ ǊŜŎŜƛǾƛƴƎ ŀ ǇǊŜǎŜƴǘΦ  ²Ŝ ŀƭƭ ƭove presents no matter what 

size, shape or color.  Recognition can be given in so many different ways.   

Think for just a minute about the recognition you would like to receive.  When was the last time you 

received WRITTEN recognition for an accomplishment?  Recognition is appreciation and we all like to 

be appreciated.  This form of positive reinforcement is the spark needed to rekindle every 

ǎŀƭŜǎǇŜǊǎƻƴΩǎ ŦƛǊŜΣ ŀƴŘ ȅƻǳ ǎƘƻǳƭŘ ƳŀƪŜ ǎǳǊŜ ǘƘŜ ŦƛǊŜ ŎƻƴǘƛƴǳŜǎ ǘƻ ōǳǊƴΦ 

The greatest benefit of recognition is its cost effectiveness.  Most of it is FREE, and your return is 

monumental!  It is one of the best investments you can make.  Only those that achieve should receive, 

and the recognition should be extended in front of their peers. 

Here are some other examples of non-monetary motivation to recognize your team for hard work and 

achievement: 

 Give a special parking space to the employee who άŘǊƛǾŜǎέ the hardest 

 Plaques or trophies for special accomplishments or achievements  

 Flexible working hours for high levels of performance 
 

Think of what is on your wish list for recognition and use that as a guide for giving it to your 

employees. 

GOALS AND EXPECTATIONS 

What you expect from your sales team needs to be established and shared with each employee. 

It is important that goals are not vague so that your employees are certain of what is expected of 

them.  Be very specific about your expectations.  Goals are definitely a prerequisite to achievement!  

Meet with each of your employees individually and as much as possible and tie goals into the WIIFM 

ό²ƘŀǘΩǎ Lƴ Lǘ CƻǊ aŜύ ƻŦ ŜŀŎƘ ǇŜǊǎƻƴΦ  ¢ƘŜ ǇǳǊǇƻǎŜ ƻŦ Ǝƻŀƭǎ ƛǎ ǘƻ ŦƻŎǳǎ ǘƘŜ ŀǘǘŜƴǘƛƻƴ ƻŦ ŜŀŎƘ ǎŀƭŜǎ 

person.  Their minds will not reach toward achievement until they have clear objectives. 

 

 



 

65 

 

TRAINING 

Structured training for your sales professionals is imperative.  Education and the implementation of 
learned methods and techniques are the things that separate average achievers from high achievers.  
Training is also a tool that can help maintain a positive atmosphere. 
 
On-going training is essential. Sales people need to continually be trained in the following topics: 

 Communication skills 

 Listening skills 

 Telephone etiquette and techniques 

 Sales skills 

 Overcoming objectives 

 Closing techniques 

 Probing skills 

 Negotiating abilities 

 Customer satisfaction 
 

MENTORING AND COACHING 
 aŜƴǘƻǊƛƴƎ ƻǊ ŎƻŀŎƘƛƴƎ ǇǊƻƎǊŀƳ ǎƘƻǳƭŘ ŀƭǎƻ ōŜ ŀ ǎǘǊǳŎǘǳǊŜŘ ǇƻǊǘƛƻƴ ƻŦ ǘƘŜ ƻƴƎƻƛƴƎ ǘǊŀƛƴƛƴƎΦ   LǘΩǎ ŀƭǎƻ 
interesting to note what REALLY motivates sales professionals:  (In order of performance) 
 

WHAT 
EMPLOYERS 
                THINK      

 WHAT 
EMPLOYEES 
SAY 

1 Appreciation 4 

2 Involvement/Planning 7 

3 Sympathy 10 

4 Job Security 5 

5 Salary 1 

6 Interesting Work 3 

7 Promotion 6 

8 Employer Loyalty 8 

9 Working Conditions 2 

10 Tactful Discipline 9 
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THE ATMOSPHERE YOU CREATE IS IMPORTANT 

Atmosphere is a critical part of working conditions.  A positive atmosphere enhances performance 

and productivity.  When making important decisions that will impact the atmosphere within your 

sales environment, always look in the mirror and think about how well the idea would motivate you.  

If it fails at this point, chances are very good it will not succeed with your personnel and it is time to 

look at alternative ideas. 

Learn what motivates your people and exploit it.  People will be motivated by different things.  

Although some things will effectively stimulate everyone, you must find the key that unlocks the door 

ǘƻ ŜŀŎƘ ǇŜǊǎƻƴΩǎ ƳƻǘƛǾŀǘƛƻƴŀƭ ǿƻǊƭŘΦ  hƴŎŜ ƛƴǎƛŘŜΣ ǳǎŜ ǘƘŀǘ ƪƴƻǿƭŜŘƎŜ ǘƻ ǎŜǘ ǳǇ ȅƻǳǊ ƳƻǘƛǾŀǘƛƻƴ ƎŀƳŜ 

plan that will reach everyone.  Flexibility is essential when creating a motivational atmosphere. 

People do things for THEIR reasons not YOURS.  Find creative ways to push the ever changing 

ƳƻǘƛǾŀǘƛƻƴŀƭ ōǳǘǘƻƴǎ ƻŦ ȅƻǳǊ ǎŀƭŜǎ ǘŜŀƳΦ  tŜƻǇƭŜǎΩ ƳƻǘƛǾŜǎΣ ŜƳƻǘƛƻƴǎ ŀƴŘ ǇǊƛƻǊƛǘƛŜǎ constantly 

change, which is why you must implement fresh, exciting contests on a regular basis. 

CONTESTS 

One way of successfully maintaining positive working conditions in telephone environments is 

utilizing contests to stimulate your sales team.  Think about it ς ǿƘŜƴ ƛǎ ǘƘŜ ƭŀǎǘ ǘƛƳŜ ȅƻǳ ŘƛŘƴΩǘ ǿŀƴǘ 

to WIN? 

If all of this is so obvious, why are contests so underutilized?  Insufficient time and creativity usually 

seem to be the missing ingredients.  You need to take time to become creative.   

WHY DO CONTESTS WORK? 

