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One of the main reasons businesses fall short in their delivery is due to incompetence
and/or poor hiring practices. CEO’s need to be heavily involved in the hiring process
because they understand the vision of their company and should know where to place
people with certain skill sets.

Business Executives should never say, “Hey, who’s the new person?” This indicates that
they are not taking on their leadership responsibilities, but rather they are in a
management position that doesn’t really know who is running their company.

I am heavily involved in the hiring process at Fully Accountable. I make this a priority
because whoever joins my team are going to be the ones representing the company day
after day. Clients build close relationships with my team, not me. The one’s you hire
become the voice and reputation of your brand, so it makes sense to take the time to do
it correctly.
 
I have managed over 1,600 employees, so I have learned many valuable lessons along
the way. This chapter is focused on the current hiring techniques that I use and examples
for you to apply within your company.



HIRING PROCESS OVERVIEW
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Throughout this chapter, I will go into further details on each step for your BEST hiring
practices! First let’s break down what I will be going over and which steps are essential
for you and your company.

Writing a Job Ad and posting it on Zip recruiter

INTERVIEW 1
Form Interview (send form interview to candidates that meet the criteria)

INTERVIEW 2
Assessment (send assessment to those candidates who meet the cr iteria)

INTERVIEW 3
Phone Interview (phone interview with Executive that oversees t he dept.)

INTERVIEW 4
In Person Interview with CEO or Cultural Leader

This model is designed so that you can really get to know the candidate before the actual
inperson interview. Hiring should not be a guessing game. You should have a pretty good
idea of the candidates’ strengths and weaknesses before it comes time to decide who is
the best option. The fact is that a lot of people just aren’t that great at interviewing. I have
seen some of the best interviewees end up being the worst emplo yees. I have also seen
some of the worst interviewees become great assets to my companies.

The point is, make sure you truly get to know them. By following these steps, you will gain
more insight, which will lead to better hiring practices.
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Who We Are
In the first paragraph, you should explain who you are as a company. Tell the potential
applicant the company name, what the company does (tagline), po sition available, and
who they are joining.

This paragraph should only be ONE sentence. You should be able to clearly identify the
company within one sentence. The applicant is responsible for researching further into the
company if they are interested in the position.

If the person you are interviewing only uses the information from a job ad, then that could
be a sign that they aren’t that serious about the position. Every reliable candidate should
know that researching a company is a main priority. They do not have to know every
detail about the business but they should understand enough to answer and ask
questions.

The second paragraph of your Job Ad should tell the potential a pplicant about the
company’s culture and environment. What is it like to work there? Think about why you
love your job and what makes your work environment unique, and fulfilling. Be sure to
include details about your work ethic.

Give them a link to your website to find out more information. This will make it easier for
them to understand your company and come more prepared to the interview. Also, it
gives your company credibility.

r

WRITING A JOB AD
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Are You?
The third paragraph of your Job Ad should identify 3-5 characteristics that you want in the
individual that you hire and form questions… are you? Do you? Think about the type of
person you want to hire, and the qualities you are looking for in that particular positon.
Also, include questions that will attract people with similar c ore values and vision.

Some examples include; do others describe yourself as a team pl ayer? Are you a team
player that can manage multiple tasks?

This is the point in the ad where candidates are asking themselves these questions and
deciding if this job will be a fit for them.

If You… But If…
In the fourth paragraph you will identify (If you...) followed by a sentence that reveals what
someone would hate about the position (if they are not the right fit) and (But if...) and
identify with someone who will love the job.

An example of this would be… if you hate being forced into lateral- thinking positionsyou’ll
hate working with us… But if you truly love a constant c hallenge… keep reading,
this is the job for you! Continue to describe what type of pers on would love this position.

Position
This will be a closing statement that is one sentence long that sums up the responsibilities
of the position. You should be able to clearly identify this role so that the applicant knows
a general idea what their responsibilities are.

