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Stakeholder Alignment

Questions for stakeholders
After you understand the role, consider
posing these additional questions to your
key stakeholder(s) to ensure you’re all on
the same page:

Stakeholder alignment
questions to start strong
Surprises can be wonderful, but not when it comes to recruitment.
The more you know about what your clients and stakeholders expect,
the smoother your entire placement process will be. From the nuances
of the role to the complexities of team dynamics, there is a lot of
information to manage when you start a new assignment.
The best place to start is always at the beginning. So before we delve
into the depths of this ebook, here are some questions to organize
your initial role conversations with your stakeholders to ensure
everyone is on the same page before starting your hunt.

1 How long has the job been open?
2 What is the bill rate?
3 If I found an ideal candidate but they 		
were over budget, would you still want
me to present them?
4 Walk me through the interview process:
How many rounds, will it be in-person
or via telephone, and who is on the 		
interview panel?
5 What does the applicant submittal 		
process look like and to whom should
I submit candidates?

Questions for the Human
Resources Manager:
1. May we contact the hiring
manager?
2. Do you prefer we submit
resumes directly to HR or
within a given system?
3. What are your must-		
haves and your nice-tohaves for this role?

Questions for the Hiring
Manager:
1. Are there any other 		
influencers or decision
makers involved in process?
2. If we found you the perfect
candidate, how fast can you
move?
3. What are your expectations
of your team members?

Questions for the Vendor
Manager:
1. If I find an ideal candidate
who is over budget, should I
still submit them?
2. Can I submit candidates that
don’t exactly meet criteria?
3. What is the maximum 		
number of candidates that I
can submit?
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Job Writing Techniques

Gather the job information you
need before you post

Job writing techniques to
hook quality talent

When you post a job on LinkedIn (or anywhere, really), you need certain
information. Gather it beforehand to save time and use this template to help.

The competition for talent is fierce, and you win by bringing authenticity
and originality into your job descriptions. Playing job descriptions safe
will leave your roles unnoticed by the talent you’re looking to attract.

Job function:

Employment type:

Industry:

Seniority level:

Skills:

The good news is that if you understand your client’s unique business
culture, differentiators, and talent goals, you have the raw material you
need to write exceptional job descriptions. You’ll know you’ve landed on
your final draft when you can picture your ideal candidate reading the
description and exclaiming, “That’s me!”

Education:

Experience level:

Key responsibilities:

Company description:

3 simple ways to ensure your jobs stand out
Advice from Lou Adler, CEO, The Adler Group

1

McFrank and Williams recruitment ad agency in
New York City knows the importance of writing job
descriptions that stand out.

Work with your client to identify
what makes the role unique.
It’s not enough to communicate
what the role requires, you must
also convey its primary appeal.

2

Determine why someone would
be intrinsically motivated to
perform the role and incorporate
that reason into your messaging.
If you’re not sure what would
motivate a person to naturally do the
work required, ask someone doing
it now.

3

Tie the role into the company
mission, values or major project.
This can be called job branding: It
elevates the importance of the job
by linking it to a greater purpose.

Get started with a Job Post on LinkedIn
6
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Job Writing Techniques

Job Writing Techniques

Office Manager
San Francisco Bay Area

Add a personal
touch with your
LinedIn profile

•

Assist with managing all Bay Area team and company events.

•

Manage special projects and assignments for various needs
throughout the year.

•

Lead and assist with event planning including meeting set up,
catering as needed.

•

Job description

Share what’s in it
for the candidate

ability to meet deadlines.

This innovative company is looking to add a bright,

•

Proven ability to manage projects, work under pressure.

resourceful, and organized Operations Analyst/Office

•

Use initiative and judgment within established guidelines.

Manager. You’ll be at the center of the team’s operations.
This position requires initiative, attention to detail, ability
to learn quickly, ability to manage internal and external
relationships, ability to work with senior executives, and
superb communication skills. This is an ideal position for

Describe what the
person will achieve

a smart, motivated individual who is passionate about
delivering strategic value and work in a high powered,
collaborative environment. You’ll look to ace your core

Job posted by
Spencer Mellon
San Francisco Bay

Desired Skills and Experience
Explain what a
successful candidate
looks like

•

2+ years of administrative experience.

•

You have demonstrated project management skills and ability to
drive programs independently.

Send Inmail

•

company (and your career!) forward.