In one simple word ς ŎƻƴǘŜǎǘǎ ǿƻǊƪ ōŜŎŀǳǎŜ ƻŦ /hat9¢L¢LhbΦ  LǘΩǎ ǇŀǊǘ ƻŦ ƻǳǊ ƴŀǘǳǊŜ ǘƻ ōŜ 

ŎƻƳǇŜǘƛǘƛǾŜΦ  ¢Ƙƛƴƪ ŦƻǊ ŀ ƳƻƳŜƴǘ ƻŦ ȅƻǳǊ ƻǿƴ ŎƻƳǇŜǘƛǘƛǾŜ ǎǇƛǊƛǘΧ ǿƘŜƴ ŘƛŘ ȅƻǳ ŦƛǊǎǘ ƴƻǘƛŎŜ ƛǘΚ  5ƻ 

you enjoy competition? 

Earlier in this lesson, I stressed the importance of recognizing your employees.  Recognition plays a 

major role in why contests are effective in the recruiting environment.  When a contest is announced, 

your team can taste the opportunity for that additional recognition, and consequently are stimulated 

to produce more. 

Emotions are internally driven by a competitive spirit.  The need to win, the desire to be the best, the 

pain or humiliation of not performing well is emotions that drive your sales team!  To borrow a 

ǇƘǊŀǎŜΣ άƛǘΩǎ ǘƘŜ ǘƘǊƛƭƭ ƻŦ ǾƛŎǘƻǊȅ ŀƴŘ ǘƘŜ ŀƎƻƴȅ ƻŦ ŘŜŦŜŀǘΦέ   
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NON MONETARY METHODS OF RECOGNITION 

Other examples of non-monetary recognition that work well in the staffing and recruiting 

environment are as follows: 

1. Time off 
2. Group outings 
3. Extra casual days 
4. Flexible working hours 
5. Small gifts 
6. Food ς any type of instant gratification 
7. Travel 

 
WHICH CONTESTS WORK BEST?  

This is one of the most difficult questions to answer.  There is no simple answer and 

you should review the needs of your current team. 

1. Do you separate different sales positions in your company? 
2. Does the age/ tenure of your employees make a difference? 
3. How can you create a contest that motivates everyone? 
4. Are long or short contests better? 
5. Do you have the budget for contests? 

 

SIMPLE IS BETTER 

There is no single solution to which contests work best.  Creativity and variation are the two most 

essential elements in designing contests that will work.  When you feel creative, remember, simple is 

better. 

Excessive complexity will only make contests far too cumbersome for both you and your sales team, 

and will ultimately diminish the impact.  I will outline various types of contests at the end of this 

lesson.  It is important to offer a variety of contests throughout the year.  If you cannot think of new 

fresh ideas, ask you employees for suggestions.  My employees have been responsible for some of our 

best contests. 

HOW LONG SHOULD CONTESTS LAST? 

Variation in contest length is essential to maintain a high level of interest and participation.  Once 

again, the same contests or even different contests that always last the same amount of time (one 

day, three days or one week) will become boring based on predictability and redundancy.  Your sales 

team needs variety! 
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HOW AND WHEN TO RUN CONTESTS 

When is the most successful time to run a contest?  How often should contests be implemented?  The 

answers to these questions are not simple and are for the most part, inconsistent.  You must vary the 

themes of your contests just like you vary the timing.  Contests must be viewed as a special event. 

WHAT SHOULD BE THE GOALS? 

It is best to run contests where you need results.  This will ensure a WIN/WIN.  Your employees will 

benefit by winning the contest and you will win by obtaining results in areas needing attention.  Most 

of the contests should include the number of scheduled interviews, because without interviews, there 

can be no placements. 

AVOIDING POST-CONTEST LETDOWN 

This letdown is a genuine concern for managers and supervisors in any sales environment.  If your 

contest is well-constructed, it will certainly fill your office with excitement and enthusiasm, which in 

ǘǳǊƴ ŜƴŜǊƎƛȊŜǎ ȅƻǳǊ ǘŜŀƳ ōŜȅƻƴŘ ƴƻǊƳŀƭΦ  LǎƴΩǘ ƛǘ ǘǊǳŜ ǿƘŜƴ ǇŜƻǇƭŜ ŀǊŜ ƘŀǾƛƴƎ Ŧǳƴ ǘƘŜƛǊ ŜƴŜǊƎȅ ǎŜŜƳǎ 

ŜƴŘƭŜǎǎΚ  Lƴ ŎƻƴǘǊŀǎǘΣ ǿƘŜƴ ȅƻǳΩǊŜ ƴƻǘ ŜƴǘƘǳǎƛŀǎǘƛŎ ƻǊ ƘŀǾƛƴƎ ŦǳƴΣ ȅƻǳr energy level diminishes. 

Often your sales team will complain that they are somewhat burned out following a contest because 

of the extra effort they made during the course of the competition.  That does not mean that this has 

to be accepted by you ς their sales manager.   You cannot run back to back contests on a continual 

basis or they will become an unappreciated expectation vs. a special event. 

Your sales team wants contests; they enjoy the competition and the subsequent rewards.  Making 

them earn the next contest adds a couple of other important factors:  achievement and recognition 

ŦƻǊ ǘƘŀǘ ŀŎƘƛŜǾŜƳŜƴǘΦ  ¸ƻǳ ŎŀƴΩǘ ŜƭƛƳƛƴŀǘŜ ƭŜǘŘƻǿƴΦ  ¸ƻǳ ƴŜŜŘ ǘƻ ŀŎŎŜǇǘ ƛǘΣ ŘŜŀƭ ǿƛǘƘ ƛǘ ŀƴŘ ƻŦŦǎŜǘ ƛǘ ōȅ 

making it fun for your sales team to earn their next contest. 

CONTESTS THAT WORK 

In the recruiting profession, άƛƴǎǘŀƴǘ ƎǊŀǘƛŦƛŎŀǘƛƻƴέ ǿƻǊƪǎ ǾŜǊȅ ŜŦŦŜŎǘƛǾŜƭȅΦ  ¸ƻǳǊ ǎŀƭŜǎ ǘŜŀƳ ǿƛƭƭ ǿƻǊƪ 

at unbelievable levels for a $20 bill, a free lunch or the freedom to leave work early!  The ironic part of 

this is they could earn a tremendous amount of money as a result of their extra effort, but they are 

focused on the immediate gratification. 

