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                                                                                Hiring the Best People
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"Hiring the Right Person for Your Farm"

Farmers wear a lot of hats -- from producer to ditch digger to "Grand Kahuna".

Benefits of hiring the right person on your farm will mean: 


- efficiency

- time management

- production increases

 
- profit increases

- less stress

Consequences of hiring the wrong person on your farm will mean:

- more stress

- poor workmanship

- lost time

- less production

- less profit

Finding the Right Person means:

The Right Skills

  The Right Attitude 

The Right Employee

- knowing your farm

- planning ahead

- write down your plans and goals

- know yourself

Have certain expectations of your employees (write them down!):

- code of conduct

- work ethic

- attitude

- time and job priorities

Know your labor needs.  These may include:

- part time or full time

- weekly, monthly, seasonal or indefinite

When hiring employees:

1)  Know Your Farm

2)  Know Yourself

3)  Know Your Labor Needs

4)  Know the Job(s)

5)  Know the Person

- skills


- personality


- experience

- attitude

Farm Image:  

A Powerful Recruiting Tool
The general public typically has a very negative image of the dairy farm as a place of employment.  The public's perception of  dairy farm employment often includes:

· low pay 

· drudgery-work that is physically hard but boring

· long hours

· little time off

· dirty, smelly, uncomfortable working conditions

Unfortunately, there is very little an individual dairy operation can do to change the public's negative perception of working conditions on dairy farms in general.  You can, however, create a positive image of your own farm which can serve as a powerful tool in attracting quality employees.

Strategies for Creating a Positive Farm  Image
1. Write effective job vacancy notices and want ads that specifically create a positive image of your operation and dispel negative perceptions.  Whenever possible highlight positive aspects of your job opportunity that are connected to compensation, hours, time off, and enjoyable work environment.

2. Engage in a "home-grown" public relations campaign.  Here are some specific ideas:

**PUBLICITY: Whenever events such as "Breakfast on the farm," tours, record yields, new building, new equipment, new employees, etc. happen, make sure the local media knows about it.  Publicity on such events sets your operation off from other dairy operations as one that is forward looking and progressive.

**BROCHURE:  A nice brochure is fairly inexpensive to create and does a nice job of highlighting the positive aspects of your operation.

**GOODWILL ADVERTISING:   Promote your employees and their families by encouraging the local media to report promotions, attendance at seminars, or take out ads yourself reporting these events.

**TOURS:  Make your farm available for tours and visits by the media, schools, families of employees, politicians, community leaders, etc.  The more people who know about the positive aspects of your operation, the more successful you will be in attracting top-quality employees.

3. Cultivate a "professional" atmosphere around your operation.  Being "professional" is the result of a lot of little things that communicate a positive, purposeful, business-like attitude, all of which can be helpful in recruiting.

4. Develop a reputation as a "preferred employer." This kind of reputation can only be developed by years off treating employees in a way that makes them “spread the word” on what a great place your farm is on which to work.

How To Advertise For Your Employee Needs
Writing An Ad
What
Use the job description you've already written as the basis for writing an effective ad.

When
Start early, and have different ads on file for various positions. When an opening in the business is anticipated, or when an employee leaves unexpectedly, start advertising. It is far more effective to have qualified applicants waiting to hear from you than it is to have an opening and no applicants. Also, if you are not rushed, you will tend to be more effective in hiring the best applicant.

How
An ad for an employee has three functions: to inform, to screen, and to promote.

· Inform

The ad should include a job title and/or brief description of major responsibilities. For many jobs the job summary can be taken directly from the job description on file. Of course, the ad must include information about how and when the applicant is to contact you. You may also wish to include wages, hours, etc.

· Screen
The job title, summary, hours, etc., will screen out many unqualified people. Further screening is accomplished by listing some specific job requirements, such as education or experience requirements, physical requirements such as heavy lifting, 20/20 vision, or working from ladders.

