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Planning to hire a new employ-
ee? Congratulations! Your 
business is obviously doing 
well — despite what seems 

a slow economic turnaround. Even if 
you’re not yet considering it, consider 
clipping this article and keeping it on 
file. You may be hiring sooner than you 
think if the economy rebounds as many 
are predicting.

Don’t worry if the hiring process 
seems a little intimidating. It’s under-
standable. For most service stations and 
garages, a new hire is a big investment 
of time and money. Depending on how 
big your staff is one new employee can 
effectively double your staff. That can 
make the process even more stressful. 

But what makes the process harder 
is that hiring is something you don’t 
do very often. Or perhaps something 
you’ve never done before. 

Picking the right employee is an 
important job. You want to be careful 
not to take any shortcuts that could 
land the wrong employee at your shop. 
When I say “wrong” I don’t mean 
someone who lacks job skills, I mean 
someone that doesn’t fit in with your 
shop personality (corporate culture) or 
is hard to work with. Having techni-
cal skills is one thing. Being a good 
employee is something entirely differ-
ent. A hard worker is good. Being hard 
to work with is bad.

You may be extra-busy and need 
help fast. Don’t let that force you to 
rush the process. Perhaps you can find 
a temporary moonlighter or part-timer 
to help you buy the time you need until 
you can make the right hiring decision. 
Or maybe you need to farm out work to 
another shop for a while. Whatever you 
need to do to get the work done with-
out rushing to hire someone is in your 
best interest. Finding the right person 
takes time. In that way, hiring can be 
much like dating — only a lot less fun. 

Here’s a brief overview that will 
give you a roadmap through the initial 
stages of the hiring process — and a 
few tips on pitfalls to avoid. 

The Two Most Common  
Hiring Mistakes
Shop owners and managers — like 
most small business managers — tend 
to make one of two hiring mistakes: 
They don’t create a clear, thorough job 
description; or they hire someone that 
doesn’t fit the job description. Those are 
very easy mistakes to make. You didn’t 
open a shop to work in human resourc-
es. You opened a shop to work on cars. 

You should start by deciding what job 
you want to fill. Sometimes that’s harder 
than it sounds — although if an employ-
ee is leaving and you’re filling an existing 
position that can make it easier. Just jot 
down a list of what that person did. 

More often than not, however, you’ll 
find yourself creating a new position. 

That’s great because it means you’re 
growing, but it also means you need 
to take inventory. You need to make 
the the time to think about what you 
need. It takes some work to decide 
what the new position is and the 
duties of that job.

As I see it, shop jobs fall into 
three major categories: sales, clerical/
managerial or technical. Although you 
may be able to find someone who can 
handle two of these roles, chances are 
you will rarely find someone who can 
do all three well. If you do, they likely 
own their own shop.

So, I suggest you choose one major 
category and one minor category of job 
skills you’re looking for. Say you want 
a counter worker who can do order 
and/or stock inventory. Or perhaps 
you want a technician who can do a 
little selling, like writing up an order or 
cross-selling a customer. 
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Hiring can be like dating – just a lot less fun

