








































 
 

 
 

1. Five Components of Great Employee Engagement – How to Achieve It 

2. Managing Multiple Generations in the Workplace 

3. Workplace Boundaries/Etiquette – Working Through Workplace Scenarios 

4. HR Metrics – Measure What You Treasure 

5. Hiring and Onboarding Great Talent 

6. Communicating and Documenting Performance 

7. Top 10 HR Issues Identified and Resolved 

8. Employee Handbook – The Must Haves 

9. Why Is This Person Still Working Here? 

10. Powerful Presentations 

 

Other Important Assistance Requested 

1. Team Building 

2. Leadership Strategic Planning Facilitation 
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Employee Recruitment Checklist 

• Job Description  
o Create and/or revise 

• Benefit Summary Sheet 
o Create and/or revise 

• Job Advertisement (Internal vs. External) 
o Create and/or revise 

 Internet Job Boards - livecareer.com, glassdoor.com, jobinventory.com, 
simplyhired.com, indeed.com 

 Newspaper publications via online 
 Kansas Job Link (Kansas Workforce Center) 
 Professional Associations (websites and/or periodicals/publications). 
 Social Media 
 Email Distribution Lists 

• Review and Screen Candidates 
o Organize them into tiers according to qualifications: 

 Top Tier – Qualified, Great Work Experience 
 2nd Tier – Qualified, Adequate Work Experience 
 Lower Tier – Not Qualified 

• Conduct Phone Screens 
o Prepare phone screen questions – Conduct on top tier candidates 

• Job Applications 
o Top candidates will complete detailed applications 

• Interviews  
o Develop questions for the interview in advance 
o Keep notes on all candidates that are interviewed 

• Background Checks* 
o Criminal – KBI and/or Multi State Search 
o Education Verification 
o Employment Verification 
o Professional References 
o Credit Check 
o Motor Vehicle Record 
o Drug Screening (May be coordinated with HR Partners through a third-party 

provider) 
• Assessments* 

o On-line assessments offered through Profiles International 
• 2nd Interview and/or Job Shadowing 
• Verbal Offer to Top Candidate contingent on passing pre-employment screening process 
• Job Offer Letter and/or Employment Agreement 
• Phone Calls/Emails to Candidates Not Selected Advising Position Has Been Filled 
• New Hire Paperwork (E-verify); New Employee Orientation and On-boarding schedule for 

90 days 
 

*HR Partners can assist at an additional cost. 
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