When writing the ad, take care to avoid violating someone's civil rights. You may advertise on the basis of the requirements of the job only as it relates to screening 

·  Promote
Besides attempting to screen out the unqualified persons, the ad should attract those qualified. This is accomplished by including those items that would spark greater interest in the applicant. Such items as work environment, flexible work schedules, benefit programs, housing, medical benefits, bonus plan, days off and vacation will appeal to possible employees. The rule is if you offer it and are proud of it, put it in the ad.

Where Are They?
Where do the best potential applicants live? What do they read? If you are looking for a career person, consider a national farm magazine and employment agencies at colleges. If you are looking for local seasonal help, consider bulletin boards in high schools and laundromats.

Examples Of Ads 
The Newspaper Ad
Most newspaper ads are not very informative and do not readily attract the eye of the person reading a want ad section.   The following ad, taken from a local newspaper, stimulates little interest.

WANTED:
The following advertisement is much more informative and creates interest. This type of ad costs a few dollars more but it has a much greater chance of getting a response.

You may want to consider advertising in the larger city newspapers to reach rural people who moved to the city and have become disenchanted with city life. Here is an ad written specifically for these people:

Herdsman with help, box 117, Arcadia Gazette, Arcadia, MO.

WANTED:
Single man for general work on crop farm, live in, Box 181, Raleigh News and Observer.

FARM MANAGER:

100-cow, free stall-parlor operation. $250 weekly guarantee, plus production bonuses. Modern, 2-year-old, 3 bedroom house with all utilities paid, plus health insurance and two weeks' vacation. Need experience in breeding, machinery maintenance and production records. Need resume of references and qualifications.
ARE YOU TIRED OF TRAFFIC, 

smog and assembly lines? Would you like to return to the country? I need someone who can take responsibility and help operate a dairy and beef farm. Parlor milking and time off. I have a profit sharing plan you might like. Call me after 7 p.m. at xxx-xxx-xxxx and let's talk about it.
Examples of Ads For The Same Job
Wanted: Farm worker.

Phone: xxx-xxx-xxxx

Wanted: Person  for general farm work, full-time, on a dairy/livestock and crop farm. Requires two years farm experience or equivalent and/or two years ag education beyond high school. Good wage and benefit package. Call: xxx-xxx-xxxx.

Maple Grove Farms has an opening for a person to assist the owner/operator in management and production of dairy/livestock and crops. The position offers considerable variety and opportunity for growth. At least two years farm experience or equivalent and/or ag education beyond high school required. Pay and benefit package based on applicant's experience and training. Write for application to Maple Grove Farms (address).

Which One Would You Apply For?
How  to Locate Your Employees

Many farm businesses know how many full- or part-time employees are needed, but discover it is difficult knowing how or where to find the right person for the position.

Effective management of a business and people requires imagination and having an open mind. These two characteristics are particularly important when selecting the most cost effective employee.

Where do you find reliable employees? This common question has no one answer for every producer.

Let's explore some possible sources of labor and methods of reaching them.


Sources of Employees

These are some sources of employees on Wisconsin farm businesses. You may see one or more you have not considered before that might be effective.

Full-time labor
---
Men or women from other farms.

---
Women or men with related 
experience in nonfarm jobs.


---
High school graduates with farm background.

---
Graduates from two-year 
agricultural college programs or related programs.

---
Four-year college graduates in agriculturally related fields.

---
Retired persons in good health.

---
Handicapped persons when their disability does not interfere with job performance.

---
Seasonal or part-time workers already working on your farm.

---
Ask milk bulk tank drivers, feed dealers and veterinarians.

---
Local  Job Services 

Part-time, or seasonal labor
---
Teenagers.

---
Migrant workers.

---
Persons, parents who wish part-time or seasonal work.

---
Handicapped persons whose 
disability does not interfere with performance.

---
Persons with regular jobs 
elsewhere who wish to "moonlight."

---
Retired persons.