Not all contests will work in every office.  There are many variables including: size of your company, 

age of your employees, tenure of your employees, etc.  The contest ideas that make up this chapter 

are innovative, but most of all they have all proven to be successful.  Each and everyone have tested 

positive.  Review these ideas and contests, with as open mind as possible, for your own Sales Team. 
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CONTESTS 

     GRAB BAG 

Description ~ The members of your sales team earn the right to select items out of a grab back 

when they reach their weekly RESULTS GOAL, for example one grab for each interview 

scheduled. Two grabs for s placement.  

 Materials Needed 

 Items put in boxes, gift wrapped and put in grab bag 

 Large Grab Bag 

 Or break $500 into $100, 2x$50, 5x$20, 10x$10, 1x$100 
 

Duration ~ One Week - Grabs take place on Friday afternoon. 

Contest Rules 

 Weekly Results Goals are based on individual ratios and goals 

 Make sure you purchased enough gifts in case everyone on your Sales Team hit their 
άǊŜǎǳƭǘ Ǝƻŀƭǎέ ŀƭƭ ŦƛǾŜ Řŀȅǎ 

 Results include:  Interview totals placements, job orders, etc. 
 

TRAVEL 

Description ~ Your sales team works toward one prize ς a trip to a destination you select.  The 

excitement comes in following individuals or team progress toward the destination on a map 

as production goals are met by your sales team members. 

¢Ƙƛǎ ŎƻǳƭŘ ŀƭǎƻ ōŜ ŀ άŎƻƳǇŀƴȅ ǎǇƻƴǎƻǊŜŘ ŜǾŜƴǘέ ǿƘŜǊŜ ǘƘŜǊŜ Ŏŀƴ ōŜ ƳǳƭǘƛǇƭŜ winners.  It is 

best to survey your current team and see what destination would motivate them or, you 

could let the winner select a destination from a list you create.  This could also be a trip to 

attend the Annual Conference for your Professional Association. 

Materials Needed 

 Map showing your office location and a destination which will be the prize if goals are 
met.  The map is mounted on a cork board with pins to indicate progress. 
 

Duration ~ Three months (minimum) 
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Contest Rules 

 A goal is set and as progress is reported daily, it is chartered on the map so that 
the contestants can see their progress toward their goal. 

 This can also be run on a smaller scale, showing a map of your city with the 
destination being a theater, resort, sports arena, restaurant or other attraction. 

 Have mid-Ǉƻƛƴǘ ǇǊƛȊŜǎ ŀƭƻƴƎ ǘƘŜ ǿŀȅΧ ǇŜǊƘŀǇǎ ŀ ƎƛŦǘ ŎŜǊǘƛŦƛŎŀǘŜ ǘƻ ŀ ƴƛŎŜ 
restaurant along the route for the individual or team getting there first, and also a 
ƭŜǎǎŜǊ ǇǊƛȊŜ ŦƻǊ ǘƘƻǎŜ ǘǊŀƛƭƛƴƎΣ ƳŀȅōŜ ŀ aŀŎ5ƻƴŀƭŘΩǎ ŎƻǳǇƻƴΗ 

 As to the rules ς they are up to you.  The main objective is to have an agreed upon 
goal that can be measured objectively, and that daily reporting is made in the 
form of progress being indicated on the map. 
 

 GUMBALL CONTEST 

Description ~ You place a container on the desk of each member of your sales 

team.  They earn gumballs each time they meet one of the goals you have set. 

The members of your team have no idea what they will be paid for specific colors 

of gumball. 

Materials Needed 

 Gumball machine 

 Colored gumballs 

 Glass container for each member of your sales team 

  
Duration ~ Two to Four Weeks 

Contest Rules 

 Each member of your sales team keeps the gumballs earned in the glass jar on 
their desk for the duration of the contest. 

 At the end of the contest, announce the cash value of the colors.  Everyone WINS 
ǿƘƛŎƘ ƛǎ ŀƭǿŀȅǎ ƳƻǘƛǾŀǘƛƴƎΦ  ¢ƘƻǎŜ ǿƛǘƘ ǘƘŜ Ƴƻǎǘ ƎǳƳōŀƭƭǎ ŘƻƴΩǘ ƴŜŎŜǎǎŀǊƛƭȅ ƎŜǘ 
the most cash ς ǎƻƳŜ ƭǳŎƪ ƛǎ ƛƴǾƻƭǾŜŘΦ  Lǘ ŀƭƭ ŀŘŘǎ ǘƻ ǘƘŜ άŦǳƴέ ƻŦ ǘƘƛǎ ŎƻƴǘŜǎǘΦ 
 

SILENT CONTEST 

Description ~ You keep your sales team in suspense and performance up at the same time by 

NOT announcing the details of the contest or the timeframe until after the contest is over.  

Your sales team is never sure if a contest is actually on or what is being measured, so all areas 

of performance remain high. 
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Materials Needed 

 Gift certificates and other prizes 
 

Duration ~ One week 

Contest Rules 

 This is a silent contest, so it is not mentioned until after the contest is held.  You 
should randomly choose one week out of any month and one result-oriented 
function of your employees that will be tracked and totaled.  At the end of the 
month, and after the figures are calculated, the contest is then announced and the 
winner receives their prize. 

  
    EVERYONE CAN WIN 

Description ~ During the summer months, employees enjoy time off with their families and 

friends.  This contest can have multiple winners.  This contest is also very fair regardless of 

experience level. 

Materials Needed 

 Chart outlining Rules 

  
Duration ~ Summer Months:  May, June & July to earn time off during June, July and August 

Contest Rules 

 10% above goal   ½ day off the next month 

 20% above goal    1 day off the following month 

 30% above goal    2 days off the following month 

 35% above goal    3 days off the following month 

 40% above goal    4 days off the following month 
 

    ENVELOPE PASS 

Description ~ Everyone who schedules an interview is given one of two envelopes.  As more 

interviews are scheduled throughout the day, the envelopes keep changing hands.   

Materials Needed 

 Three envelopes ς two empty ς one containing money 
 

Duration ~ One week focused on an area that you need activity (i.e. interviews, job orders, 

new clients) 
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Contest Rules 

 The individuals who end up with the last two envelopes can keep their envelope 
or exchange it for the third envelope.  Two envelopes are empty; one has money 
or a gift certificate inside.  This contest is continued for five days. 
 

