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Pre-Steps
1. Identify a position of need
a. Situational analysis – Identify leadership gap
b. Engage in prayer and discernment process
c. Clarify current and future Org. charts
d. Answer mission critical questions.  E.g.:
i. Do we really need another paid hire or are their alternatives?
ii. How will this hire, specifically, move our mission forward?
iii. How will this hire affect the overall team dynamic?

2. Create a job description and detailed job profile
a. Clarify the wins
b. Define areas of responsibility
c. Preferred qualifications and attributes
d. Character and behavioural expectations 
e. Working conditions – hours, office environment, etc.
f. Salary range
g. Church profile – Communicate culture and values of the church and explain how this position relates to the rest of the team
h. Create Leading From Your Strengths “Position Insights Profile”

3. Search for the right candidate
a. Create search team and clarify their role
b. Determine timeline for search process
c. Update website (www.wmbcstaffsearch.com)
d. Promote internally 
i. Sunday morning, social media, etc.
ii. Discern if there are any potential internal applicants in the Leadership pipeline
e. Promote externally 
i. Post job offer on relevant sites and publications
ii. Reach out to key network connections for referrals
f. Determine who will be communicating with applicants through the process

12-Step Screening process
1. Application form/Resume 
a. Create questions based on the necessary criteria for the role and weight each response on a scale of 1-5 when reviewing them.
b. Include question or expectations related to Safe Place Policy.  Background check can be completed later, but they should declare anything that might show up at this point
2. Phone interview – With Supervisor or HR manager
a. Clarify understanding of job description to ensure that they are well aware of what they are applying for and what is required
b. Confirm basic aspects of the potential employment, such as salary and working conditions
i. E.g. “Are you comfortable with the salary amount listed  or is this something you are hoping to negotiate if you are offered the position?”
c. Get permission to contact references, both listed and unlisted
i. Record any requests that current employers be contacted later
3. References 
a. Talk to listed references, as well as others whom they may not have listed.
b. Ask about strengths and weaknesses, ability to work on a team, experience with building teams and developing leaders, as well as any particular items needing to be explored further from the prior phone conversation with the applicant.
4. Leading From Your Strengths assessment
a. Compare to Position Insights Profile
b. Consider adding further tests, such as aptitude or spiritual gifts, in the future
5. Interview #1 – Panel Interview
a. Include staff, board, and volunteer representatives 
b. This interview will be focused on their past experience (“Topgrading” interview), as well as the specific requirements of the role (i.e. “BFORs” – Bonafide Occupational Requirements) 
c. This interview will also include time for them to ask us questions that help them determine if they're the right fit
d. Have each panel member score the individual answers and tally them up
6. Role-based exercises
a. Create various job-related tasks so that you can see the applicant in action
b. Review performance and ask follow-up questions during interview #2
7. Interview #2 – Second panel
a. Include different people on this panel (Ministry Supervisor remains)
b. Review previous exercises from step 6
c. Ask scenario-based questions
d. Address any discrepancies that were revealed through their Leading From Your Strengths assessment
8. Interview #3 – Peer interviews
a. Provide applicants with 20-30 min to sit down with and interview their potential peers (choose 2 staff members that would do well in this scenario).  
b. The primary purpose is for the applicant to learn about the culture of the workplace from a difference source
c. Secondarily, the staff members can ask a couple of questions of the applicant as well.  Train staff in advance of what they can and cannot ask legally
9. Meet the Team
a. This will be an informal time to connect relationally with the applicant and their spouse (if applicable). The entire Family Ministry team will be present here, with their spouses as well. This is a final chemistry test
10. Final reference call
a. [bookmark: _GoBack]Contact their current employer if you weren’t able to earlier
11. Criminal Background check and Child Abuse Registry check
12. Offer and Onboard 
a. If everyone is feeling good after a final review of the whole process with our search team, the individual will be offered the job.
b. Supervisor makes the call to offer.
c. This is the final opportunity for the candidate to take a few days to pray and discern whether or not this is the right position for them
d. Create custom orientation process for each position
i. What will they do in their first week?
ii. What will they need to know in their first 3 months?
iii. Who needs to lead each area of the orientation plan?