---
Organization groups such as scouts or church groups.

---
Consultants or contractors.

---
Neighbors.

---
College students.

---
Ask local farm store/elevator personnel.

What other sources do you know of to find good labor?

Management Responses
Different sources of labor require different management responses but a good worker is well worth the additional efforts. Examples of management responses include among others:

·
Flexible time schedule for students, parents and moonlighters.

·
Special training for all sources.

·
Handicapped accessibility if needed.

·
Some job modifications for the retired.

·
Social activities for all, but particularly for young people.

There are a lot of good workers that can't find work because they don't fit the traditional mold of a farm employee.

Reaching these individuals often requires advertising your needs in a variety of ways. The most common are:

--  Newspapers

--  Posting flyers

--  Word of mouth

Nature gave people two ends -- one to sit on and one to think with. Success or failure is dependent on the one they use most.
The Job Application Process

Hiring and Public Relations
Consideration of an applicant's feelings during the hiring process is more than good manners -- it's good public relations. If, because of your hiring practices, your business develops an image of fairness and courtesy, you will continue to attract well-qualified candidates.

·  Treat each applicant with respect and courtesy.

·  Keep current on recent interpretations of the Civil Rights Law and your state's employment legislation. Be sure that older applicants, women, minorities and the disabled are treated the same way you treat other applicants.

·  Take care to see that identical steps are followed when reviewing every candidate for employment. Know and follow standard hiring procedures. By doing this, you will have all the information you need to know when hiring a new employee. Deviation from the procedure may result in, at best, an angry phone call or, at worst, serious legal and labor disputes.

·  Be sure to provide the applicant with a private, uncluttered workspace and a telephone directory to help the applicant prepare an accurate employment history.

·  Don't make vague commitments to an applicant when there is no foreseeable job opening just because you hesitate to say "no."

Accepting
·  If you are not able or willing to take calls at all times, state the times you are available for calls in the ad.

·  If you want applicants to come to the farm, but only at certain times, state the address in your ad and what days and times you will accept applications. A sign near the farm office or near the mailbox also advertises and controls the flow of applicants (Example: "Applications for bookkeeper are being accepted from 8:00 a.m. till noon Monday through Friday.").

·  Only accept applications filled out by the applicant. Do not allow the applicant to take the form home and drop it off later.


Processing
·  Review applications and set aside all those that fail to meet the performance requirements of the job.

·  In writing, inform all applicants whom you feel do not meet the requirements, and keep a copy of the letter on file.

·  If it appears that the applicant has skills necessary for another job in the organization, but no opening is presently available, put the application on file for six months

·  Before or during the interview: 

– 
Check all gaps in employment history

· Find out why the applicant in changing jobs

· Verify references and former employers

· Conduct an interview

Application for Employment


Name of Farm or Employer

1.
Personal information
Name 








                                                                                                                                 
Address 













Phone number (    )


                                      

Do you have any health problems or physical impairments which would interfere with your doing strenuous physical work? If yes, please explain  















                                                                                          
Education/training 








                                                                                                          















            
                                                                  
2.
Work Experiences (beginning with most recent employment)


Employer #1                                                                                                                             
Address










            



Phone  (    ) 


                                             

Job duties 









                           










                           Wage or salary received                               Dates worked 



                                                  
Reason for leaving 








                                                                                                                    

Employer  #2                                                                                                                               
Address










            



Phone  (    ) 


                                             

Job duties 









                           










                           Wage or salary received                               Dates worked



                           Reason for leaving 








                                                                                                                 
3.
Why are you applying for this position?       






























                                                                          
Rate yourself relative to the following characteristics:

1=Low
   4=High



a.
Training and work experience  

Livestock production


1
2
3
4

Crop production



1
2
3
4

Mechanical Skills/Operation

1
2
3
4

Marketing Skills



1
2
3
4

Budgeting/Financial Skills

1
2
3
4

Other skills:                                   
1
2
3
4

                                                     