The First Steps To
Finding An Employee That Fits
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version	1	ss	page	_id	22201	_pageFooterCoords	75.7 0.0 0.0 669.0	_pageHeaderCoords	801.3 81.0 867.0 576.0	_pageNumber	24	_uiDocName	024S JulyFinalLR	_section	Sasso	_status	rev	ss	CS	NW	653	LW	Fits	LWI	651	se	CS	numGroupedBoxes	1	ss	BS	ss	BG	ss	B	co	755.9 81.0 81.0 576.0	id	55441	iExp	1	sBU	1	n	story	sl	findinganemploy	suT	story	se	B	ss	BS	ss	BGL	ss	BG	ss	B	co	747.8 81.0 692.4 573.3	id	55563	sBU	1	n	head0	uiSK	000003	se	B	ss	BS	ss	BT	ss	B	co	755.9 81.0 682.9 573.3	id	55646	uSOP	1	se	B	aFS	-4.31602e+008	sOP	1	w	654	hTS	1	aT	The	w	655	hTS	1	aT	First	w	656	hTS	1	aT	Steps	w	657	hTS	1	aT	To	w	658	hTS	1	aT	Finding	w	659	hTS	1	aT	An	w	660	hTS	1	aT	Employee	w	661	hTS	1	aT	That	w	662	hTS	1	aT	Fits	se	BT	se	BS	se	BG	aFS	34.5	se	BGL	ss	BM	ss	B	id	55866	sBU	1	jTpn	30	jTs	bear	jTio	1	jTtp	jumpto	n	jumpto	uiSK	010000	se	B	cn	see bear, page 30	se	BM	ss	BGL	ss	BG	ss	B	bord	LR	co	679.3 252.7 667.1 567.4	id	22984	sBU	1	n	deckhead	uiSK	200002	se	B	ss	BS	ss	BT	ss	B	bord	LR	co	679.3 252.7 667.1 567.4	id	22962	se	B	aFS	18	sOP	1	w	632	hTS	1	w	633	hTS	1	w	634	hTS	1	w	635	hTS	1	w	636	hTS	1	w	637	hTS	1	w	638	hTS	1	w	639	hTS	1	w	640	hTS	1	w	641	hTS	1	w	642	hTS	0	se	BT	se	BS	se	BG	aFS	18	se	BGL	ss	BM	ss	B	case	titlecase	co	755.9 81.0 81.0 576.0	id	55922	n	byline	uiSK	300003	se	B	se	BM	ss	BM	ss	B	case	titlecase	co	755.9 81.0 81.0 576.0	id	55923	n	source	uiSK	330004	se	B	se	BM	ss	BGL	ss	BG	ss	B	co	669.8 84.0 74.0 576.0	id	1317	sBU	1	n	body	uiSK	400005	se	B	ss	BS	ss	BT	ss	B	co	669.8 84.0 74.0 576.0	id	1371	uSOP	1	se	B	aFS	-4.31602e+008	sOP	1	w	663	hTS	1	aT	Planning	w	664	hTS	1	aT	to	w	665	hTS	1	aT	hire	w	666	hTS	1	aT	a	w	667	hTS	1	aT	new	w	668	hTS	1	aT	employee?	w	669	hTS	1	aT	Congratulations!	w	670	hTS	1	aT	Your	w	671	hTS	1	aT	business	w	672	hTS	1	aT	is	w	673	hTS	1	aT	obviously	w	674	hTS	1	aT	doing	w	675	hTS	1	aT	well	w	676	hTS	1	aT	—	w	677	hTS	1	aT	despite	w	678	hTS	1	aT	what	w	679	hTS	1	aT	seems	w	680	hTS	1	aT	a	w	681	hTS	1	aT	slow	w	682	hTS	1	aT	economic	w	683	hTS	1	aT	turnaround.	