Ideal Candidate
Near the center of your Job Ad, you will make a bullet point li st. This list should include
what the ideal candidate looks like to you. What do you want th e candidate to be good
at? What characteristics are you looking for? This job description is critical because it
starts with fundamental hiring and then becomes a road map to make sure our people
are positioned correctly.
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Skills/Requirements
This will be a bullet point list at the end of your job descrip tion. The bare minimum skill set
you require the applicant to have. This should include their level of education; the
knowledge of the programs you use in your business (if necessary); characteristics and
abilities required to be successful in the position.

Remember to tailor this job ad so that you are seeking culture. Understand what your
ideal candidate looks like and how they would fit into your comp any. If you eliminate
potential applicants because they do not feel they would be a g ood fit, then you made
your job easier.

You only want those who are really interested in your company and their ability to fit in and
succeed within it. Also keep in mind that this should be NO lon ger than 1 page and be
sure to keep the posting positive.
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WRITING A JOB AD
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Tips:
• Keep the job posting positive - steer clear of trying to eliminate candidates through negative 

parts of the job (Ex: If you hate; if you are not)
• Keep the post one page
• Do not list the day-to-day intricacies of the position - Your ideal candidate should not be an 

expert in excel. Your ideal candidate should know that excel is an amazing tool that allows 
business owners make real time decisions on their numbers and is not afraid to dive in and 
analyze the numbers on a daily basis.

• Focus on who you are as a company and who you are looking for culturally - You can test 
competence  

JOB AD
Entry Level Marketing Super Star
Fully Accountable, an industry leader in Untrapping Entrepreneurs and Training Teams for success 
is looking for a bright young marketer for immediate full-time hire to join a powerhouse team of 
rock
star entrepreneurs, ninja marketers, and operations gurus. Fully Accountable is a fun, fast paced 
environment of like-minded professionals looking to make a difference in the world. We collabo-
rate. We
laugh. We work hard every day. 
We are Fully Accountable - check us out here: fullyaccountable.com! Are you a fun and passionate 
person who believes anything worth doing is worth doing well? Do others describe you as a key 
player? Are you a creative thinker who enjoys marketing? Do you naturally take ownership and 
track details to completion?
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If you don't like getting uncomfortable or being forced into lateral-thinking situations - you'll
hate working with us... But if you're creative, hard working, truly love a constant challenge and
rapid growth...keep reading, because this is the job for you...
As our Marketing Super Star you will be responsible for the continual progress and
implementation of marketing projects.

Our ideal candidate: 
• Knows that it's the little tasks that keep a business up and running and enjoys working out 

the fine details;
• Is willing to jump in and solve problems and become the expert whenever needed;
• Is not afraid to try new techniques and offer insight to the business owners;
• Is hungry and highly motivated to work and will always give 150%, whether the task is 

picking up the mail, ordering office supplies, or launching a new marketing campaign.
• Likes to run down hill with a project, take chances, and own it to the very end!

• Bachelors degree is marketing, business, 
or equivalent

• Knowledge of social media;
• Strong writing skills;
• Desire to grow into a bigger marketing role;
• Follows through and gets things done;
• Willingness to take calculated risks;
• Ability to multi-task;
• Mindset to set goals and then take action 

to fulfill them;
• A sensei master of organization and 

management;

Skills/Requirements:
• Able to bounce back from 

constructive criticism with renewed 
dedication;

• Always learning, growing, and 
expanding your boundaries;

• Desire to be a part of something 
bigger than yourself;

• Is a naturally gifted communicator; 
and

• Works hard but likes to have fun 
while getting things done!



After you’ve sent out the job ad, you will prepare for the first round interview process. This
process includes an email sent out to the applicants with that you thought could be a
potential fit for your company. Let them know that they have been selected for a first
round interview with your company and restate the position that they applied. Also, give
them the link to fill out your form interview. The form interview should be about 10-15
questions that you would like to know before going to the next step of the interview
process.