1
2
3
4

Comments:

b.
Personal traits/characteristics
Ambitious/work hard


1
2
3
4

Self starter




1
2
3
4

Honest/trustworthy


1
2
3
4

Work well alone



1
2
3
4

Comments:

c.
Working with/for others
Ability to work with others

1
2
3
4

Ability to compromise


1
2
3
4

Receptiveness to receiving directions
1
2
3
4

Ability to understand directions

1
2
3
4

Willingness to ask questions

1
2
3
4

Other:                                       

1
2
3
4

Comments:

d.
Leadership/Management
Leadership ability



1
2
3
4

Ability to manage others


1
2
3
4

Ability to make decisions


1
2
3
4

Comments: 


List of references (at least 3):

Name 













Address













Phone (    )



                                         

Signed:                                                                      Date:    




                                                                
Interviewing
After you evaluate the applicant's job qualifications, you are ready to conduct the interview. Prepare yourself by making a general plan for the interview. Don't rely on your memory to give the interview focus or direction.

When Interviewing
· Have the applicant's resume in front of you. 

· Avoid asking all yes and no answers; open-ended questions work better. 

· Get people to talk, and listen closely.  If possible, give them a small task to try out, and see how they handle it. The more you plan, the easier it is to know your employee.

· Resolve any questions you may have formulated during your reading of the application. You will also have the opportunity to develop an impression of the applicant's personal qualities and to decide if those qualities suit the requirements of the position.

Remember, you want to select an employee who not only can do the job because of aptitude, experience, and training, but who will do the job well, and is one who wants to work.

Record the highlights of the interview to help you make your final decision. This is especially helpful if there are several qualified candidates interviewing for the opening.

Also, don't forget that you and your business are being interviewed, too. The prospective employee will be evaluating the business and the position just as carefully as you are considering him/her. Present the facts about the job honestly. Don't glorify the work situation, but don't presume that you won't need to sell your business and the position to a well-qualified candidate.

Finally, thank the applicant and present a tentative date by which a decision will be made.


Initial Screening Interview
An initial screening interview is used to reduce the number of applicants vying for a particular position. A brief discussion with the applicant may sometimes reveal that he/she is obviously unsuited to the position or work environment. Use this timesaving screening device if your earlier reading of the application suggested that the candidate probably does not meet your standards for employment. 

Below are some possible disqualifying factors that the screening interview may reveal:

· Unwillingness to work the shift or hours required.

· Excessive salary demands.

· Unsatisfactory or unexplained episodes in

work history.

· Little education and/or experience in area of position (if experience is required).

· Unwillingness to submit to a physical examination except for bona fide religious reasons.

What To Look For During The

Interview
Many personal characteristics affect an employee's behavior and productivity on the job. A candidate who really wants the job is probably on his/her best behavior during the interview. A belligerent, defensive or uncommunicative applicant will undoubtedly exhibit those tendencies on the job. Here are some questions that might reveal clues about the applicant's character and work performance:

· Stability
 --
Has the applicant remained on the job for reasonable periods?

--
Do the reasons for changing jobs seem valid?

--
Does the applicant volunteer information about past employment readily?

--
Have all past positions been in the same field, or demanded similar skills?

The work record is an excellent guide to the candidate's stability. Examine the length of time spent on each job. Instability is often displayed by a chronic desire to explore other lines of work or other work situations.

· Dependability
-
Has the applicant worked steadily on either a paid or volunteer basis?

--
Have there been promotions and regular pay increases?

--
Has the applicant chosen challenging positions whenever possible?

--
Was educational achievement consistent with ability, financial 
situation and available times?

--
Did the applicant "stick it out" on unpleasant or difficult jobs?

--
Has the applicant continued to pursue 
educational possibilities?

--
Ask the applicant to give their 
description of dependability.