     TICKET DRAW 

Description ~ This contest is simple and effective.  A roll of raffle tickets and some 

performance goals are all you need for fun and increased sales.  As goals are reached, tickets 

are awarded and everyone looks forward to the drawing. 

Materials Needed 

 Roll of duplicated ticket coupons 
 

Duration ~ One month 

Contest Rules 

 Tickets are given out on a predetermined basis.  At the end of the month, a ticket 
is drawn and the person holding the ticket is the winner.  This is the type of 
contest that due to the luck of the draw makes it workable in a mix of experienced 
salespeople and rookies. 

 

INPUT FROM YOUR TEAM 

If you want to motivate your sales team, get their input on what 

contests would motivate and more importantly what prizes would 

motivate. 

Try to customize rewards for contests: 

 For your working parents ς run a contest providing  two months of daycare 

 Sports fans/men ς tickets to a hot game 

 Women ς day at a SPA 
 

People are motivated by different prizes at various times in their life.  The more you customize 

ŎƻƴǘŜǎǘǎ ǘƻ Ƙƛǘ ǘƘŜ άƘƻǘ ōǳǘǘƻƴǎέ ƻŦ ǘƘŜ ƳŜƳōŜǊǎ ƻŦ ȅƻǳǊ ǎŀƭŜǎ ǘŜŀƳΣ ǘƘŜ ƎǊŜŀǘŜǊ ǘƘŜ ǊŜǎǳƭǘǎ ȅƻǳ ǿill 

enjoy! 
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Chapter Eleven: Keep Production Consistent 

 

This chapter is going to focus on eliminating slumps.  The ability to provide techniques that can 

prevent roller coaster production is an attribute of a great manager.     

This chapter will provide you with techniques that will teach you how to motivate people to perform 

daily result-oriented activity that will create consistent production.  These daily work habits will help 

you consistently surpass goals and objectives and eliminate slumps.  

You owe it to yourself and the people who work for you to be extremely proactive so slumps will not 

become acceptable in your company.   

This chapter will discuss the top 5 reasons for slumps, and will provide you with solutions you can 

implement immediately to alleviate them.   

Prior to reading this chapter, take time to review the history of slumps in your company.  Write down 

which recruiters have experienced slumps and how long they lasted.  Also review your current 

solutions for handling slumps: 

 Are they accepted? 

 Is the employee terminated? 

 Do you have a process to turn this issue around? 
 

This information will give you a foundation and history of slumps within your office. 

SUGGESTIONS FOR THIS CHAPTER: 

1. Read the entire Lesson 
2. Review current employees experiencing slumps 
3. Review their planners, statistics and ratios 
4. LƳǇƭŜƳŜƴǘ ŎƘŀƴƎŜǎ ŦǊƻƳ ǘƘƛǎ ǿŜŜƪΩǎ [Ŝǎǎƻƴ 
5. Review the results 
6. Consider additional changes to prevent future slumps 
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BENEFITS: 

1. You will eliminate slumps in your office 
2. Your company will consistently hit and surpass goals 
3. Retention will improve among your revenue generators 

 

ELIMINATE SLUMPS 

Although slumps can occur, even to top producers, they can be alleviated. 

The Top 5 Reasons for slumps and solutions to prevent them from affecting the production of 

your office. 

1. CELEBRATING A RECORD MONTH  
Most slumps follow a record month, or several record months.  Think for a moment of all 

the results-oriented activity that takes place in a record month. 

Your recruiters are focused on: 

 Presenting candidates for Existing Job Orders 
 Scheduling Interviews 
 Pre-Closing the Candidate 
 Pre-Closing the Client 
 Prepping the Candidate 
 Prepping the Client 
 Debriefing the Candidate 
 Debriefing the Client 
 Checking References 
 Scheduling second, third and/or final Interviews 
 Accepting a complete Offer 
 Pre-Closing the Candidate 
 Extending an Offer the Candidate Accepts 
 Informing the Client 
 Having the Candidate call the Client to Accept 
 Walking them through their Resignations 
 Offering samples of Resignation Letters 
 Staying in touch throughout the Two-Week Notice 

 
Do you see 2 major areas of responsibility that are being totally ignored?  The answer is: 

 Recruiting Presentations 

 Marketing Presentations 
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You can eliminate slumps if recruiting and/or marketing presentations are made consistently on a 

daily basis no matter how busy they are.  When someone is having a great month, they can make 

extremely effective presentations.   

As their manager, require certain minimum RESULTS each day to ensure that daily marketing 

and/or recruiting presentations are made.  Your recruiters will thank you when they achieve 

consistent production. 

2. WORKING THE WRONG JOB ORDERS 
 
It is critical that your recruiters work the Hottest Job Orders you have in your office.    

You need to closely monitor new recruiters on your team who have just started the marketing 

side of the placement process.  When they take their first job order, they are excited and want to 

work their own order (whether it is a hot job order or not). 

One way to get your sales team focused on the hottest job orders is to have consistent Hot Job 

Order meetings.  Your recruiters need to work the hot job orders during prime time (9:00 ς 11:30 

a.m. and 1:30 ς 4:00 p.m.).  If they want to work an order that is NOT on the list, they would work 

on them around prime time, not during.  This ensures that they are working the job orders that 

give them the greatest chance for success. 

