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Manager's Recruiting Toolbox
Intranet-Hosted Recruiting Tools and Templates

Save time and money by leveraging practical, manager-tested tools and templates and vetted vendors to help 
you attract, recruit, interview, select, sell, and on-board the people you need.

Tools and templates are branded with your logo, are built for immediate use by your Hiring Managers and 
Interviewers, and are hosted on your intranet or Sharepoint site.

Perfect for start-up and medium-sized companies with a small or no HR/recruiting department. 
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Manager's Recruiting Toolbox
Sample Tools and Templates

The tools and templates you receive will be branded with your logo and fully editable by you.  The documents 
will be in MS Word and the sample emails will be delivered as plain text ready for copy/pasting into your 
networking/sourcing emails, schedule confirmation emails, candidate decline emails, and new hire welcome 
emails. 
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Candidate Info 
 
Candidate Name:      Job Considered For: 
   
Interview Date: Interviewer Name: 
  

Introduction 
 
Welcome.  My name is [name] and I am a [job title] here at Company; I’ve been here about [number] years. I’d like 
to spend some time learning more about your past experience and current skills.  I’m going to be asking you for very 
specific examples that demonstrate your abilities and help me see how well your prior experience could be applied 
here. I’m also going to ask you to demonstrate some of your skills for me during the interview; nothing too 
uncomfortable, I hope.  No trick questions, either.  I am going to take notes while we talk. Towards the end of the 
interview you can ask me questions about the job, the company, or anything else.  OK? 
 

Interview 
 

Question: 
Start by summarizing 
your responsibilities 
in your current/last 
job; just the 2 minute 
overview to start, 
please.  
 
Follow Up: 
Why are you 
interviewing?  What 
do you hope would be 
same/different here, 
with this opportunity? 

Role: 
 
 
 
 
 
 
 
 
Needs/Motivation: 

! Realistic Claims. 
! Concisely describes 

their work and 
their role.  

! Honest?  Get 
specifics.  

 
 
 
! Realistic about 

opportunity?  Will 
they find what 
they need here? 

 
Question: 
Please walk me 
through one of the 
biggest 
accomplishments you 
made while at 
[company].  I’m 
specifically interested 
in hearing about 
something related to 
[core focus area]. 
 

Follow Up: 
What was the goal? 
What made it so 
challenging?  What 
resources did you 
have available?  What 
was your specific role 
vs others?  What were 
your results?  What 
did you enjoy – and 
dislike - about this 
work?  

Specific Role/Contribution: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

! Do they have 
experience 
succeeding in an 
environment like 
this? 

! Does their 
accomplishment 
match their level? 

 
Did they demonstrate 
key behavior standards 
needed for success in 
this job? 
! [Insert Behavior] 
! [Insert Behavior] 
! [Insert Behavior] 
 
 

 

1 

2 

Background 

Can they 
achieve 
results 
here? 

 

Interviewing Guide 
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Job Posting Template 
Senior HR Business Partner  
 
Are you progressive, creative and aligned with your business?  
Are you considered a strategic consultant by your internal clients?  
Do you want to move into a challenging, high impact role with a leading technology company? 
If so, we’d like to hear from you 
 
Why Company? 
Company is the global leader in e-commerce, with more than 40 million customers around the world.  
We’re a profitable, entrepreneurial, growing company, that’s known for innovation and high standards.  
Our employees are builders and problem solvers, who are expected to think big while keeping their eyes 
on the details that drive customer satisfaction.   
 
We live our core value of hiring and retaining top talent.  The recruiting culture is aggressive, the 
performance bar is high, and the need for great people programs expands each year.   This is where you 
come in.   
 
We need Sr HR Generalists who can drive the strategic and tactical people efforts required to make their 
business successful.  In return, we offer you the opportunity to impact a fast paced, high-ownership 
company, that’s making significant investments in its global people programs, tools, and systems.  
Additionally, you’ll enjoy the benefits of working in a relatively flat organization, where you’ll own the 
relationships with the executives you support.   
 
Your background 
Company depends on its HR generalists to meet its business goals, and will look to you to improve the 
ROI from our programs, while finding ways to innovate for our employees and customers.  To be 
successful, you need to have…   

! 7+ years progressive experience developing, implementing, and measuring HR programs and 
guidelines that support your company’s business objectives 

! A Bachelor’s degree and PHR; MBA and SPHR preferred 
! Expertise in performance management, compensation, employee relations, organizational 

development, and related areas 
! Exceptional business acumen, with experience presenting to – and influencing – senior business 

leaders; must demonstrate an ability to identify appropriate, business aligned people strategies 
! An analytical approach to problem solving 
! Experience designing and project managing successful people programs  
! A track record of innovation  

 
Seattle 
These positions are based in beautiful Seattle, Washington at Company’s world headquarters.  An 
excellent relocation package is available.    
 
Next Steps 
Amazon is aggressively recruiting top HR professionals from around the country.  If you’re interested in 
learning more, or being considered for one of these key positions, email your resume and a short cover 
letter, outlining 1-2 key accomplishments that you believe are relevant, to kreynolds@Company.   
 

 
Candidate Closing Worksheet 
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