A conscientious employee takes responsibilities seriously, even if they require personal sacrifices, and can be counted on to work overtime to get the work done on schedule. Check to see if the applicant's work record suggests a mature attitude toward job responsibilities.

· Ability to get along with others
--
Does the candidate speak well of former employers and educational 
institutions?

--
Has the candidate been successful at (and enjoyed) jobs which required teamwork?

--
Have past positions required cooperative or solitary work?

--
Does the applicant appear relaxed, spontaneous, and attentive during the interview?

--
Is the applicant poised? Can he/she participate in an exchange of ideas? Statements made by the applicant 

concerning likes, dislikes, and reasons for leaving past positions provide excellent indicators for determining ability to get along with others. A cooperative attitude includes more than just the capacity to be pleasant and friendly. It also includes the ability to take criticism easily, to recognize the validity of other points of view and to accept informed authority. Watch for signs of defensiveness, extreme aggressiveness or timidity.

Interviewing Techniques
· It is to your advantage to make the candidate feel as comfortable as possible. When people are not relaxed, they typically find it difficult to speak candidly.

· Be careful not to be overly influenced by first impressions. Don't assume that the candidate is "just right" or "all wrong" until you have covered all aspects of the employment history.

· Avoid leading questions which can only be responded to by "yes" or "no" answers. An open-ended question such as "Why did you quit your job at that time?" will get a more revealing response than, "Did you quit to make more money?"

· Try to keep your personal feelings about the topics of conversation hidden. If the applicant feels you are not critical, he/she will speak more honestly.

Proper Interview Questions
To protect against the possibility of a complaint of discrimination, take care when wording pre employment interview questions.

Use the following as a guide to sensitive subject areas, along with related improper and proper inquiries. This guide does not contain all the appropriate questions that may be asked, and it is not recommended that all questions listed be used in every interview for each type of job. Only ask questions related to the specific job for which the interview is being conducted.
The purpose of the list is to present questions that help the interviewer avoid potential legal liability. Following are general rules to observe when deciding whether a specific question is proper:

· Relate the question to valid job requirements.

· Do not ask questions that reveal the fact that the applicant is a member of a particular minority, gender, or class.

· Ask only those questions that you would ask all applicants, and which you would evaluate in the same way with respect to all groups.

NAME
Improper:  "If your name has legally changed, what was your former name?"

Proper:  "Are you identified by another name in your high school or college records?" (Name change inquiries can only be asked relative to academic credentials 

search).

AGE
Improper:  Any question that identifies applicants over 18 years of age.

Proper:  "Are you at least 18 years of age?"

CITIZENSHIP
Improper:  "Are you a citizen of the United States?"

"Are your parents or spouse citizens of the U.S.?"

"On what dates did you, your parents, or your spouse acquire U.S. citizenship?"

"Are you, your parents, or your spouse naturalized or native-born United States citizens?"

Proper: None

EDUCATION
Improper:  Any question asking specifically the nationality, racial character, or religious affiliation of a school.

Proper:  Questions related to academic, vocational or professional education of an applicant, including schools attended, degrees/diplomas received, number of years and courses of study.

MILITARY EXPERIENCE
Improper: Questions related to military experience in general.

Proper:  The applicant's work experience while in military service. "Did you receive a dishonorable discharge from the U.S. armed forces or a U.S. state militia?"

ORGANIZATIONS
Improper:  "To what organizations, 

clubs, societies and lodges do you belong?"

Proper:  "To what professional organizations except those that indicate race, religion, color or national origin do you belong?"

ARREST/CONVICTION RECORD
Improper:  "Have you ever been arrested?"

Proper:  "Have you ever been convicted of any crime?"

"If so, when, where and what was the disposition of the case?"

WORK SCHEDULE, TRAVELING
Improper:  Any questions related to child care, ages of children, or other subject that is likely to be perceived by minorities, women or handicappers as discriminatory.

Proper:  "Are you able to work consistently, work overtime, and travel?"

