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Appendix A: Templates to
Use When Hiring Geeks

That Fit
All the templates are here, so you can refer to them as you read.
In addition, all the templates are available in a handy pdf on my
site, Templates. Please do download a copy of the templates and
use them.

http://www.jrothman.com/about/templates/
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Hiring Strategy Template

Hiring Strategy Template



Appendix A: Templates to Use When Hiring Geeks That Fit 27

Job Analysis Template

Job Analysis Worksheet
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Job description Template

Job DescriptionTemplate

Job Ad Template

Job Advertisement Template
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Phone Screen Script Template

Job Position: Yes ____ Maybe ____ No____

Candidate name: ____ Phone #:_____ Date:__

1. Let’s make sure we’re on the same page with respect to
salary. This position is a [job title] position, with a salary
range of [low] to [high]. We don’t normally bring people
in higher than at the mid-point. Are we on the same page?

2. Tell me something about [your job’s requirement] ex-
perience. How many years of [your job’s requirement]
experience do you have? How many years of [your job’s
requirement]? How many years of [your requirement]?

3. Tell me about your work in the [your field] industry.
4. Are you using any [your requirement] in your current

project? Tell me about your role in defining and using
those [job skill].

5. Tell me about the team you’re on now.
6. Tell me about how you [job function] on your current

project.
7. Tell me about a time when you had to change the focus of

your work. When was it, and what happened?
8. What’s your current salary? What’s your asking salary?
9. Have you had any recent interviews? Are you expecting

any offers? In what salary range?
10. What’s your availability to interview? To start?
11. Why are you leaving your current position?
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Interview Matrix Template

This is the template for an interview matrix. You would change
the times and who is interviewing for which skills. If you need
more time for an audition or lunch, make that interview slot
longer.

Sample Interview Matrix for a Candidate
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Reference Check Script Template

[Job Title] Candidate name: Date:

Reference name: Date:

Reference position: Reference phone numbers:

To report to: [manager]

1. Where and in what capacity did you work with the can-
didate?

2. How long did the candidate work for you?
3. How long have you known the candidate?
4. How would you describe your working relationship?
5. Describe the most recent project the candidate worked on

with you. Did the candidate have trouble finishing the
work?

6. What issues did you have with the candidate’s work?
7. If I were the candidate’s manager, what advice would you

have for me?
8. How quickly did the candidate learn about the product or

the product line?
9. How quickly did the candidate integrate with the rest of

the team?
10. Why will or did the candidate leave?
11. Would you rehire or work with this candidate again?
12. What is the candidate’s current or most recent salary?

If you are considering the candidate for a management position,
ask these questions:
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1. How many people reported to this candidate?
2. How did the candidate conduct performance appraisals?
3. How did the candidate handle “difficult” people?

Add any specific questions you had from the interviews here.

Offer Letter Template

<[date]>

<[candidate name]> <[candidate street address]> <[candidate
city, state, and zip code address]>

Dear <[candidate name]>:

I am pleased to offer you the position of <[job title]> with <[com-
pany name]>, located at <[location description]>, reporting to
<[manager name and title]>.

1. Your responsibilities will be those outlined in the enclosed
job description and described to you during your discus-
sions with me.

2. Youwill be compensatedwith a <[weekly/biweekly/monthly]>
salary in the amount of <[the salary]>. Other compen-
sation shall consist of <[list of additional benefits/stock-
/perks]>.

3. The Company has the following <[number]> pre-employment
requirements: <[physical examination/review of documents]>,
which will need to be satisfied prior to employment.
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4. You are considered an “at will” employee. This means that
we can terminate your employment with or without cause,
and with or without notice, at any time, at the option of
either <[company name]> or yourself, except as otherwise
provided by law. Additionally, because you do not have
an employment contract with us, you can terminate your
employment with or without notice at any time.

5. Our offer to hire you is contingent upon your submission
of satisfactory proof of your identity and your legal autho-
rization to work in <[country name]>. If you fail to submit
this proof, <[federal/state/ local]> law prohibits us from
hiring you. (Check whether you need this clause if you
work outside the United States.)

6. I hope you can begin work on <[day, date, time]> at
<[position location>].

If you agree with and accept the terms of this offer of employ-
ment, please sign below and return this letter to our office on or
before <[day, date]>. I look forward to hearing from you and to
having you join us.

Sincerely,

<[your name]> <[candidate name (signature)]> Date signed:
<[date]> <[your title]> <[candidate name (printed)]>



Appendix A: Templates to Use When Hiring Geeks That Fit 34

Orientation Checklist, Once the Candidate Accepts Your Offer

Orientation Checklist to Prepare for Day One
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Orientation Checklist on Day One

Hiring people—especially geeks—can be fun, and manageable.
Maybe even easy! I welcome your comments and feedback. You
can reach me at jr@jrothman.com. I look forward to hearing
from you.