w	684	hTS	1	aT	Even	w	685	hTS	1	aT	if	w	686	hTS	1	aT	you’re	w	687	hTS	1	aT	not	w	688	hTS	1	aT	yet	w	689	hTS	1	aT	considering	w	690	hTS	1	aT	it,	w	691	hTS	1	aT	consider	w	692	hTS	1	aT	clipping	w	693	hTS	1	aT	this	w	694	hTS	1	aT	article	w	695	hTS	1	aT	and	w	696	hTS	1	aT	keeping	w	697	hTS	1	aT	it	w	698	hTS	1	aT	on	w	699	hTS	1	aT	file.	w	700	hTS	1	aT	You	w	701	hTS	1	aT	may	w	702	hTS	1	aT	be	w	703	hTS	1	aT	hiring	w	704	hTS	1	aT	sooner	w	705	hTS	1	aT	than	w	706	hTS	1	aT	you	w	707	hTS	1	aT	think	w	708	hTS	1	aT	if	w	709	hTS	1	aT	the	w	710	hTS	1	aT	economy	w	711	hTS	1	aT	rebounds	w	712	hTS	1	aT	as	w	713	hTS	1	aT	many	w	714	hTS	1	aT	are	w	715	hTS	1	aT	predicting.	se	BT	ss	BT	ss	B	co	669.8 84.0 74.0 576.0	id	1424	uSOP	1	se	B	aFS	-4.31602e+008	sOP	1	w	716	hTS	1	aT	Don’t	w	717	hTS	1	aT	worry	w	718	hTS	1	aT	if	w	719	hTS	1	aT	the	w	720	hTS	1	aT	hiring	w	721	hTS	1	aT	process	w	722	hTS	1	aT	seems	w	723	hTS	1	aT	a	w	724	hTS	1	aT	little	w	725	hTS	1	aT	intimidating.	w	726	hTS	1	aT	It’s	w	727	hTS	1	aT	understandable.	w	728	hTS	1	aT	For	w	729	hTS	1	aT	most	w	730	hTS	1	aT	service	w	731	hTS	1	aT	stations	w	732	hTS	1	aT	and	w	733	hTS	1	aT	garages,	w	734	hTS	1	aT	a	w	735	hTS	1	aT	new	w	736	hTS	1	aT	hire	w	737	hTS	1	aT	is	w	738	hTS	1	aT	a	w	739	hTS	1	aT	big	w	740	hTS	1	aT	investment	w	741	hTS	1	aT	of	w	742	hTS	1	aT	time	w	743	hTS	1	aT	and	w	744	hTS	1	aT	money.	w	745	hTS	1	aT	Depending	w	746	hTS	1	aT	on	w	747	hTS	1	aT	how	w	748	hTS	1	aT	big	w	749	hTS	1	aT	your	w	750	hTS	1	aT	staff	w	751	hTS	1	aT	is	w	752	hTS	1	aT	one	w	753	hTS	1	aT	new	w	754	hTS	1	aT	employee	w	755	hTS	1	aT	can	w	756	hTS	1	aT	effectively	w	757	hTS	1	aT	double	w	758	hTS	1	aT	your	w	759	hTS	1	aT	staff.	w	760	hTS	1	aT	That	w	761	hTS	1	aT	can	w	762	hTS	1	aT	make	w	763	hTS	1	aT	the	w	764	hTS	1	aT	process	w	765	hTS	1	aT	even	w	766	hTS	1	aT	more	w	767	hTS	1	aT	stressful.	se	BT	ss	BT	ss	B	co	669.8 84.0 74.0 576.0	id	1448	uSOP	1	se	B	aFS	-4.31602e+008	sOP	1	w	768	hTS	1	aT	But	w	769	hTS	1	aT	what	w	770	hTS	1	aT	makes	w	771	hTS	1	aT	the	w	772	hTS	1	aT	process	w	773	hTS	1	aT	harder	w	774	hTS	1	aT	is	w	775	hTS	1	aT	that	w	776	hTS	1	aT	hiring	w	777	hTS	1	aT	is	w	778	hTS	1	aT	something	w	779	hTS	1	aT	you	w	780	hTS	1	aT	don’t	w	781	hTS	1	aT	do	w	782	hTS	1	aT	very	w	783	hTS	1	aT	often.	w	784	hTS	1	aT	Or	w	785	hTS	1	aT	perhaps	w	786	hTS	1	aT	something	w	787	hTS	1	aT	you’ve	w	788	hTS	1	aT	never	w	789	hTS	1	aT	done	w	790	hTS	1	aT	before.	