On any given day, you’ll be doing
one or all of these things:
•

Create new processes that have the operations of the
office in top notch shape and streamline the efficiency.
(ie ordering supplies, meals, managing requests)

•
Add some humor!

Field various requests and inquiries from team
members, and help them problem solve.

•

Greet visitors and serve as host for all guests to the
office.

•

Mange our vendor for daily catered lunches for the

You use data whenever possible to drive your decisions, you
are strong analytically with the ability to translate data into action

responsibilities while taking on new projects that move the

Clearly communicate
daily tasks and
responsibilities

Organize, prioritize and coordinate multiple work activities with the

Industry
Computer Software and
Information Technology
and Services

planning.
Position company
challenges as skills

Employment type
Full-time
Experience
Associate
Job function
Administrative

Highlight soft-skills
to ensure culture fit

•

You thrive on making order out of chaos.

•

Able to efficiently manage and prioritize multiple projects
simultaneously.

•

Comfortable with giving and receiving feedback.

•

Ability to be flexible in response to changing priorities and needs.

•

Outstanding written and oral communication skills.

•

Incredibly bright, high-energy individual, with a passion to learn and
contribute.

•

You are highly collaborative and team oriented.

•

You have experience working with remote teams.

•

You work well with little direction but know when to ask for help and
keep your team informed.

office, no person shall be hangry!
•

Keep the office well stocked at all times. (snacks,
supplies, swag)

•

Bring order to the office by ensuring cleanliness and
organization in all areas.
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Job Writing Techniques

Head of Business
Development & Operations

Add a personal
touch with your
LinedIn profile

Bangalore

•

with internal stakeholders in the Operations, Logistics and Finance
teams at the company.
Meet and exceed
aggressive quarterly
sales

Job description

Execute on a range of partnership opportunities in India while working

•

Meet and exceed aggressive quarterly sales and market growth targets.

•

Maintain a rolodex of relevant networking contacts within the mobile
distribution and carrier space.

•

Prepare and give periodic reports to senior management regarding
progress and roadblocks in hitting sales and market penetration targets.

Be the vital link between your company and its partners. As
a Business Development & Operations Manager, you will
Call out key skills upfront to attract quality
candidates

leverage your business savvy and deal-making skills to target
key distributors in our effort to set up a global distribution
network. Your responsibilities will include defining key
distribution markets and driving business relationships with a
wide network of mobile and electronics distributors.
The ideal candidate will have a strong ability to think

Explain what a
successful candidate
looks like

strategically and analytically about business opportunities,
and a demonstrated track record of cultivating complex
partnerships with a lot of moving pieces. A keen sense of
ownership, efficient execution, and scrappiness is a must.
We’re offering the right person a once in a lifetime opportunity
to play a key role in building the next big global technology

Showcase company
aspirations and goals

Desired Skills and Experience

Job posted by

company. We’re still at the ground floor, with infinite

Jenna Lee
Shenzhen City

Send Inmail
Industry
Internet
Employment type
Full-time

•

8+ years of business development and sales experience in India.

•

Experience with establishing and maintaining business relationships at
partner companies.

•
Highlight soft-skills to
ensure culture fit

deeply proactive approach to meeting and exceeding goals.
•

Ability to combine business, strategy, finance and legal concepts to
structure multi-faceted deals and to work with a spectrum of partners.

•
Distinguish musthaves versus “nice
to have”

Strong verbal and written communications skills are a must, as well as a

Previous experience working with mobile carriers, online and offline
distributors, and e-commerce platforms is a plus.

•

Fluency in English is a must. Ability to communicate in other languages
is a plus.

Experience
Director

challenges. Getting in now gives you access to dramatically
impact the future direction of this promising company.

Job function
Business development

Responsibilities
•

Identify and target prospective partners and effectively
communicate the unique value proposition the company
brings to each partner.
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Job Writing Techniques

With LinkedIn, never write a job
post from scratch again

The journey of a LinkedIn Job Post

As you fill in the job title and industry for a open role, LinkedIn uses
network data to recommend top skills and educational requirements
to include in your job description. You won’t have to worry about
researching the skills necessary to attract the right talent; our data
scientists will do the work for you. The result: You’ll cast the perfect net
to catch the best candidates, every time.

Jobs on LinkedIn don’t just sit and wait for applicants, they go out
and target the most qualified talent. Passive talent may see wellsuited open jobs on their LinkedIn homefeed, in their email inbox, or
on the profiles of their connections.

