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In todayʼs fast-paced, tech-driven economy, artificial intelligence 
AI) is revolutionizing recruitment and talent management. As AI 
continues to reshape industries, its impact on staffing and recruitment 
is undeniable. Traditional hiring processes are being transformed 
into more efficient, data-driven models. For organizations to stay 
competitive, it is crucial to rethink how they attract, engage, and retain 
top talent.

The rapid advancements in AI are making recruitment more dynamic 
and data-driven. By automating repetitive tasks such as sourcing 
candidates, screening resumes, and scheduling interviews, AI allows 
HR teams to focus on building relationships and strategic decision-
making. Predictive analytics powered by AI can now forecast 
candidate performance and retention rates with greater accuracy, 
offering organizations a competitive advantage.

AI-driven tools are also improving efficiency, enhancing candidate 
experiences, and transforming workforce management strategies. 
Beyond hiring, AI extends to onboarding, employee engagement, and 
retention. Innovations like chatbots, automated onboarding platforms, 
and real-time performance analytics enable HR teams to prioritize 
strategic initiatives while maintaining a smooth talent management 
process.

In the past two years, our professional recruitment team has gathered 
valuable insights from thousands of hiring engagements. Weʼve 
distilled these insights into The 2026 Recruitment Playbook, a 
comprehensive step-by-step guide that offers practical strategies 
for sourcing, screening, selecting, onboarding, and retaining talent 
in the modern workforce. Backed by the latest market trends, this 
guide equips HR leaders with innovative approaches to navigate the 
complexities of recruitment while leveraging advanced technologies 
like AI.

For businesses to succeed in this era of hybrid and flexible work, 
adapting to AI-driven innovations is essential. This playbook serves 
as a roadmap for organizations looking to harness AIʼs full potential, 
creating smarter, more inclusive, and future-ready recruitment 
strategies.

Introduction
How to Use This Recruitment Playbook

This comprehensive Recruitment Playbook is designed to cover all 
essential aspects of the recruitment process. While it can be read 
from start to finish, you can also navigate it efficiently by following 
these tips to access the sections most relevant to you:

This Playbook can be downloaded or accessed in your browser. If 
you choose to view it online, be sure to bookmark the URL for easy 
future reference.

Table of Contents: Your main navigation tool. Find the page 
numbers for each section and click on any title to jump directly 
to that part of the playbook.

Quick Navigation Bar: Located 
at the top of every page, this bar 
allows you to move quickly to the 
start of any section.

Section Title Pages: Each 
section includes a summary of its 
major subsections. Click on any 
subsection to navigate straight to 
that specific page.

Return to Table of Contents: Anytime 
you need to go back, click “Return to 
Table of Contentsˮ at the top right of 
the Quick Navigation bar.









Recruitment Strategies for 
the New World of Work

Strategy:  
AI-POWERED RECRUITMENT

Exploring the impact of artificial intelligence in 
recruitment 

Key areas AI can transform 
The rise and widespread adaptation of large language models LLMs and 
artificial intelligence AI) have dramatically altered the talent acquisition 
landscape, prompting organizations worldwide to rethink their recruitment 
processes to stay competitive in the Race for Talent. As the world of work 
continues to evolve, recruitment strategies must evolve alongside it. With 
increasing reliance on new technologies, shifting work models, and changing 
candidate expectations, recruitment strategies need to emphasize flexibility, 
inclusivity, and innovation. This section outlines key recruitment strategies and 
their benefits for creating a talent-centric program. 

In todayʼs competitive talent landscape, leveraging AI is essential 
for staying ahead. AI-driven recruitment extends beyond task 
automation, employing machine learning algorithms to analyze 
large data sets, optimize hiring processes, and enable informed 
decision-making. 

By streamlining and enhancing each stage of the hiring cycle, AI 
delivers key benefits, including:

> Reducing bias
> Improving candidate

matching
> Enhancing screening

efficiency

> Personalizing candidate
experience

> Boosting time and cost
savings

AI equips recruitment teams with a competitive edge by refining processes 
and enabling smarter decisions. The five key areas where AI has the greatest 
impact include: 

1. Sourcing Efficiency: AI tools identify qualified candidates from broad
talent pools quickly, improving accuracy and reducing sourcing time.

2. Screening Automation: AI-driven platforms evaluate candidate profiles,
ranking them by skills, qualifications, and experience to accelerate the
screening process.