se	BT	ss	BT	ss	B	co	669.8 84.0 74.0 576.0	id	1533	uSOP	1	se	B	aFS	-4.31602e+008	sOP	1	w	791	hTS	1	aT	Picking	w	792	hTS	1	aT	the	w	793	hTS	1	aT	right	w	794	hTS	1	aT	employee	w	795	hTS	1	aT	is	w	796	hTS	1	aT	an	w	797	hTS	1	aT	important	w	798	hTS	1	aT	job.	w	799	hTS	1	aT	You	w	800	hTS	1	aT	want	w	801	hTS	1	aT	to	w	802	hTS	1	aT	be	w	803	hTS	1	aT	careful	w	804	hTS	1	aT	not	w	805	hTS	1	aT	to	w	806	hTS	1	aT	take	w	807	hTS	1	aT	any	w	808	hTS	1	aT	shortcuts	w	809	hTS	1	aT	that	w	810	hTS	1	aT	could	w	811	hTS	1	aT	land	w	812	hTS	1	aT	the	w	813	hTS	1	aT	wrong	w	814	hTS	1	aT	employee	w	815	hTS	1	aT	at	w	816	hTS	1	aT	your	w	817	hTS	1	aT	shop.	w	818	hTS	1	aT	When	w	819	hTS	1	aT	I	w	820	hTS	1	aT	say	w	821	hTS	1	aT	“wrong”	w	822	hTS	1	aT	I	w	823	hTS	1	aT	don’t	w	824	hTS	1	aT	mean	w	825	hTS	1	aT	someone	w	826	hTS	1	aT	who	w	827	hTS	1	aT	lacks	w	828	hTS	1	aT	job	w	829	hTS	1	aT	skills,	w	830	hTS	1	aT	I	w	831	hTS	1	aT	mean	w	832	hTS	1	aT	someone	w	833	hTS	1	aT	that	w	834	hTS	1	aT	doesn’t	w	835	hTS	1	aT	fit	w	836	hTS	1	aT	in	w	837	hTS	1	aT	with	w	838	hTS	1	aT	your	w	839	hTS	1	aT	shop	w	840	hTS	1	aT	personality	w	841	hTS	1	aT	(corporate	w	842	hTS	1	aT	culture)	w	843	hTS	1	aT	or	w	844	hTS	1	aT	is	w	845	hTS	1	aT	hard	w	846	hTS	1	aT	to	w	847	hTS	1	aT	work	w	848	hTS	1	aT	with.	w	849	hTS	1	aT	Having	w	850	hTS	1	aT	technical	w	851	hTS	1	aT	skills	w	852	hTS	1	aT	is	w	853	hTS	1	aT	one	w	854	hTS	1	aT	thing.	w	855	hTS	1	aT	Being	w	856	hTS	1	aT	a	w	857	hTS	1	aT	good	w	858	hTS	1	aT	employee	w	859	hTS	1	aT	is	w	860	hTS	1	aT	something	w	861	hTS	1	aT	entirely	w	862	hTS	1	aT	different.	w	863	hTS	1	aT	A	w	864	hTS	1	aT	hard	w	865	hTS	1	aT	worker	w	866	hTS	1	aT	is	w	867	hTS	1	aT	good.	w	868	hTS	1	aT	Being	w	869	hTS	1	aT	hard	w	870	hTS	1	aT	to	w	871	hTS	1	aT	work	w	872	hTS	1	aT	with	w	873	hTS	1	aT	is	w	874	hTS	1	aT	bad.	se	BT	ss	BT	ss	B	co	669.8 84.0 74.0 576.0	id	1631	uSOP	1	se	B	aFS	-4.31602e+008	sOP	1	w	875	hTS	1	aT	You	w	876	hTS	1	aT	may	w	877	hTS	1	aT	be	w	878	hTS	1	aT	extra-busy	w	879	hTS	1	aT	and	w	880	hTS	1	aT	need	w	881	hTS	1	aT	help	w	882	hTS	1	aT	fast.	w	883	hTS	1	aT	Don’t	w	884	hTS	1	aT	let	w	885	hTS	1	aT	that	w	886	hTS	1	aT	force	w	887	hTS	1	aT	you	w	888	hTS	1	aT	to	w	889	hTS	1	aT	rush	w	890	hTS	1	aT	the	w	891	hTS	1	aT	process.	