Did you know?
Over 50% of applicants on LinkedIn are driven through Jobs You May Be
Interested In, not through active job searching. This means LinkedIn lets
you reach applicants that aren’t accessible on traditional job boards.

12
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Job Writing Techniques

The advantage of posting jobs
on a social network

Little-known tips for success
with LinkedIn Jobs

Data doesn’t lie
When talent discovers a job opportunity with real life relevance to
them — perhaps because they are connected to an employee at the
company or have been following the company on LinkedIn — they are
much more likely to learn more about the role, apply, and become longterm employees.
LinkedIn’s social network data surfaces relevance between talent and
organizations to make job posts more compelling and more personalized
than your typical job board could ever do.

Talent familiar with an organization is:

95%

40%

40%

more likely to respond to an

more likely to apply

more likely to stay at the

InMail about an open job

to a job opening

organization after the

01

Hit “refresh” on your job post every day so it appears recently
posted and at the top of candidates’ search results. It’s tough
to motivate candidates to apply to a job that says it was posted
a month ago.

02

Select your job title from the drop-down menu to ensure the job
is accurately promoted.

03

		
Cast a wide net by selecting up to 3 industries and functions
per job post.

04

		
Bold and bullet point the most important aspects of your job so
candidates can quickly glean key information.

first 6 months

14

*Source: LinkedIn data, 2016
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Savvy Sourcing Strategies

6 Savvy tricks to keeping your pipeline
healthy and engaged

Savvy sourcing strategies to
decrease time-to-hire
Sourcing is one of the most challenging aspects of your job, but it can also
be the most fun. It’s a time when you tap into your networks, explore new
channels to engage quality talent, and match great organizations with the
talent they need to thrive.
If you’re feeling burned out by the sourcing process, remember the words of
Barbara Bruno, Founder of HR Search, Inc.. Barbara believes the difficulty in
finding quality candidates “is actually a good thing for staffing and recruiting
professionals. If it was easy to find great candidates, there would be no need
for your services.”
Embrace the challenges of sourcing and use the tricks in this section to help.

Your best resource as a staffing recruiter is your network. From rising
stars to seasoned professionals, your network gives you access to
individuals who may become your next great placement. Here are a
few ways to continue growing and nurturing your network:

Remember that talent knows talent. For every person you place, ask them 		
for an introduction to people with whom they’ve enjoyed working. Keep the 		
cycle to continue growing your network with quality talent.
Post jobs on your LinkedIn Company Page. Your followers are waiting to learn 		
more about open job opportunities, so posting jobs to your Company Page 		
should be the first place you start.
Discover new channels where talent hang out. Ask your newly placed 		
hires which blogs and communities they use to stay sharp in their fields. Join
the conversation to meet new potential candidates.
Set engagement reminders. With LinkedIn Recruiter or your calendar, set 		
a timed reminder to reach back out to candidates with whom you want to stay 		
connected. For example, set a reminder to comment on a LinkedIn status		
update of a potential candidate every 30 days or so. It’s enough to			
keep a feeling of connection without going overboard.
Ask colleagues to share jobs on LinkedIn. As a recruiter, you have a powerful 		
network of potential candidates. Just imagine the power ofyour colleagues’ 		
networks.
Think personal. When you engage a potential candidate in your pipeline,		
connect on a professional and personal level. Don’t just ask what 			
they want to do in a year, ask them about their dream job. How can you share 		
a bit about yourself too?

16

17

THE STAFFING RECRUITER’S TOOLBOX

THE STAFFING RECRUITER’S TOOLBOX

Savvy Sourcing Strategies

Savvy Sourcing Strategies

4 New LinkedIn Recruiter tricks
to help you source smarter
With access to 450+ million professionals in LinkedIn Recruiter, whittling
down search results for the perfect hire involves scouring through a lot
of names, faces, and qualifications. These 4 new and game-changing
Recruiter features will simplify the process and help uncover the quality
talent you’re after.

2 Use your client’s top performers to guide your search
Have you ever been asked to hire someone “just like Sarah from sales?” What
about find someone who is “50% Mario from marketing and 50% Devon from
design?” Sometimes, it’s easier for clients to describe who, rather than what,
they’re looking for.
Simply enter the name of an individual into the search bar, and Recruiter or
Recruiter Professional Services will build a search based on his or her profile
data and uncover similar talent.