3. Candidate Matching: Machine learning algorithms enhance role alignment
by analyzing patterns for better matches based on qualifications and
cultural fit.

4. Bias Mitigation: AI minimizes unconscious bias by focusing solely on skills
and data, promoting a fairer recruitment process.

5. Predictive Analytics: AI delivers insights into candidate success and
retention rates, enabling more strategic hiring decisions.





Measuring recruitment quality ensures a successful program.  
This involves assessing three main categories: 

	> Operations metrics 
	> Vendor services 
	> Engagement services 

Note: This section is used to measure the three categories of 
Quality as the metric relates to contingent workers. 

Monitoring recruitment processes helps identify trends and bottlenecks.  
Key metrics include:

	> Job descriptions and submission rates.
	> Number of applicants and acceptance rates.
	> Placed talent vs. rejected candidates.
	> Time from job order to role filled.
	> Candidate self-elimination and conversion rates.
	> Retention rates and new hire attrition rates.

2. Quality 

Contingent Workforce Program 

Operations metrics

Key Metrics to Measure  

1. Cost

Tracking the right metrics enables organizations to optimize talent acquisition 
strategies and investments. 

The six major metrics to monitor include:

Recruiting involves significant expenses, but organizations can 
reduce costs by monitoring: 

	> Compensation: Salaries, benefits, and incentives offered to 
candidates. 

	> Cost to acquire: Expenses associated with advertising, 
sourcing, and screening candidates.

	> Cost to retain: Investments in employee development and 
retention initiatives.













Top considerations for a hybrid workforce 

It starts by building an intentional company culture 
> Residency issues
> Tax liabilities
> Cybersecurity

regulations
> Fraud prevention

Operational Challenges: 
> Connectivity, accessibility, and

security
> Health & Safety compliance
> Process control
> Hardware and equipment

provisioning

As remote and hybrid work models become increasingly common, itʼs crucial 
for organizations to remain strategic and transparent in their communication 
with remote workers. Clear onboarding processes, coupled with a focus on 
engagement and talent experience, will be key to ensuring success in a remote 
workforce environment.

Strategy:  
RECRUITING WITH CULTURE

During the in-office era, culture was king. Organizations with sought-
after office perks and events were able to incorporate these into their 
total benefits package. The shift to the New Work World has made 
this clear: 

Organic, analogue culture 
doesn’t exist in a digital world. 

Teams still need connection to foster engagement and collaboration. However, 
organizations canʼt rely on these connections happening organically. Successful 
organizations in the New Work World must be intentional about creating, 
documenting and implementing new cultural norms - especially so when it comes 
to onboarding, coaching, mentoring and communication. 

When communicating culture during the recruiting process, itʼs important to be 
granular. Keep in mind:

 Management style in a remote work model 

> What platforms is the organization currently using to foster communication,
both professionally and socially?

> When are workers expected to be available online?
> What is the frequency of check-ins with team members and managers?
> How is your organization different from your competitors?











Recruiting in the Digital-First World 

Mobile Recruitment 

Mobile Messaging – A No-Go for Many

Video Recruiting

Chatbots for Engagement

Digital Job Fairs & Webinars

The digital-first world has significantly changed how talent wants to work, 
driving recruitment tactics to evolve. Hereʼs an overview of how technology, 
especially mobile recruiting, social media tools, and AI, is reshaping the 
recruitment process:

UI/UX design is crucial, but responsive design for mobile is essential. 
Optimizing job descriptions for mobile involves:

	> Simple, visually stimulating layouts.
	> Engaging, benefits-focused writing.
	> Using headers, white space, and bold fonts for better readability and 

impact.

Despite the rise of social media and messaging apps, 94% of candidates 
do not want to be contacted via text message about job opportunities. 
While SMS and iMessaging are quicker, they should be reserved for 
candidates with an established relationship with the recruiter.

Tools like Zoom, HireVue, and VidCruiter streamline the interview process, 
offering faster, more flexible cycles. Video assessments also help reveal 
candidatesʼ personalities, providing a richer view of potential hires.

AI-driven chatbots like Mya and Olivia engage candidates from the application 
stage, answering questions and guiding them through the hiring process. These 
tools reduce drop-off rates and enhance the overall candidate experience.

Virtual job fairs and webinars open up the possibility of reaching a global talent 
pool, removing the geographic constraints of traditional hiring events.

Even with the rise of other communication methods, 
email is still the top choice for job seekers, proving itʼs 
not quite “deadˮ yet.