w	892	hTS	1	aT	Perhaps	w	893	hTS	1	aT	you	w	894	hTS	1	aT	can	w	895	hTS	1	aT	find	w	896	hTS	1	aT	a	w	897	hTS	1	aT	temporary	w	898	hTS	1	aT	moonlighter	w	899	hTS	1	aT	or	w	900	hTS	1	aT	part-timer	w	901	hTS	1	aT	to	w	902	hTS	1	aT	help	w	903	hTS	1	aT	you	w	904	hTS	1	aT	buy	w	905	hTS	1	aT	the	w	906	hTS	1	aT	time	w	907	hTS	1	aT	you	w	908	hTS	1	aT	need	w	909	hTS	1	aT	until	w	910	hTS	1	aT	you	w	911	hTS	1	aT	can	w	912	hTS	1	aT	make	w	913	hTS	1	aT	the	w	914	hTS	1	aT	right	w	915	hTS	1	aT	hiring	w	916	hTS	1	aT	decision.	w	917	hTS	1	aT	Or	w	918	hTS	1	aT	maybe	w	919	hTS	1	aT	you	w	920	hTS	1	aT	need	w	921	hTS	1	aT	to	w	922	hTS	1	aT	farm	w	923	hTS	1	aT	out	w	924	hTS	1	aT	work	w	925	hTS	1	aT	to	w	926	hTS	1	aT	another	w	927	hTS	1	aT	shop	w	928	hTS	1	aT	for	w	929	hTS	1	aT	a	w	930	hTS	1	aT	while.	w	931	hTS	1	aT	Whatever	w	932	hTS	1	aT	you	w	933	hTS	1	aT	need	w	934	hTS	1	aT	to	w	935	hTS	1	aT	do	w	936	hTS	1	aT	to	w	937	hTS	1	aT	get	w	938	hTS	1	aT	the	w	939	hTS	1	aT	work	w	940	hTS	1	aT	done	w	941	hTS	1	aT	without	w	942	hTS	1	aT	rushing	w	943	hTS	1	aT	to	w	944	hTS	1	aT	hire	w	945	hTS	1	aT	someone	w	946	hTS	1	aT	is	w	947	hTS	1	aT	in	w	948	hTS	1	aT	your	w	949	hTS	1	aT	best	w	950	hTS	1	aT	interest.	w	951	hTS	1	aT	Finding	w	952	hTS	1	aT	the	w	953	hTS	1	aT	right	w	954	hTS	1	aT	person	w	955	hTS	1	aT	takes	w	956	hTS	1	aT	time.	w	957	hTS	1	aT	In	w	958	hTS	1	aT	that	w	959	hTS	1	aT	way,	w	960	hTS	1	aT	hiring	w	961	hTS	1	aT	can	w	962	hTS	1	aT	be	w	963	hTS	1	aT	much	w	964	hTS	1	aT	like	w	965	hTS	1	aT	dating	w	966	hTS	1	aT	—	w	967	hTS	1	aT	only	w	968	hTS	1	aT	a	w	969	hTS	1	aT	lot	w	970	hTS	1	aT	less	w	971	hTS	1	aT	fun.	se	BT	ss	BT	ss	B	co	669.8 84.0 74.0 576.0	id	1659	uSOP	1	se	B	aFS	-4.31602e+008	sOP	1	w	972	hTS	1	aT	Here’s	w	973	hTS	1	aT	a	w	974	hTS	1	aT	brief	w	975	hTS	1	aT	overview	w	976	hTS	1	aT	that	w	977	hTS	1	aT	will	w	978	hTS	1	aT	give	w	979	hTS	1	aT	you	w	980	hTS	1	aT	a	w	981	hTS	1	aT	roadmap	w	982	hTS	1	aT	through	w	983	hTS	1	aT	the	w	984	hTS	1	aT	initial	w	985	hTS	1	aT	stages	w	986	hTS	1	aT	of	w	987	hTS	1	aT	the	w	988	hTS	1	aT	hiring	w	989	hTS	1	aT	process	w	990	hTS	1	aT	—	w	991	hTS	1	aT	and	w	992	hTS	1	aT	a	w	993	hTS	1	aT	few	w	994	hTS	1	aT	tips	w	995	hTS	1	aT	on	w	996	hTS	1	aT	pitfalls	w	997	hTS	1	aT	to	w	998	hTS	1	aT	avoid.	