Make sure you thank them for the interest in 
your company and if they have any
questions, please do not hesitate to call.

INTERVIEW 1: FORM INTERVIEW EMAIL
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FORM INTERVIEW QUESTIONS
1. What is your current position?

2. Describe a typical day at your current job - what do you do day to day?

3. Tell us your favorite part of your current position and why.

4. Tell us what you struggle with at your current position and why.

5. Why are you looking to leave your current position?

6. Please check off all the items that you have experience with.

7. Do you prefer to be micro managed or macro managed and why.

8. You are in a group project and the day before it is due the project is not completed. What 

do you do:

a. Do the project yourself

b. Call the team and delegate work

c. Nothing, you did your part

d. Wait for the leader to call and tell you what to do

e. Trust that everyone will get their part done by the time the project is due

9. Are you the most efficient worker or the hardest works?

a. Efficient worker

b. Hardest worker

10. Have you ever managed a team before?

11. Have you ever worked with virtual co - workers?

12. Do you prefer to make the process in which a project gets complete, or, do you prefer to 

take an already existing process and make it better and more efficient

13. If I could give you your ideal job, what would that look like. Please include the role, tasks, 

and anything else that would make you happy in that position.

14. What is your salary expectation?

15. What is one fun fact about you?
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Interview 1: Form Interview Email
Thank you so much for your interest in Fully Accountable! We love meeting new talent and
seeing what great ideas you can bring to the organization!

You have been selected for a first round interview with Fully Accountable for our open
Marketing Super Star position. As a Marketing Super Star you will be responsible for the
implementation of the various marketing initiatives in our organization.

Below is the link to the virtual interview. Please fill out all sections of the interview truthfully and
to your best ability. Once we receive your responses, a marketing ninja on our team will
review and be in touch for a marketing assessment.
If you have any questions along the interview process journey, please do not hesitate to reach
out and ask!

Thank you for your interest in joining the Fully Accountable Team! We look forward to your
answers.

Have a great day!

  

 

Rachel Scava
Director of Operations
330.940.1440 ext 2203
rachel.scava@fullyaccountable.com

EMAIL SEQUENCE
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You can begin this email by personally identifying the candidate. Congratulate them for
moving to the second round of interview and give him/her a link to the job assessment.
Give the candidate a deadline to complete the assessment and th ank them again for their
interest in the company.

This step in the interview is meant to test their skills and se e if they perform well in the
areas they stated in round one. Make sure you tailor these questions to somehow
correlate with round one. They should not be the same questions reworded. The first
round are general questions and the second round should directly relate to the position
and reveal more about the candidate.

You should ask them about 4-5 questions that will reveal certain things about their taste;
the research they’ve done; application & critical thinking; and process. For example:

INTERVIEW 2: TESTING INTERVIEW EMAIL

TASTE
What do they believe is a good (like their favorite website) a nd why

BONUS CHAPTER
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RESEARCH

APPLICATION & CRITICAL THINKING

PROCESS

did they review your website, can they identify your competitors,
and do they understand what your business does?

can they apply what they researched to a project?

can they develop a process for a project that someone else can follow?
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Please answer all the following questions completely. Please send your responses back in a
word document to: rachel.scava@fullyaccountable.com. If you have any questions, please
do not hesitate to ask!

1. Please tell me what your favorite website is and why it is your favorite website.

2. Please research Fully Accountable and let me know who our 3 biggest competitors are
and why.

3. You are managing our Fully Accountable blog; what are 5 Blog Post titles that you
believe are relevant and why.

4. You are using an outsourcer to design an ad for an event swag bag for Fully
Accountable. Please give them instructions on what you want them to design.

These are sample questions. 
What is being tested in each of these questions:

1. Taste: what do they believe is a good website. Can they articulate why they believe this.

2. Research: did they review the website and can they accurately described who our
competitors are - do they understand what your business does.