Criteria for a Hot Job Order Includes: 

 Thorough Job Specs 
 A Target Date to Fill 
 You have Identified the problems that exist as a Result of this Position Not being Filled 
 The Salary offered is in line with the Experience Requested 
 Detailed Benefit Information and Costs 
 Interviewing Times   

 
Additional Criteria to Consider: 

 Clients who have hired from you in the past 
 Clients who have a reasonable hiring process 
 Clients who pay your invoice promptly 
 Clients who are one of the HOT companies in your specialty 

 

BONUS TIP - Make sure your team covers their job orders.  It is important to have two or three of 

your candidates in the final interview process.  If you start with three candidates on the first 

interview and one is screened out prior to the second interview ς your recruiters need to present 

more candidates.  MUCK UP THE PROCESS or someone else will!  Remember, at least two of your 

candidates should be in the final interview process. 
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3. w9tw9{9b¢LbD ¢I9 {!a9 ά.έ /!b5L5!¢9{ 
 
Your recruiters need to consistently recruit for top talent.  Slumps often occur when your 

recruiters do one of two things: 

 Keep working with the same candidates that have been screened out before 

 Only surface candidates from job boards and the Internet 
 

It is important to develop a strong referral system to ensure consistent candidate referrals.  

aƻǎǘ ǊŜŎǊǳƛǘŜǊǎ ŘƻƴΩǘ ƎŜǘ ǊŜŦŜǊǊŀƭǎ ōŜŎŀǳǎŜΣ ǉǳƛǘŜ ŦǊŀƴƪƭȅΣ ǘƘŜȅ ŘƻƴΩǘ !{Y ŦƻǊ ǘƘŜƳΗ 

If you are working retained or contingency placements, most of your hiring authorities prefer to 

hire someone who is successful, with a stable work history and currently employed. 

If you are working in the temp or contract segment of our profession, your clients want to hire 

the most qualified person who can adapt to their culture, and possess the skills and experience 

necessary to perform the responsibilities of their opportunity. 

Set minimum daily standards for your sales team members who work the candidate side of the 

placement process.  For example:  Each day they must interview 3 new qualified candidates.  

That would necessitate at least 4 or 5 recruiting hits daily which would equate into 3 interviews! 

4. NOT ENOUGH FOCUS ON SCHEDULING INTERVIEWS! 
 
The INTERVIEWS SCHEDULED total is the most important statistic for you to manage.  It is 

important for you to know the interview to placement ratio of each of your employees.  

¸ƻǳ Ŏŀƴ ǇǊŜŘƛŎǘ ŜŀŎƘ ŜƳǇƭƻȅŜŜΩǎ ǇǊƻŘǳŎǘƛƻƴ ōȅ ƪƴƻǿƛƴƎ ǘƘŜƛǊ interview totals.  There is a direct 

correlation between a low interview number and low production. ¸ƻǳ ŎŀƴΩǘ ƳŀƪŜ Ǉƭŀcements if 

you have no candidates on interview. 

5. ATTITUDE 
6.  

THE SOCIAL WORKER 

I have heard it said time and time again that recruiters are SOCIAL WORKERS WHO LIKE MONEY.  

Most individuals who enter our profession truly want to make a difference, have an impact on the 

people they represent and help other people.    

There are individuals who enter the recruiting profession not realizing that recruiting is a sales 

profession.  If you have individuals who spend too much time counseling and too little time selling 

you have a choice to make as a manager.  Often, this type of person would be much happier in a 

customer service type of position. 
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Recruiters have to be able to differentiate between candidates they CAN place and those who do 

not have the skills, experience or stability our clients want to hire. 

As a Manager you have a decision to reach.  You either need to terminate this 

ŜƳǇƭƻȅŜŜ ƻǊ ƛƴǎǘŀƭƭ ŀƴ ŀǿƴƛƴƎ ŀōƻǾŜ ǘƘŜƛǊ ŘŜǎƪ ǘƘŀǘ ǎŀȅǎΣ άbhb-twhCL¢Φέ 

THE RECRUITER WHO QUITS AND STAYS  

A slump can be an indication of an employee who has quit and stayed!  This 

ǇŜǊǎƻƴ Ŏŀƴ Ǌǳƛƴ ǘƘŜ ƳƻǊŀƭŜ ƻŦ ȅƻǳǊ ŜƴǘƛǊŜ ƻŦŦƛŎŜΦ  ¢ƘŜǊŜ ŀǊŜ ŜƳǇƭƻȅŜŜǎ ǿƘƻ άǊŜǎǘ ƻƴ ǘƘŜƛǊ ƭŀǳǊŜƭǎ 

ƻŦ ǘƘŜ Ǉŀǎǘέ ŀƴŘ ƘŀǾŜ ōŜŎƻƳŜ ƭŜǎǎ ǘƘŀƴ ŀǾŜǊŀƎŜ ǇǊƻŘǳŎŜǊǎΦ 

As their manager, you need to monitor numbers as well as attitude.  When you see a change in 

attitude, performance, attendance or body language, it is time for you to meet with this employee 

to determine the reason for the change. 

Often this employee is wondering why you have not addressed their issues, because they have 

lost their passion for the business.  Your other productive employees are wondering the same 

thing.  It is an effective manager who recognizes these signs and either helps this person re-

commit or terminates this employee. 

THE NEGATIVE EMPLOYEE 

Negative individuals have an extremely difficult time maintaining consistent production.  They 

arrive at work every day expecting bad things to happen, and work all day proving themselves 

right.  They normally experience frequent slumps. 

If you have an eƳǇƭƻȅŜŜ ǿƘƻ ǿŀƭƪǎ ƛƴ ǘƘŜ ƻŦŦƛŎŜ ŀƴŘ ƭƛǘŜǊŀƭƭȅ άǎǳŎƪǎ ǘƘŜ ƻȄȅƎŜƴ ƻǳǘ ƻŦ ǘƘŜ ǊƻƻƳέ 

you have identified an individual who will have a very negative impact on the production of your 

entire team.  This is also the person who: 

 Focuses on problems versus the solution 
 Often participates in office gossip 
 Does not hold themselves accountable for their results 
 Will often stir up other employees 

 
As a manager, you are judged on your ability to succeed through other people.  That is why it is so 

important to address attitude issues during your interviewing process, during training, during 

ǇŜǊŦƻǊƳŀƴŎŜ ǊŜǾƛŜǿǎ ŀƴŘ ǘƘǊƻǳƎƘƻǳǘ ȅƻǳǊ ǘŜŀƳΩǎ ŜƴǘƛǊŜ ŎŀǊŜŜǊ ǿƛǘƘ ȅƻǳǊ ŎƻƳǇŀƴȅΦ  hƴŜ ǇŜǊǎƻƴ 

cannot MAKE your office, but one negative person can BREAK IT! 
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Chapter Twelve: Handling Conflict 

 

This chapter is going to focus on handling conflict in your office.  The ability to expect and handle 

storms is a skill you must master when you are managing a driven, ambitious and competitive sales 

team. 