se	BT	ss	BT	ss	B	co	669.8 84.0 74.0 576.0	id	1666	uSOP	1	se	B	aFS	-4.31602e+008	sOP	1	w	999	hTS	1	aT	The	iBld	1	w	1000	hTS	1	aT	Two	iBld	1	w	1001	hTS	1	aT	Most	iBld	1	w	1002	hTS	1	aT	Common	iBld	1	w	1003	hTS	1	aT	Hiring	iBld	1	w	1004	hTS	1	aT	Mistakes	iBld	1	se	BT	ss	BT	ss	B	co	669.8 84.0 74.0 576.0	id	1729	uSOP	1	se	B	aFS	-4.31602e+008	sOP	1	w	1005	hTS	1	aT	Shop	w	1006	hTS	1	aT	owners	w	1007	hTS	1	aT	and	w	1008	hTS	1	aT	managers	w	1009	hTS	1	aT	—	w	1010	hTS	1	aT	like	w	1011	hTS	1	aT	most	w	1012	hTS	1	aT	small	w	1013	hTS	1	aT	business	w	1014	hTS	1	aT	managers	w	1015	hTS	1	aT	—	w	1016	hTS	1	aT	tend	w	1017	hTS	1	aT	to	w	1018	hTS	1	aT	make	w	1019	hTS	1	aT	one	w	1020	hTS	1	aT	of	w	1021	hTS	1	aT	two	w	1022	hTS	1	aT	hiring	w	1023	hTS	1	aT	mistakes:	w	1024	hTS	1	aT	They	w	1025	hTS	1	aT	don’t	w	1026	hTS	1	aT	create	w	1027	hTS	1	aT	a	w	1028	hTS	1	aT	clear,	w	1029	hTS	1	aT	thorough	w	1030	hTS	1	aT	job	w	1031	hTS	1	aT	description;	w	1032	hTS	1	aT	or	w	1033	hTS	1	aT	they	w	1034	hTS	1	aT	hire	w	1035	hTS	1	aT	someone	w	1036	hTS	1	aT	that	w	1037	hTS	1	aT	doesn’t	w	1038	hTS	1	aT	fit	w	1039	hTS	1	aT	the	w	1040	hTS	1	aT	job	w	1041	hTS	1	aT	description.	w	1042	hTS	1	aT	Those	w	1043	hTS	1	aT	are	w	1044	hTS	1	aT	very	w	1045	hTS	1	aT	easy	w	1046	hTS	1	aT	mistakes	w	1047	hTS	1	aT	to	w	1048	hTS	1	aT	make.	w	1049	hTS	1	aT	You	w	1050	hTS	1	aT	didn’t	w	1051	hTS	1	aT	open	w	1052	hTS	1	aT	a	w	1053	hTS	1	aT	shop	w	1054	hTS	1	aT	to	w	1055	hTS	1	aT	work	w	1056	hTS	1	aT	in	w	1057	hTS	1	aT	human	w	1058	hTS	1	aT	resources.	w	1059	hTS	1	aT	You	w	1060	hTS	1	aT	opened	w	1061	hTS	1	aT	a	w	1062	hTS	1	aT	shop	w	1063	hTS	1	aT	to	w	1064	hTS	1	aT	work	w	1065	hTS	1	aT	on	w	1066	hTS	1	aT	cars.	se	BT	ss	BT	ss	B	co	669.8 84.0 74.0 576.0	id	1775	uSOP	1	se	B	aFS	-4.31602e+008	sOP	1	w	1067	hTS	1	aT	You	w	1068	hTS	1	aT	should	w	1069	hTS	1	aT	start	w	1070	hTS	1	aT	by	w	1071	hTS	1	aT	deciding	w	1072	hTS	1	aT	what	w	1073	hTS	1	aT	job	w	1074	hTS	1	aT	you	w	1075	hTS	1	aT	want	w	1076	hTS	1	aT	to	w	1077	hTS	1	aT	fill.	w	1078	hTS	1	aT	Sometimes	w	1079	hTS	1	aT	that’s	w	1080	hTS	1	aT	harder	w	1081	hTS	1	aT	than	w	1082	hTS	1	aT	it	w	1083	hTS	1	aT	sounds	w	1084	hTS	1	aT	—	w	1085	hTS	1	aT	although	w	1086	hTS	1	aT	if	w	1087	hTS	1	aT	an	w	1088	hTS	1	aT	employee	w	1089	hTS	1	aT	is	w	1090	hTS	1	aT	leaving	w	1091	hTS	1	aT	and	w	1092	hTS	1	aT	you’re	w	1093	hTS	1	aT	filling	w	1094	hTS	1	aT	an	w	1095	hTS	1	aT	existing	w	1096	hTS	1	aT	position	w	1097	hTS	1	aT	that	w	1098	hTS	1	aT	can	w	1099	hTS	1	aT	make	w	1100	hTS	1	aT	it	w	1101	hTS	1	aT	easier.	