1 Find candidates raising their hands for new opportunities
Did you know 90% of talent on LinkedIn are open to new opportunities? Now you
can see job seekers who are proactively looking for a new role and prioritize them
in your outreach. These open candidates are 2x more likely to respond to your
InMail messages on LinkedIn.
After you run a search in Recruiter, find open candidates by clicking the spotlight
called “open to new opportunities.” When you hover over an open candidate’s
profile summary, you’ll see details on roles they’re interested in, their willingness to
work remotely or relocate, their available start date, and more.

18
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Savvy Sourcing Strategies

Savvy Sourcing Strategies

3 Find fresh faces by hiding profiles you’ve already viewed
When you’re sourcing for a new placement or building out your pipeline, scanning
through hundreds of profiles can take a mental toll. Faces and names start to blend
together. Save yourself the time and effort by filtering out candidates you have
already viewed.

4 Find the most qualified candidates for every role
Recruiter has dozens of search parameters to help you drill down to the perfect
list of potential candidates. One recently added filter is for U.S. Military Veterans,
which helps you source amidst the more than 2.2 million LinkedIn members who
have served in the U.S. military.

The new ‘Hide previously viewed’ search filter allows you to quickly remove those
profiles you’ve visited within a 3- or 6-month timeframe.

20

21

THE STAFFING RECRUITER’S TOOLBOX

Check-in Tips

Post-placement check-in timeline

Check-in tips for happy
clients & candidates

Week 1 of new placement
Check in with new hire:
Congratulate them on making it
through their first week and ask
them how it went.

Once you’ve successfully placed a candidate, take a moment to
celebrate! Despite strong competition for talent, you managed to pair the
right person with the right opportunity.
When the celebration is over, make a plan for checking in with your
client and newly placed hire to make sure everyone is satisfied. If you
can make an onsite visit, great. If not, a call or an email works well too.
Every business is different, so tailor these recommendations to what
makes the most sense for your business.
Read on to find a simple game plan to ensure you’re actively engaging
your clients and candidates post-placement, addressing any concerns
and investing in your relationships with clients.

Check in with hiring manager /
HR manager:
If you have a relationship with the
hiring manager, ask them how the first
day went.

Week 3 of new placement
Check in with new hire:
After a few weeks, the new hire will
begin to acclimate to their peers and
new environment. Take a moment
to reach out and make sure they are
feeling confident in their new role.

Check in with hiring manager /
HR manager:
Send a quick note to make sure all is
running smoothly with the newest team
member and the client feels satisfied.

Ongoing, monthly check-ins
Check in with new hire:
By this point, the new hire should feel
fairly settled into their role. Reach out
to touch base and share some of the
positive words you’ve heard about
them from their hiring manager (only
share the truth!).

22

Check in with hiring manager /
HR manager:
Aim to come onsite and grab lunch
with your client. Ask for feedback on
the placement process and make sure
the client is looking forward to working
together soon.
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Check-in Tips

Bonus:
Share with your client!
Ongoing check-in template
with hiring manager

Be true partners to your clients by sharing the latest news and trends in
talent acquisition with them. Here are a few resources to bring along and
share with clients in your next meeting:

How are you feeling about your newest addition to the team?

How has your new hire impacted your team dynamic?

Global Recruiting Trends 2017

Industry Reports 2016

LinkedIn Talent Solutions Blog

What you need to know about
the state of talent acquisition

Exclusive LinkedIn candidate
data sorted by industry

Your source for remarkable
recruiting strategies, tips and trends

Talent Trends 2016

30 Essential Behavioral
Interview Questions

What would you like to change about how we work together next time?

For temporary placements, what constructive feedback can I share with the
new hire?

24

Data on how job seekers want
to be recruited

The most popular questions to
screen for soft skills

25

THE STAFFING RECRUITER’S TOOLBOX

THE STAFFING RECRUITER’S TOOLBOX

About Us

About Us

About LinkedIn Talent Solutions
LinkedIn Talent Solutions offers a full range of recruiting solutions to help
organizations of all sizes find, attract, and recruit the best talent.
Founded in 2003, LinkedIn connects the world’s professionals to make them
more productive and successful. With over 450 million members worldwide,
LinkedIn is the world’s largest professional network.
Give us a call at 1-855-655-5653.
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Subscribe to our blog
talent.linkedin.com/blog

See our videos on YouTube
youtube.com/user/LITalentSolutions

Check out our SlideShare
slideshare.net/linkedin-talent-solutions

Products and insights
talent.linkedin.com

Follow us on Twitter
@hireonlinkedin

Connect with us on LinkedIn
www.linkedin.com/company/1337
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