The recruiting profession is one of the few sales professions that have human beings on both ends.  To 

compound that, many offices encourage split business between the members of their sales team. 

You may have split the recruiting and client development sides of the placement process which 

actually make your employees dependent on one another for success.  This structure is a problem just 

waiting to happen!  On the other hand, it is one of the most effective structures when you consider 

the impact on the bottom line! 

There will always be questions about who gets credit for what, ownership of candidates and clients 

ŀƴŘ ǘƛƳŜŦǊŀƳŜ ŦƻǊ Ƨǳǎǘ ŀōƻǳǘ ŜǾŜǊȅ ŦǳƴŎǘƛƻƴ ƛƴ ƻǳǊ ƻŦŦƛŎŜǎΦ  ¢Ƙƛǎ ǿŜŜƪΩǎ [Ŝǎǎƻƴ ǿƛƭƭ ƎƛǾŜ ȅƻǳ 

techniques that work when conflict occurs.  You will anticipate the issues, and solve them in a way 

that is fair to everyone involved. 

SUGGESTIONS FOR THIS CHAPTER: 

1. Read the entire lesson 
2. Write down current issues you are dealing with 
3. Decide which area you need to address first 
4. Make changes 
5. Review the results 
6. Consider additional changes  
7. Review results 
8.  

BENEFITS: 

1. You will learn to proactively anticipate conflicts 
2. You will effectively handle any and all issues 
3. You will gain the respect of the employees you supervise 
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EXPECT AND HANDLE CONFLICTS 

The staffing industry is becoming extremely competitive! Some of the most desirable personality 
traits for a recruiter include being: assertive, persuasive, persistent, tenacious and an over-achiever.  
Many staffing environments are commissioned sales which fuels the competitive spirit.  It is no 
ǿƻƴŘŜǊ ǘƘŀǘ ǘƘŜǊŜ ŀǊŜ άŦƭŀǊŜ ǳǇǎΣέ άŎƻƴŦƭƛŎǘǎέ ŀƴŘ ƻŎŎŀǎƛƻƴŀƭ άǎǘƻǊƳǎέ ǿƘƛŎƘ Ƴǳǎǘ ōŜ ƘŀƴŘƭŜŘΗ ¸ƻǳǊ 
challenge, as the owner/ manager, is to confront problems before they affect your team and your 
bottom line! 
 
ISSUE ONE ~ Two recruiters representing the same candidate 
 

This situation most commonly occurs when a senior recruiter has represented a candidate in 
the past, and a junior recruiter has recently and innocently recruited the same individual.  If 
the candidate happens to be placeable, then there becomes the decision as to which of your 
two recruiters represents them.  Typically, if the candidate is not placeable, there ǳǎǳŀƭƭȅ ƛǎƴΩǘ 
the tension and often the senior recruiter will gladly give the candidate to the junior recruiter.   

 
{h[¦¢LhbΧ 
 

The solution to this storm is that every search firm must have a solid and detailed policy 
explaining what the guidelines are for candidate ownership.  For example, one option is to set 
a very specific timeframe where the original recruiter has ownership of a candidate and 
provided the candidate is interviewing and active they "own" that candidate. If there has 
been no activity for a certain timeframe, then the recruiter no longer owns the candidate.   
The important issue is to have a policy that is written and understood by all employees! 

 
 
ISSUE TWO ~ A recruiter takes a job order from ǎƻƳŜƻƴŜ ŜƭǎŜΩǎ ŎƭƛŜƴǘ ŀŎŎƻǳƴǘΗ This is 
an uncomfortable situation for everyone involved.   
 
{h[¦¢LhbΧ 
 

Again, your firm must have a written policy on how to determine who will 
take ownership of the job order.  The most common policy for taking job 
orders is that the recruiter with the account is the recruiter that takes 
ownership.  If a new recruiter writes a job order with a current client, it 
usually creates concern because the client company obviously gave the job 
order to the new recruiter.  As a senior recruiter, this is an embarrassing 
situation.  It shows a lack of an established, loyal relationship with that client.   

 
The way to handle the situation is to have a meeting with both recruiters to explain why this 
scenario should be avoided.  The manager might choose to get involved in order to show the 
client that it was a mistake and to reiterate that sometimes newer recruiters might not be 
ŀǿŀǊŜ ƻŦ ŀƭƭ ƻŦ ȅƻǳǊ ŦƛǊƳΩǎ ŎƭƛŜƴǘǎΦ  LŦ ȅƻǳǊ ǊŜŎǊǳƛǘŜǊǎ ŜǎǘŀōƭƛǎƘ ǘƘƻǎŜ ŎƭƻǎŜ ǊŜƭŀǘƛƻƴǎƘƛǇǎ ǿƛǘƘ 
their clients, this situation can be avoided or greatly minimized.  It is a good idea to have an 
updated list of all of your clients and give that list to every recruiter on your team!   
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ISSUE THREE ~ The outside sales staff feeling that the inside recruiting staff is not properly covering 
their orders.   
 
{h[¦¢LhbΧ 
 

The best way to handle this is to bring the outside sales staff in to meet with you, their 
manager.  You need to let them know that you hear their complaints and you are there to 
support them.  In the meeting, you need to listen and take notes on why they feel they are 
not getting results from your recruiting staff.   

 
Ask for the exact numbers to support what they are discussing with you.  Ask them what they 
feel they need in order to get better results.  Let them know that you will investigate their 
issues and get back to them with a solution.  Tell them that in the meantime they need to 
continue their efforts.   

 
Next, you need to look at the numbers of your recruiting team.  You need to investigate the 
numbers that directly affect the sales team.  How many of their marketing leads are turning 
into actual job orders.  You also need to look at how many of the written job orders turn into 
placements.  The answer to this storm will be in the numbers.  The positive side to this 
scenario is that the numbers are what will determine which side of your staff needs your 
attention.  You should meet with the side that has the lower numbers and explain to them 
why they are not seeing the results they want to see!  As their manager you need to be 
honest, up front and most importantly fair to all individuals involved. 

 
ISSUE FOUR ~ A recruiter sent a candidate who was not qualified.  
 

This is something that may occur on a regular basis.  Unfortunately, if you have a newer staff, 
this could happen more than once.  If your recruiters are experienced you will decrease the 
amount of times you will need to handle this situation.   