How do you prefer to be contacted by a recruiter for 
new job opportunities that match your skillset and 
experience? 7

1. Text Msg: 6% 
2. LinkedIn: 32% 
3. Email: 49% 
4. Phone call: 14% 49%

14%
6%

32%







Integrating DEI throughout the entire recruiting process 
As a member of the Canadian Centre for Diversity & Inclusion, we recommend conscious 
organizations prioritize and demonstrate DEI at every stage of the recruitment cycle:

> Use a Diverse Hiring Panel: Whenever possible, include representation from various backgrounds.
> Be Transparent: Share as many details as possible about each stage of the process and inquire about

accommodations before each stage.
> Be Structured: Set objective metrics for evaluating candidates, avoiding reliance on intuition, which can

introduce bias.
> Debrief Neutrally: Review job description criteria before discussing interview impressions to ensure

neutrality.
> Communicate Openly: Share DEI policies in job descriptions, include DEI committee members in

interviews, and use questions aligned with organizational values.
> Drive with Data: Monitor the interview process. If candidates from diverse backgrounds are dropping off,

explore the reasons.
> Unbiased Conscience Training: Provide training for recruiters and hiring managers to minimize bias.

Who to Involve in the 
Recruitment Process and 
Why 

It takes a village (and AI) to find 
the right fit 

Finding, hiring, and retaining talent is a critical component 
of an organizationʼs success. This section outlines who 
should be involved in recruiting traditional employees and 
contingent workers, with a focus on leveraging AI to enhance 
the process. Involving the right stakeholders ensures better 
alignment between hiring decisions and organizational goals.

Whether hiring traditional employees or contingent workers, 
involving the right team members and leveraging AI-powered 
tools will improve decision-making and efficiency.

Traditionally, Human Resources manages the recruitment of 
traditional employees, while the Procurement Department 
handles the recruitment of contingent workers. However, with 
AI-driven tools, these departments can work more efficiently, 
gaining valuable insights through data-driven decisions.

Ensure DEI commitments are accessible upon request
Job seekers and candidates should have access to the organizationʼs DEI insights, trends, and 
data. Lack of access to this information could result in the loss of quality, diverse talent. Ensuring 
a strong candidate experience is essential, but so is evaluating candidates equally and effectively 
throughout the recruitment process.

Why DEI Matters
Organizations with more diverse teams report a 19% increase in 
innovation revenue. Ensuring DEI commitments are accessible to job 
seekers attracts and retains top talent while fostering an inclusive 
work environment. 9 

72% of employees are more likely to 
recommend candidates from their 
own network. 10 



To achieve Total Talent Management, where each department has full visibility 
into hiring processes and workforce management, the following roles should 
be involved:

Hiring Manager 
	> Defines job descriptions and assesses technical expertise
	> Utilizes AI-driven tools to identify ideal candidate profiles more quickly
	> Identifies compelling reasons to attract candidates

Senior Leadership 
	> Makes final decisions for senior roles or projects
	> Involved in sourcing strategy, enhanced by AI insights for better candidate 

matching 

Lateral Team Members 
	> Ensure job roles are accurately described 
	> Provide testimonials for the EVP

Marketing 
	> Manages employer branding and co-designs messaging strategies for 

recruitment opportunities

DEI Committee 
	> Ensures candidates receive requested accommodations
	> Shares and Demonstrates organizational values
	> Uses AI to analyze diversity metrics and reduce unconscious bias

Staffing Agencies 
	> Provide industry expertise on best practices 
	> Leverage AI to broaden the pool of candidates 

Procurement 
	> Handles legal, risk, and accounting components 
	> Manage vendors and managed service providers 
	> Oversees headcount with the help of AI-powered tools that monitor 

workforce analytics 

For Contingent Workers: 









CANADA 

These workers operate as businesses and are responsible 
for charging and collecting appropriate provincial and federal 
taxes.

Engaged on a fixed-term basis, T4 workers require employers 
to handle tax remittance and meet employment standards 
obligations, including providing Records of Employment upon 
assignment completion.

Operating as individuals, sole proprietors assume full personal 
liability under contract obligations. They charge and collect 
taxes like incorporated contractors.

Though uncommon, partnerships involve shared revenues 
among partners, who are individually responsible for compliance 
with CRA tax reporting guidelines.