3. Application & Critical Thinking: Can they apply what they researched to a project.

4. Process: Can they develop a process for a project that someone else can follow.
I alternate question 3 & 4 all the time depending on what type of work needs completed.

 TESTING
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Interview 2: Testing Interview Email 
Good Afternoon Craig!

Congratulations, you have moved on to the Second Round Interview of our Hiring Process.
Please complete the following Accounting Assessment as the next step in our interview
process.

You may find the assessment here: https://form.jotform.com/60915919945166

Please complete this assessment by end of day Thursday (72 hours) Once we receive, your
assessment will be reviewed by one of our accounting ninjas and if your responses meet our
criteria, we will reach out for a telephone interview.

We thank you for your interest in Fully Accountable. If you have any questions, please do not
hesitate to reach out and ask.

All The Best,

Rachel Scava
Director of Operations
330.940.1440 ext 2203
rachel.scava@fullyaccountable.com
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Many companies go straight to phone interviews once they’ve sel ected candidates that
look good on paper, but often times they do not go as well as they’d hoped. This could
be because they simply aren’t qualified for the position; or they do not really know what
they are applying for, which is why it so important to have a job description. However, a
job ad is only one page of information that you hope they’ve read before the interview. To
avoid awkward phone conversations and wasted time, you should start the hiring process
with a form interview and an assessment test.

Once those are completed then it is time to send out an email to a very hopeful
candidate. This email should address him/her and state that you’ve reviewed their
assessment test. Now you tell them your company feels that coul d be a good fit and
would like to set up a phone interview. You should also recap some requirements of the
position and what see as an ideal candidate for your company.

At the end of the email, set up a link to your calendar and hav e them pick out their
soonest availability. Express how you are excited to chat with them and looking forward to
the interview.

INTERVIEW 3: PHONE INTERVIEW EMAIL
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Interview 3: Phone Interview Email
Good Afternoon Lisa!
I hope this email finds you well! After review of your Virtual Interview and your Marketing
Assessment, we believe that you may be a good fit for the open Staff Accountant position
within our organization, Fully Accountable (fullyaccountable.com).

We are looking for a vibrant personality, with creative and critical thinking skills, who likes to
work hard and understands the small business.

As a Staff Accountant you will be responsible for helping clients know their numbers so that
they can make better business decisions and get back time, money, and resources to grow
their business! You will be a part of team of accountants who handle various aspects of
accounting for the Organization's clients. As a Staff Accountant, you get the great pleasure of
working directly with business owners in various industries all over the world!

I would love to setup phone interview with you where we would go over the position and how
you may be a fantastic asset to the team.

Here is a link to my calendar: (calendar link). Please find a time that is convenient for you. I am
excited to chat with you!

         
  

Rachel Scava
Director of Operations

330.940.1440 ext 2203
rachel.scava@fullyaccountable.com
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INTERVIEW 4:
CONFIRMATION EMAIL OF 
FINAL CEO INTERVIEW EMAIL
Finally, if you feel that the conversation is going well in the phone interview, set up an
inperson interview. By now, you should have a pretty good idea of who this candidate is
and be able to identify specific examples of why you feel they c ould be a good fit.
If you are in an executive position and are responsible for the hiring, then this will give the
other leaders on your team plenty of insight before the in-person interview. The interview
should include the CEO of the company. Like I stated previously, the CEO should never
ask, “Who’s the new person?” CEO’s are the vision of the company, and they need to
make sure the new members of the team share the same vision and mission.
This email should confirm the interview with the CEO, along with the address of the
interview.
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Interview 4: Confirmation email of final CEO Interview

Good Afternoon Lisa!

Thank you for taking the time to chat with me. I wanted to confirm your interview with our
CEO, Vinnie Fisher, on May 13, 2016 at 1 pm. We are located at:

2680 West Market St
Fairlawn, Ohio 44333

If you have any questions between now and then, please do not hesitate to reach out and
ask!
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