 
{h[¦¢LhbΧ 
 

First of all, the recruiter agreed to send in the unqualified candidate.  Therefore, once the 
recruiter with the client receives the feedback that the candidate was unqualified, the 
ǊŜŎǊǳƛǘŜǊΩǎ ƛƳmediate reaction will be disappointment and possibly a bit angry.   

 
That recruiter needs to go back to the recruiter who represents the candidate and discuss why 
the interview took place if the candidate was not qualified.  This scenario is based on 
matching, or lack thereƻŦΣ ƛǘ ƛǎ ƴƻǘ ǊŜŀƭƭȅ ŀ ƳŀƴŀƎŜǊΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ƎŜǘ ƛƴǾƻƭǾŜŘ ƛƴ ŀ 
situation that can and definitely should be settled by your recruiters!   
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ISSUE FIVE ~ Two recruiters have candidates pending, one gets hired and the other recruiter feels their 
ŎŀƴŘƛŘŀǘŜ ǿŀǎƴΩǘ ǊŜǇǊŜǎŜƴǘŜŘ ŦŀƛǊƭȅΦ 
 

This is another scenario that will likely occur on a frequent basis.  You are managing sales 
people and it is innate for them to want to win!  It is also innate for them not to handle failure 
well.   

 
SOLUTION... 
 

Typically top producers are as fair as they can be but, they still want the production, and they 
ǎǘƛƭƭ ǿƛƭƭ ǘŜƴŘ ǘƻ ǎŜƭƭ ǘƘŜƛǊ ƻǿƴ ŎŀƴŘƛŘŀǘŜǎ ōŜǘǘŜǊ ǘƘŀƴ ƻǘƘŜǊΩǎ ŎŀƴŘƛŘŀǘŜǎΦ  Lǘ ƛǎ ŀƭǎƻ ƭƛƪŜƭȅ ǘƘŀǘ 
they are selling their candidates better because they know more about their candidates and 
want to make the client aware of the match.   

 
The storm for you as a manager will occur when you have a recruiter who will openly sell their 
candidate and not give a fair sales presentation of another recruiters candidate.  If this is a 
reoccurring problem, you have no choice but to address your concern with your recruiter.  If 
this recruiter is one of your top producers, you need to approach them cautiously, especially if 
they are working with their client that hires multiple candidates on a regular basis.   

 
¢ƘŜ ǊŜŀǎƻƴ ȅƻǳ ƴŜŜŘ ǘƻ ŀŘŘǊŜǎǎ ƛǘ ŀǘ ŀƭƭ ƛǎ ōŜŎŀǳǎŜ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ǘƘŜ ƻǘƘŜǊ ǊŜŎǊǳƛǘŜǊǎ ƛƴ ȅƻǳǊ 
office to quit presenting their candidates.  If they feel it is a waste of their time they will work 
other orderǎ ǿƘŜǊŜ ǘƘŜȅ ŦŜŜƭ ǘƘŜȅ ƘŀǾŜ ŀ ŎƘŀƴŎŜ ŀǘ ŀ ǇƭŀŎŜƳŜƴǘΦ  ¸ƻǳ ŘƻƴΩǘ ǿŀƴǘ ȅƻǳǊ ǘƻǇ 
producer to become an island.  Tell your top producer that you are, in fact, trying to support 
them and explain how they will want candidates from their team!  

 
 
ISSUE SIX ~ A negative remark is said about someone in the office and they find out.   
 
{h[¦¢LhbΧ 
 

There is only one way to handle this situation.  You as the manager must step 
in immediately following the negative remark.  You need to go to the recruiter 
who made the remark and ask them what exactly warranted the remark.  
Once you feel you have an adequate answer, you then need to talk with the 
individual who suffered from the negative remark.  Ask them if they are okay 
and ask them how they are feeling.  Recruiters are salespeople and typically 
emotional by nature.  Feelings tend to get hurt easily.   

 
Once you have both sides of the story, take them both into your private office and let them 
work it out!  They are professionals and they are adults.  Stay near the office in case an 
argument should break out.  When you put two recruiters in a private office they have no way 
of escaping what was said.  They are told to resolve any and all issues before they return to 
their desk!  Give them as much time as they need and before you leave the office, tell them 
that you are confident in their ability to deal with this problem.  This conflict is one you can let 
your recruiters handle on their own! 
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ISSUE SEVEN ~ A recruiter feels their candidates are being unjustly screened out by another recruiter. 
 

This is common and needs to be handled by your recruiters.   
 
{h[¦¢LhbΧ 
 

Encourage your team to ask questions of each other.  This needs to happen in order for you to 
build a true team!  They need to learn to communicate effectively.  Honesty is the best policy.   

 
If a recruiter feels their candidates are being screened by another recruiter, tension will build 
and your office as a whole will suffer.  Your number of send-outs will decrease and so will 
your placements!  Encourage your recruiters to ask each other why their candidates are being 
screened.  It is part of the learning process and will eventually be what creates your Team of 
Top Producers!  This is another storm you should let your recruiters weather. 

 
ISSUE EIGHT ~ someone took a short cut which costs a co-worker a placement! 
 

This conflict should involve the manager.  Losing a placement affects your bottom line!  
Therefore, if a placement is lost, you should get involved to show your recruiters that losing 
placements and production due to short cuts is not acceptable.   

 
{h[¦¢LhbΧ 
 

The entire placement process is complicated and there are enough opportunities for mistakes.  
Therefore, short cuts are defined as a lack of performance on the part of one of your 
recruiters.  The short cut should be used as a learning tool and it should be one example of 
what is not acceptable in your office.  Remind them how difficult it is to make a placement 
and remind them how painful it is to take production off of your production board! 

 
Most of these CONFLICTS will be avoided by the existence of an Employee Handbook or Operations 
Manual. Obviously, some problem areas such as derogatory comments about a co-worker, 
dishonesty, and unfair screening of candidates are not solved by a Policy Manual.  [ŜǘΩǎ ŘƛǎŎǳǎǎ ǘƘŜǎŜ 
types of storms first. 
 