Incorporated Contractor (INC) 

Temporary Worker (T4) 

Sole Proprietor (SP) 

Partnerships 

Employer Obligations for Contingent 
Worker Types

UNITED STATES 

Employer responsibilities differ depending on contingent worker classifications 
and sourcing methods. Below are the most common contingent worker types 
and their associated employer obligations in the United States and Canada.

Engaged through a third-party agency, these workers are legally 
entitled to payroll and employment benefits from the agency. They 
may also qualify for legal protections like the Family Medical Leave 
Act, depending on the agencyʼs headcount.

These self-employed workers require proper vetting to ensure 
compliance with 1099 classification rules. Employers are not 
responsible for withholding taxes or providing benefits.

Temporary W2 Workers  

1099 Independent Contractors  











Where to Find Passive Candidates
To find the ideal passive candidates, focus on the platforms they use and the 
locations they frequent, both in-person (when possible) and online. Here are 
some effective sourcing strategies:

	> Talent communities 
	> Social media networks 
	> Associations  
	> Forums and conferences 
	> Referrals from Current Employees, 

Partners, and Contractors

	> Applicant Tracking Systems 
	> Internal Re-deployment Programs 
	> Company Alumni Networks
	> Silver Medal Candidates (top 

contenders from past hiring 
processes)

Looking for a Big Data Analyst? Target 
associations such as the Data Science 
Association. 

Key Strategies for Finding Passive 
Candidates
LinkedIn: 
The most powerful platform for sourcing passive candidates. Recruiters 
can use LinkedIn to search for potential hires based on job titles, skills, and 
experience.

Social Media: 
Platforms like Twitter, GitHub, Instagram, and Facebook can be excellent 
channels for reaching passive candidates, particularly in fields such as tech, 
marketing, and design.

Talent Networks and Alumni Groups: 
Engaging with professional organizations, alumni associations, and industry-
specific communities can lead to high-quality passive candidate pools.

Employee Referrals: 
Leverage the networks of current employees by offering incentives for 
referrals. Employees can connect you with top talent who might not be 
actively job-hunting but are open to new opportunities. 
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Approaches to Sourcing and 
Engaging Passive Talent

Key Engagement Strategies for 
Passive Talent

AI in Sourcing: 
Utilize tools like SeekOut and HireEZ to aggregate data from resumes, social 
media profiles, and job boards. These tools enable recruiters to identify and 
engage potential candidates across multiple platforms effectively.

Talent Pools and Pipelines: 
Maintain continuous relationships with potential hires through talent pools and 
automated nurturing tools. These pipelines ensure a steady flow of talent for 
future opportunities.

Social Recruiting: 
Engage candidates on platforms like LinkedIn, Twitter, and Instagram, where 
they are most active. Personalized Outreach: 

Use AI-driven tools like Outreach or EngageTalent to craft tailored, data-
driven outreach emails that resonate with candidatesʼ interests and status.

Employer Branding: 
Highlight your organizationʼs culture, values, and growth opportunities 
through content marketing and social media to create an emotional 
connection with passive candidates.

Referral Programs: 
Leverage employee referral programs to tap into existing networks, 
allowing for more effective engagement of passive talent.
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Successful Recruitment Models
Organizations can greatly improve their recruitment timelines by implementing 
strategic recruitment models that emphasize flexibility, speed, and scalability. 
For entry-level and mid-level roles, aiming for a target of 14 days is ideal, while 
senior and executive positions can be expected to take between 30 and 45 
days. Below are key recruitment models that have proven effective:

	> The Hybrid Recruitment Model: Combines the strengths of internal recruiters with 
external agencies or platforms to increase flexibility and scale, particularly when 
hiring across different locations.

	> Employee-Referral Based Recruitment: Utilizes current employees to source 
candidates, leading to higher-quality hires due to the trust and cultural fit that 
referrals inherently bring.

	> Automated Recruitment Model: Incorporates AI-driven tools to handle repetitive 
tasks like resume screening, interview scheduling, and candidate ranking. This 
accelerates the process and minimizes bias.

	> Talent Pooling/CRM Model: Establishes and nurtures a database of pre-qualified 
candidates for future roles. This enables proactive engagement with passive 
candidates, ensuring readiness for upcoming opportunities.

	> Data-Driven Recruitment: Uses analytics and performance metrics to enhance 
recruitment channels, improving overall effectiveness and candidate engagement.

