
Revealing the Hidden Secrets of the 

Employee Screen Process– How to sail through 

the process and Get on the MUST-HIRE List!

Presented by Bob McEachnie 

Wednesday, October 27, 2010 at 

1:00 PM at GTAR Building, 2918 W. 

Kennedy Boulevard in Tampa.

Uncover the HR Screening Process and all the Checks, 

Why HR uses Pre-Tests and More Tests and what you can do to pass.

Resume Screening/Parsing Software – What to do?

What HR is looking for in a Phone & Any Interview, 

Dealing with your background.

What to Negotiate.









Competencies that Employers Seek

Communication

Critical Thinking

Ethics

IT Knowledge

Leadership

Financial

Change Management

Self Managed Learning

Product / Process Knowledge

Technical Knowledge

THIS IS VERY IMPORTANT



Recruiting Process Flow Map 

HM represents Hiring Manager

RM represent Recruiting Manager

HR represents Human Resources 

This does not mean there is an open position.

Twitter is a good place to view discussions on hidden 

job market. 
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Notice that the posting of the open position has no bearing

on the strategy they will use to fill the open position.
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This is a good time to search for an internal employee willing

To sponsor you. 

Also a good time to send resumes directly to hiring manager and

CEO.
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This is also a good time to search for a employee referal and 

send your resume directly to HM or CEO.
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So adding a bunch of keywords in white at the bottom or separate 

standing won’t trick the system.
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1. Submit your resume in a text format. Stick to MS Word.

2. Don’t use graphics at all on resume that are electronically submitted.

3. Don’t forget your address and complete contact information.

4. Don’t use Word’s header or footer to place info. Outside scan.

5. Stick to standard layouts. So use the cool stuff directly or paste. Use text for 

extraction.

6. Use conventional spacing – no special characters. 

7. Use reverse chronological order rather than functional.



Recruiting Process Flow Map 
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HR represents Human Resources 

How to stand out in the Candidate Ranking Process

1. Tailor the resume specific to the job. Use the keywords they use.

2. Learn to read the qualifications and list the must haves high in the resume

3. Incorporate the keywords into the body of your resume.

4. Understand resume fatigue. Avoid look-a-like formats.

5. Get your resume in early.

6. Use a multi-pronged approach: direct applications, networking, cold calling, 

and relationship building.
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A number of interviews may occur: Be more professional at each. Do more

Research on the company – 30/60/90 Plan, Ask more questions.
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Tests

Competency models are used to identify knowledge, skills, and/or 

abilities needed to perform a certain duty within an organization. 

These competency models are industry specific to make sure the 

best candidate is chosen for the position. The models also help 

define positions for succession planning.

For basic logic, math  and grammar use the Wonderlic Test.

Leadership or Team test may be given.

General personality tests may also be given.
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Employment Verification

Education Verification

Professional Certifications/Associations Verification

These 3 verifications may occur prior to bringing in the candidate for 

Interviews.
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