RELOCATION
Improper:  "Would your spouse be willing to relocate?"

Proper:  "Would you be willing to relocate?"

NATIONAL ORIGIN OR ANCESTRY
Improper:  "What is your nationality/lineage/ancestry national origin/descent or parentage?"

"How did you acquire the familiarity with a foreign country?"

"What language is spoken in the home?"

"What is your mother tongue?"

Proper:  "What languages do you speak, read or write fluently?"

RACE OR COLOR
Improper:  Any questions that directly or indirectly relate to race or color.

Proper:  None.

RELIGION
Improper:  "Do you attend religious services or a house of worship?"

"What is your religious denomination or affiliation, church parish, or pastor?"

"What religious holidays do you observe?"

Proper:  "Do you have religious practices that may require accommodation?"

SEX, MARITAL STATUS
Improper:  Any inquiry as to sex or marital status.

"Do you wish to be addressed as Mrs., Miss, or Ms.?"

Proper:  None.

RELATIVES
Improper:  (If 18 or over) "What is the name or address of relatives/spouse/children with whom you reside?"

"Do you live with your parents?"

"What are the ages of your children?"

Proper:  None.

PHYSICAL/MENTAL CONDITION
Improper:  "Do you have physical or mental disabilities?"

"What is your disability?"

"What caused your disability?"

"Have you had any recent serious illness?"

Proper:  "Do you have any physical or mental condition which may limit your ability to perform the job applied for?"

"Do you need any special accommodations to perform the job applied for?"

Statements that say the employment offered may be contingent upon passing a medical evaluation is only valid if that evaluation is

 directly related to the job to be performed.


References
To select the most qualified candidate, you have a right to review the applicant's previous work history. This should include letters of recommendation and documentation of work history. This information is sometimes combined in the initial application form information.

A sequential record of jobs, employer's name, address, phone and dates (preferably from three previous employers) is required to help you select the most qualified candidate. 

Employee Interview Form
Date:
Interviewer:

Name of Applicant                                                                                                            

Address                                                                          Phone # (    ) 

















 
Provide candidate with clear picture of position and what is expected of him/her

· Provide candidate with position description/review it

· Provide candidate with overview:



-- Your general business philosophy and policies

-- General nature of business/business goals

-- Where candidates/position fits in your business

-- Opportunity for growth/development

Check information on application form with candidate

· Health situation 










       
· Education and training










· Exact nature of work experience





















· Reasons for applying for this position





















· Candidate’s rating of self (relative to this position)

-- Personal attributes













                                                                                                                    

 

-- Training and experience                                                                                                      
















-- Ability to work with/for others                                               












                             

                  
 
-- Leadership/management ability                                                                                      


      












         
· What kinds of jobs/tasks:

-- Do you like to do on a farm?                                         

















       

-- Don’t like to do?                                                                                                                    
                














Some general questions of the candidate:

· What are some of your strengths? Past accomplishments?  



























 
· What are some of your weaknesses? Have you ever failed at something? How did you respond?  


































                                              
· What do you feel you can do for our business?

















 

· What type of manager do you like to work for?


















· What are your goals and aspirations relative to a career in farming? 



























· In a few words, describe the type of person/worker you are: 




























Agreed upon follow up







































Evaluations by current employees 





































Key comments from references






































Overall rating









































Other comments:






































                                                                                                                                                                                                                                                                                                                                                                                                                                           
Offering the Job
Once you have narrowed the applicants to the top two or three, then go after your number one choice.

The job offer should be made in person or by phone. Then explain that you have reviewed the field of several qualified applicants and would like to extend a job offer.

At this time, review the job description, your expectations and conditions of employment. Carefully carve out your expectations -- this is no time to hurry. Your haste will signal the applicant that this job is really not so important.

Review the job description in detail: your specific duties, the organizational chart, and the job's relationship to the business goals. Clarify main points with the applicant and encourage questions. This is your best chance to set the standard. Once hired, the employee is not as willing to respond to "surprises" as knowing the standards in advance.