Recruitment models can vary based on the type of hire, and the time-to-hire 
will depend on various factors, including: 

	> Employer brand 
	> Compensation 
	> Competing firms 

 
Procomʼs ISO 90012000-certified RightFitTM process offers proven 
methodologies for both traditional employees and contingent workers. 
Integrating AI-driven tools and talent pooling strategies can further enhance 
recruitment efficiency.

Recruiting full-time, permanent employees requires a focus on long-term 
alignment with the companyʼs culture, values, and business objectives. The 
process emphasizes a thorough understanding of technical requirements and 
long-term potential, ensuring candidates are well-suited for sustained growth 
within the organization.

The most important factor in recruiting talent is the hiring 
manager’s involvement. The recruitment process must be a 
top priority for the hiring manager. 

Designing and Implementing Successful Recruitment 
Models 

Steps to Increase Speed, Efficiency, and 
Quality of Talent through Recruitment Model 
Best Practices
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Step 4: Onboarding 
Duration: 5 business days   

	> Negotiate and execute contracts.
	> Conduct background and reference checks.
	> Begin onboarding and orientation.

Step 5: Redeployment or Offboarding 
Duration: Ongoing    

	> Collect and review 360 feedback.
	> Redeploy when possible.
	> If offboarding:

•	 Return and decommission equipment.
•	 Distribute any outstanding tax and legal forms. 

How to Accelerate the Hiring Process
Finding, hiring and retaining quality talent requires a strong strategy throughout 
the recruitment process. Organizations that execute recruitment best practices can 
present offers within 1221 days by:

	> Implementing efficient, proven processes, including AI tools for screening, candidate 
ranking, and automating repetitive tasks.

	> Analyzing hiring data for continuous improvement.
	> Investing in pre-screening platforms, such as Codility or TestGorilla, to assess 

candidatesʼ skills before interviews.
	> Streamlining interviews to focus on key competencies, reducing time-to-hire.
	> Prioritizing hiring efforts and offering competitive benefits to secure talent quickly.
	> Utilizing dedicated staff and appropriate tools or partnering with a staffing agency to 

ensure a focused recruitment process.

Sourcing 
	> Diversify the candidate pipeline beyond the ATS database.
	> Be aware of which skill sets and levels of seniority are more prevalent on specific 

sourcing channels.
	> Build relationships with organizations that support underrepresented groups to 

enhance diversity.
	> Explore other industries to identify transferable skills (e.g., candidates with 

hospitality experience excel in customer-facing roles).
	> Analyze past data to determine the most effective recruitment pipelines and 

strategies.

Contingent Workers - Key Strategies for Success
	> Fast-Track Hiring Process: Leverage digital tools such as automated 

screening and virtual interviews to enhance efficiency.
	> Leverage Freelance Platforms: Utilize platforms like Upwork, Toptal, or 

Fiverr for specialized roles.
	> Clear Contract Terms: Ensure contracts clearly define duration, pay 

rates, and responsibilities.
	> Contingent Workforce Strategy: Build a reliable database of skilled 

workers for quick deployment.
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Red Flags of a Fraudulent Candidate

Additional warning signs include:

Video interviews broaden access to top talent but also present risks of 
candidate fraud. Watch for these warning signs:

	> The candidateʼs video camera is non-functional.
	> Lag between lip movement and audio.
	> Absence of photo ID during the interview.
	> No LinkedIn profile or discrepancies between the profile and resume.
	> Minimal eye contact.
	> Difficulty verifying references.
	> Typing during the interview.
	> Listening offscreen.

	> Inconsistent Work History: Unexplained gaps or frequent job changes 
without rationale.

	> Overly Generic Responses: Vague answers indicating a lack of experience.
	> Fake Certifications or References: Trouble verifying credentials or reaching 

listed references.
	> Vague or Hollow References: References that speak about the candidateʼs 

strengths in broad language, but avoid details that anchor those strengths in 
real work.

	> Too Eager for the Job: Candidates pressuring for immediate offers despite 
insufficient qualifications.
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A semi-structured interview includes a mix of predetermined questions and 
spontaneous ones, allowing for a more natural conversation. 

Best suited for: Mid-level roles, quick hiring processes, intermediate 
interviewers.

How to conduct a semi-structured interview: 
	> Review the job description, key factors 

for fit, and critical success factors.
	> Prepare a set of questions to guide the 

interview. 

	> Begin with scripted questions but 
allow the conversation to flow 
naturally, incorporating follow-ups and 
spontaneous queries.