In order for you to handle conflict you must have a reputation for being fair, consistent and totally 
objective.  If these characteristics do NOT describe you, then these are areas you need to improve. In 
any type of conflict the ultimate goal is to orchestrate a win/win solution.  Unfortunately, that is not 
always possible. You must also remove the personalities involved in the conflict and reach your 
decision based on the facts presented.  
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SIX GUIDELINES FOR SOLVING CONFLICTS 
 

 Meet with each person involved individually and let them reveal their version of the facts.  Take 
notes and at the end of the meeting recap your understanding. 

 

 Bring all parties involved in the conflict in your office and discuss the RULES. 
 

 If the storm involves another franchise office you need to deal with the franchise owner before 
you talk to anyone in their office. 

 
ǅ When one person is talking, the other must listen 
ǅ Any objections should be directed at YOU, not each other 
ǅ You will make the final decision 

 

 Discuss the facts that led up to the conflict, utilizing your notes from the individual meetings.  Ask 
for a confirmation of the accuracy of these facts.  Make any changes, where necessary. 

 

 Allow each person to ask three questions. Questions reveal the REAL issues and help lead you to 
the solution. Answer the questions raised again, clarifying your understanding of the issues. 

 

 LƴŦƻǊƳ ŀƭƭ ǇŀǊǘƛŜǎ ǘƘŀǘ ȅƻǳ Ŏŀƴ ǳƴŘŜǊǎǘŀƴŘ ǘƘŜƛǊ άǇƻƛƴǘǎ ƻŦ ǾƛŜǿΣέ ōǳǘ ŦǊƻƳ ȅƻǳǊ ǇǊƻǎǇŜŎǘƛǾŜΣ ǘƘƛǎ 
is how this situation is going to be handled: 

 
ǅ Outline YOUR SOLUTION. 
ǅ Explain the reasoning behind your solution. 
ǅ Stress the importance of moving past this one issue, and rebuilding TRUST between 

everyone in the office. 
ǅ Ask the people involved how they plan to solve the problem    (specific examples). 
ǅ Explain how a cohesive Team is vital to the overall success of the company and the 

part they play on that Team. 
ǅ Announce you are leaving the room for five minutes. You would like them to talk, 

shake hands, and then return to work.  
 

 In an upcoming morning meeting, this conflict will be discussed with the entire staff. Names and 
specific details are NOT discussed. You give an overview of the issue and share your solution. The 
reason for doing this is that your employees will now have an understanding of how you will react 
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to challenging situations! You may show compassion, great understanding or possibly even a low 
tolerance level for certain issues. These are important revelations to the people who work for you. 

 
In an attempt to avoid STORMS, you need to author  your own Company Policy Manual. This manual 
should be given to all of your employees upon hire. They are asked to read it within the next 24-hour 
period. Next, they then must sign and return the letter attached to the manual, stating that they have 
read and understand the contents. Finally, the manual is given to each employee to use as a reference 
when issues or questions arise. 
 
 
If a conflict arises that is covered by your Policy Manual you must always follow those guidelines in 
your decision making process. Consistency in your decisions can greatly enhance the level of respect 
you will earn with your employees. There are several sections which should be included in your Policy 
Manual. Again, this must be customized to the disciplines, specialties, size, and company culture of 
your recruiting and staffing firm. 
 
LǘΩǎ ƛƳǇƻǊǘŀƴǘ ŦƻǊ ȅƻǳ ǘƻ ǊŜŀƭƛȊŜ ȅƻǳ ŎŀƴΩt prevent or control what happens.  But you do have 100% 
ƻǾŜǊ Ƙƻǿ ȅƻǳ ŎƘƻƻǎŜ ǘƻ ǊŜŀŎǘΦ  .ƻǘƘ ǇŀǊǘƛŜǎ ƛƴǾƻƭǾŜŘ ƛƴ ǘƘŜ ƛǎǎǳŜ ŀƭǎƻ ƘŀǾŜ ǘƘŜ ǎŀƳŜ ƻǇǇƻǊǘǳƴƛǘȅΧ 
they can choose how they react!  This is a skill that all recruiters and managers in our profession need 
to MASTER! 
 

 

 

 



 

85 

 

Chapter Thirteen: Profits and Projections 

 

This chapter is going to focus on a very important topic ~ Goals are the key to reaching your profits 

and your projections.  As an owner/ manager you are affected by your financial conditioning.  It is 

important for you to understand how this conditioning can limit your success and the level of success 

attained by your sales team. 

Once you have mastered this chapter, it is important to share this knowledge with every individual 

you manage.  Individuals accomplish their goals for their own reasons, not yours.  Once you teach 

them how to raise their individual financial thermostat, they will actually set and attain higher goals. 

This chapter will review what impacts financial conditioning, how to raise your financial thermostat 

and how to master the skills to become a better receiver.  Most individuals in our profession are social 

workers who like money.  You are excellent givers and have always prided yourself on the belief that 

it is better to give than to receive.   

That statement is mathematically incorrect.  In order for there to be a giver there has to be a receiver.  

¢ƘŜ ŀŘŀƎŜΣ άLǘ ƛǎ ōŜǘǘŜǊ ǘƻ ƎƛǾŜ ǘƘŀƴ ǘƻ ǊŜŎŜƛǾŜέ ǿŀǎ ŀ ǎŀȅƛƴƎ ǘƘŀǘ ƻǊƛƎƛƴŀǘŜŘ ƛƴ {ŎƻǘƭŀƴŘΦ  ¢ƘŜ ƻǊƛƎƛƴŀƭ 

ŀŘŀƎŜ ǿŀǎΣ άLǘ ƛǎ ōŜǘǘŜǊ ǘƻ ƎƛǾŜ ǘƘŀƴ ǘƻ I!±9 ǘƻ ǊŜŎŜƛǾŜΣέ but by the time it was altered and 

generations were raised with a scarcity mindset.  The information in this lesson will change your life 

by changing the way you view success. 

SUGGESTIONS FOR THIS CHAPTER: 

1. Read the entire chapter 
2. Review your own financial conditioning 
3. Raise your personal financial thermostat 
4. Teach others what you have learned 

 
BENEFITS: 

1. You and your team will set and achieve higher goals 
2. You will have a clear picture of what you want out of life 
3. You and your team will attain levels of success you never thought possible 