Confirm the applicant knows about special job requirements such as: the offer may be dependent upon passing a medical exam, no smoking, drinking or taking illegal drugs on the job. Allow the applicant time to "think it over" before responding to the offer. Schedule medical exams, if necessary, and prepare the hiring documents.

If your selected applicant is unsatisfactory at any point, contact your number two choice. After the applicant is hired, contact the remaining applicants in writing (keeping a file copy) and notify them the position has been filled.

"The buck stops with the guy who signs the checks."

-- Rupert Murdoch, media entrepreneur

Employment Agreement
I,                                                          (employer) agree to employ                                               (employee) to work at my business at (address)                                                                             
beginning                               (date) and continuing until such time as either wishes to terminate this agreement by a                     day notice. The employer, and the employee, agree to comply with the following conditions and actions:

1.
Duties and Responsibilities/Supervision
                                                  (employee) duties and responsibilities are detailed in the attached position description. His/her supervisor will be                                                            .

2.
Work hours/overtime
The normal daily working hours are from         to         with one hour off for breakfast and one hour off for lunch plus a 15 minute mid-morning and mid-afternoon break. Overtime will be paid for any work done before           and after            at the rate of 1½ times the normal wage rate. Overtime will also be paid

 after          hours are worked in any week, Sunday through Saturday.

3.
Time off/Vacations
Employee will have           days off per month. The employee will have the following holidays off: 

                                                                                                                                                                       and will be notified        days in advance what the arrangement will be. The employee is entitled to             weeks vacation with pay annually which will be taken during the non-heavy work season and agreed upon by both parties           days prior to beginning vacation. The employee is entitled to         days of sick leave with pay annually for time off due to actual illness.

4.
Wages and benefits
· Employee will be paid $       per         from which the employee’s income tax and social security taxes will be withheld. Wages will be paid on         (day) of (week/bi-weekly/monthly).

· The following bonus or incentive plan is included (if any):


















        
The following housing arrangements are provided:




















         
The following insurance plans will be carried on the employee:                                                    













        
 
The employee is entitled to the following farm produce (if any):                                                            


                                                                                                                                                           

 
Other provisions as agreed upon:










Employer signature:                                        

Employee signature:



                                  

Date:                                                 


Social security #  



                                      
Rejecting An Applicant
Rejecting a Candidate Who HAS Been Seriously Considered:
When  you have made the decision not to hire a candidate, send a notification of rejection. Below is a suggested wording for such a letter:

Dear______________:

Thank you for expressing an interest in working for (your operation's name).

The position you applied for has been filled and I am no longer able to actively consider your application for employment. However, I will retain your application in our active file for six months. If another suitable opening occurs, you may be considered a candidate for employment.

I enjoyed talking with you, and appreciated the time you spent with us. Good luck with your job search, and I hope you find a satisfying position soon.

Respectfully,

(your name)

Rejecting an Applicant Who Is NOT A Serious Candidate:

If review of an applicant's papers reveal that he/she is not a serious candidate for a position, there is no need to consider the application further. Just respond promptly, in writing, to the applicant. A sample letter of rejection is shown below.

Dear_________________:

Thank you for seeking employment with (your operation's name).

After reviewing your application, we have decided that we are unable to make you an offer of employment at this time.

Again, thank you for your interest in our business. We hope you find a suitable position soon.

Respectfully,

(your name)

Notes
AgVentures

Human Resource Management

Homework Assignment IV
What kind of ad would you write for a position in your business?

As your homework assignment, write an ad in the space below for a position that may sometime be available in your business.

During the next session (third day), we will be taking a look at different ads written by workshop participants to see if they would appeal to a person looking for that particular position. The names of those writing the ads will remain anonymous.

�Taken from the C.F.B.M.C. video, “Hiring the Right Person.”  Used with Permission
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