	> Compare findings from scripted 
questions across candidates.

How to conduct an unstructured interview: 
	> Review role requirements and critical 

success factors.
	> Provide an overview to the candidate.

	> Start a conversation and allow it to 
evolve.

	> Qualitatively compare responses 
across candidates.

Semi-Structured Interview 

An unstructured interview features questions that arise spontaneously, allowing 
for a flexible, conversation-based approach.

Best suited for: New roles, low-risk decisions, temporary or contingent 
positions, experienced interviewers.

Unstructured Interview 

Unstructured and semi-structured interviews are becoming popular among 
agile organizations for several reasons: 

	> Promote a two-way conversation
	> Allow candidates to showcase problem-solving skills
	> Shorten hiring turnaround times
	> Support panel-style interviews
	> Use open-ended questions to highlight situational responses

Top Performing Formats: 

While 3-5 interviews were a previous norm in many recruiting processes, 
organizations should aim for 1-3 interviews maximum or risk losing talent 

to an organization with a faster qualification process.  

Enhanced Interview Formats
	> Panel Interviews: Multiple interviewers reduce bias and offer varied 

perspectives. Ideal for roles requiring collaboration across departments.
	> Case Study Interviews: Candidates work through real-world scenarios, 

demonstrating problem-solving skills, creativity, and approach to challenges.
	> Competency-Based Interviews: Centered on key competencies like 

communication, leadership, and technical skills.
	> Task-Specific Interviews: Candidates complete tasks or tests mirroring job 

duties, best for roles needing technical or creative skills.
	> Informal Interviews: A relaxed interview format that encourages dialogue and 

reduces candidate anxiety. Suitable for roles that value innovative thinking 
and adaptability.



Interview questions fall into various categories to assess not only technical 
qualifications and past experiences but also problem-solving abilities, 
motivations, and cultural fit. Consider incorporating the following question 
types into interviews:
	> Skills-based questions
	> Behavior-based questions
	> Out-of-the-box questions

	> Situational questions
	> Competency questions
	> Motivational and cultural fit questions

These traditional questions evaluate a candidateʼs skills and experience to 
determine how well they align with the position. Examples include:

	> What kind of teams have you managed before? 
	> What are your greatest strengths and weaknesses? 
	> Tell us about your experience on [x project] from conception to launch.

These questions focus on a candidateʼs approach to work and use past 
experiences to demonstrate their soft skills and problem-solving abilities. The 
STAR approach Situation / Task / Action / Result) is useful here. Examples 
include:

	> Tell me about a time you handled conflict in a team you led. 
	> Describe a time when you implemented a new procedure to solve a problem. 
	> Have you ever had to handle an angry customer? How did you resolve their complaint?

Use these types of questions in interviews to qualify 
candidates: 

Types of Job Interview Questions 

Skills-Based Questions

Behavior-Based Questions 

These creative questions help gauge critical thinking, creativity, and strategy. 
They are particularly useful when evaluating candidates with adjacent 
experience. Examples include: 

	> Analyzing and presenting case studies.
	> Solving puzzles, riddles, and number games.
	> Conducting presentations, especially for sales and marketing roles.
	> Role-playing hypothetical job scenarios

These hypothetical questions reveal how candidates might handle future 
scenarios, providing insight into their problem-solving and decision-making 
processes. Examples include: 

	> How would you manage a team conflict in a high-stress environment?
	> What would you do if a project deadline was moved up significantly?

These questions assess a candidateʼs technical and professional expertise 
relevant to the role. Examples include: 

	> What steps do you take when troubleshooting a software issue?
	> How do you maintain quality in high-pressure situations?

These questions help determine what drives a candidate and if their values 
align with the companyʼs culture. Examples include: 

	> What excites you about working with our company?
	> Describe a time when you contributed to a teamʼs success.

Out-of-the-Box Questions 

Situational Questions

Competency Questions 

Motivational and Cultural Fit Questions



The Great Resignation and Reshuffle, new work models, emerging return to the 
office strategies, and a renewed focus on DEI are reshaping the recruitment 
process. These factors influence the design of interview questions to ensure 
candidates align with organizational needs and culture. 

These considerations include:

Crafting Questions with Additional 
Considerations

Remote, Work-from-Anywhere and hybrid work models require 
candidates to demonstrate agility in communication and collaboration 
across various platforms.

ASK: Describe a scenario where you were required to collaborate 
with team members both in person and online. How did you ensure 

engagement and effective communication??

1. Communication 

As more organizations roll out return-to-office strategies and 
work models, itʼs important to identify if worker preferences align 
with the organizationʼs vision.

Ensure questions do not unintentionally favor certain groups and 
comply with employment laws. Avoid personal questions about 
age, marital status, family planning, or anything that could be 
discriminatory.

Questions should be clear and specific to avoid confusion, ensuring 
candidates understand what is being asked. Focus on job-relevant 
skills and experiences to assess a candidateʼs ability to perform 
effectively.

ASK: Are you willing to come into the physical office or do you prefer 100% 
remote work? 

ASK: How do you manage your time when juggling 
multiple deadlines?

ASK: Can you describe a time when you had to quickly adapt to a change 
in a projectʼs scope?

2. Work Preferences 

4. Avoiding Bias and Legality

3. Clarity and Relevance

Creating an effective interview script requires a balance of question types tailored 
to:

	> The job description
	> The hiring managerʼs leadership 

style

	> The seniority level of the role
	> The niche skill set required

Choosing the Right Mix of Questions

Don’t forget to incorporate a minimum of 3 compelling reasons why the 
candidate should want to join your organization in the initial interview. 















An effective reference check script should be based on a thorough 
understanding of the candidateʼs interview scorecard and the key aspects 
you aim to verify. However, be aware that some companies may only disclose 
employment dates. While it is possible to seek more information, it may not 
always be provided. The script should balance questions focusing on both soft 
and hard skills.

Questions to Ask  

	> “What responsibilities did the candidate hold in their role?ˮ
	> “How did their performance measure against the roleʼs expectations?ˮ
	> “What types of deadlines did they need to meet, and how did they manage 

them?ˮ
	> “What key metrics were used to evaluate their performance?ˮ
	> “What programs or tools did the candidate use in their role?ˮ
	> “Did the candidate achieve any notable accomplishments?ˮ

	> “How did the candidate handle teamwork, especially in a remote setting?ˮ
	> “Can you describe their work ethic and personality?ˮ
	> “How has the candidateʼs career evolved during their time at your 

organization?ˮ
	> “What would be the ideal next step in their career?ˮ
	> “How effectively did the candidate communicate across different levels of the 

organization?ˮ
	> “Can you share an instance where the candidate made a mistake and how they 

handled it?ˮ
	> “Would you rehire them? Why or why not?ˮ
	> “What are the candidateʼs greatest strengths and areas for improvement?ˮ

Soft Skill Questions 

Hard Skill Questions  

To make sure that the insights you gain are credible, itʼs crucial to properly vet 
references:

	> Request Specific References: Ask for references directly, rather than 
accepting a list from the candidate.

	> Verify Identity: Reach out to references through LinkedIn or email to confirm 
their identity.

	> Video Calls: Conduct reference checks via video when possible for a more 
personal connection.

	> Cross-Check Details: Compare the information provided by references with 
the candidateʼs resume to identify any inconsistencies.

	> Look for Anecdotal Details: Ask questions that prompt responses with a level 
of detail that only a true reference would know.

	> Expand Your Perspective: Ask for referrals to other contacts within the 
organization for a broader view of the candidate.

How to Verify References  

Best Practices
Always obtain the candidateʼs permission before contacting 
references. 

Use reference checks as an opportunity to address any concerns or 
doubts raised during the interview process.





















Section 5: Onboarding

Diversity, equity, inclusion and 
accessibility in recruiting 

Who to Involve in the 
Recruitment Process and Why 

Understanding the difference 
between a traditional employee 
and a contingent worker 

5 ONBOARDING Onboarding Documents: 
Ensuring a Smooth Start

Providing a Great Candidate 
Experience 

In This Section:





Ensure each new hire receives their preferred hardware and a 
personalized care package. Offer training tailored to their preferred 
learning style to foster immediate engagement and comfort.

Arrange for the onboarding team to connect with the candidate 
during their first week. Virtual onboarding can often lack informal 
opportunities to ask questions or gather information. Structured 
connections help fill this gap. 

Address any onboarding or integration issues within 24 hours. 
A quick resolution demonstrates that the company values its 
employees and helps alleviate any first-week anxieties.

Use onboarding as an opportunity to demonstrate the organizationʼs 
commitment to its Employee Value Proposition. Actively request 
feedback on the onboarding process and implement improvements 
to enhance future experiences. Regular check-ins with new hires 
to gather insights ensure continuous refinement of onboarding 
practices

Tailor the Experience to the Candidate’s Preferences

Facilitate Early Team Connections

Resolve Onboarding Issues Promptly

Request Feedback
Giving new hires a chance to meet their future manager and team 
before their first day helps establish rapport and creates a sense 
of belonging early on. With todayʼs mix of in-office, hybrid, and 
fully remote work environments, this can happen in different ways: 
an in-person team lunch, a virtual meet-and-greet, or even a meal 
delivery gift card paired with an online lunch call. 

Building Connections with Candidates  

	> Provide access to company resources, policies, team 
directories, and essential tools before the first day.

	> Introduce new hires to various departments to foster 
inclusion and a sense of belonging.

	> Ensure all technology tools and resources are ready for 
immediate use, especially for remote employees.

Best Practices for Effective Onboarding



Onboarding Documents: Ensuring 
a Smooth Start

Onboarding & Document Checklist

Key Onboarding Documents:

Dotting the i’s and crossing the t’s:  
Key steps to prepare before the start date.

Steps to Prepare Onboarding Documents:
1.	 Receive Notification: 

Confirm receipt of a new candidateʼs 
onboarding notification.

2.	 Set Up Candidate Profile: 
Create a profile in the onboarding 
project management tool (e.g., 
Monday.com or Asana).

3.	 Verify Documents: 
Confirm all required documents are 
uploaded.

4.	 Contact Candidate: 
Share start date (and end date, if 
applicable), pay rate, key contact 
information, and organizational 
handbook or policies. 
Request any outstanding documents.

5.	 Save and Organize Documents: 
Collect and securely save all additional 
documents.

6.	 Coordinate Onboarding Schedule: 
Schedule a call to introduce the 
onboarding team, confirm the 
schedule, and address questions.

7.	 Set Up Equipment: 
Request hardware from IT, set up 
network permissions, create company 
email addresses, and ensure all 
necessary software or tools are ready.

8.	 Communicate Internally: 
Announce the new hire to the 
organization.

9.	 Confirm with Hiring Manager: 
Verify any outstanding needs.

10.	Check-In with Candidate: 
Address any onboarding-related 
questions and confirm readiness.

11.	Welcome Package: 
Send equipment with a welcome gift 
(if applicable).

12.	Onboarding Commencement: 
Begin the onboarding and integration 
process.

13.	Feedback and Follow-Up: 
Collect feedback and resolve 
outstanding items.

Onboarding documents are vital for helping new hires understand 
their roles, responsibilities, and employment expectations. Ensuring all 
necessary paperwork is in place before their first day facilitates a smooth 
onboarding process and maintains compliance with legal and regulatory 
requirements.

	> Employment Contract: Outlines terms, salary, benefits, and job 
responsibilities.

	> Tax Forms: Includes necessary tax documents (e.g., W4 for U.S. 
employees).

	> Non-Disclosure Agreement (NDA): Protects sensitive company 
information (if applicable).

	> Benefits Enrollment Forms: For health insurance, retirement plans, etc.
	> Company Policies: Includes the code of conduct, harassment policies, 

and role-specific guidelines.
	> Emergency Contact Forms: Ensures safety and preparedness.
	> Direct Deposit Form: Collects banking information for payroll.















Priorities for Attracting and Retaining Talent in a Technology-
Driven Market: 
> Flexible Work Models Backed by Intentional Culture

AI helps companies create balanced remote or hybrid environments by
tracking engagement and providing insights to maintain a cohesive team
culture.

> Competitive Compensation & Benefits
Organizations must design compensation and benefits packages that
set them apart, considering competitive rates, flexibility, and compelling
reasons to join the team during job postings, interviews, and onboarding
phases.

> Efficiency in the Hiring Process
AI automates repetitive tasks, enhances sourcing, and leverages predictive
analytics to identify top candidates. These innovations ensure a faster,
more precise hiring process, reducing time-to-fill and minimizing the risk of
losing talent to competitors.

As one of North Americaʼs leading staffing and contract workforce service 
providers, Procom engages with thousands of workers daily to support 
organizations in shaping strategies for the New World of Work.

Contact us today for a complimentary 
assessment of your recruiting strategy. 

Section 7:  
The Future of  

Talent Acquisition

Section 7: The Future of Talent Acquisition
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