w	1102	hTS	1	aT	Just	w	1103	hTS	1	aT	jot	w	1104	hTS	1	aT	down	w	1105	hTS	1	aT	a	w	1106	hTS	1	aT	list	w	1107	hTS	1	aT	of	w	1108	hTS	1	aT	what	w	1109	hTS	1	aT	that	w	1110	hTS	1	aT	person	w	1111	hTS	1	aT	did.	se	BT	ss	BT	ss	B	co	669.8 84.0 74.0 576.0	id	1834	uSOP	1	se	B	aFS	-4.31602e+008	sOP	1	w	1112	hTS	1	aT	More	w	1113	hTS	1	aT	often	w	1114	hTS	1	aT	than	w	1115	hTS	1	aT	not,	w	1116	hTS	1	aT	however,	w	1117	hTS	1	aT	you’ll	w	1118	hTS	1	aT	find	w	1119	hTS	1	aT	yourself	w	1120	hTS	1	aT	creating	w	1121	hTS	1	aT	a	w	1122	hTS	1	aT	new	w	1123	hTS	1	aT	position.	w	1124	hTS	1	aT	That’s	w	1125	hTS	1	aT	great	w	1126	hTS	1	aT	because	w	1127	hTS	1	aT	it	w	1128	hTS	1	aT	means	w	1129	hTS	1	aT	you’re	w	1130	hTS	1	aT	growing,	w	1131	hTS	1	aT	but	w	1132	hTS	1	aT	it	w	1133	hTS	1	aT	also	w	1134	hTS	1	aT	means	w	1135	hTS	1	aT	you	w	1136	hTS	1	aT	need	w	1137	hTS	1	aT	to	w	1138	hTS	1	aT	take	w	1139	hTS	1	aT	inventory.	w	1140	hTS	1	aT	You	w	1141	hTS	1	aT	need	w	1142	hTS	1	aT	to	w	1143	hTS	1	aT	make	w	1144	hTS	1	aT	the	w	1145	hTS	1	aT	the	w	1146	hTS	1	aT	time	w	1147	hTS	1	aT	to	w	1148	hTS	1	aT	think	w	1149	hTS	1	aT	about	w	1150	hTS	1	aT	what	w	1151	hTS	1	aT	you	w	1152	hTS	1	aT	need.	w	1153	hTS	1	aT	It	w	1154	hTS	1	aT	takes	w	1155	hTS	1	aT	some	w	1156	hTS	1	aT	work	w	1157	hTS	1	aT	to	w	1158	hTS	1	aT	decide	w	1159	hTS	1	aT	what	w	1160	hTS	1	aT	the	w	1161	hTS	1	aT	new	w	1162	hTS	1	aT	position	w	1163	hTS	1	aT	is	w	1164	hTS	1	aT	and	w	1165	hTS	1	aT	the	w	1166	hTS	1	aT	duties	w	1167	hTS	1	aT	of	w	1168	hTS	1	aT	that	w	1169	hTS	1	aT	job.	se	BT	ss	BT	ss	B	co	669.8 84.0 74.0 576.0	id	1887	uSOP	1	se	B	aFS	-4.31602e+008	sOP	1	w	1170	hTS	1	aT	As	w	1171	hTS	1	aT	I	w	1172	hTS	1	aT	see	w	1173	hTS	1	aT	it,	w	1174	hTS	1	aT	shop	w	1175	hTS	1	aT	jobs	w	1176	hTS	1	aT	fall	w	1177	hTS	1	aT	into	w	1178	hTS	1	aT	three	w	1179	hTS	1	aT	major	w	1180	hTS	1	aT	categories:	w	1181	hTS	1	aT	sales,	w	1182	hTS	1	aT	clerical/managerial	w	1183	hTS	1	aT	or	w	1184	hTS	1	aT	technical.	w	1185	hTS	1	aT	Although	w	1186	hTS	1	aT	you	w	1187	hTS	1	aT	may	w	1188	hTS	1	aT	be	w	1189	hTS	1	aT	able	w	1190	hTS	1	aT	to	w	1191	hTS	1	aT	find	w	1192	hTS	1	aT	someone	w	1193	hTS	1	aT	who	w	1194	hTS	1	aT	can	w	1195	hTS	1	aT	handle	w	1196	hTS	1	aT	two	w	1197	hTS	1	aT	of	w	1198	hTS	1	aT	these	w	1199	hTS	1	aT	roles,	w	1200	hTS	1	aT	chances	w	1201	hTS	1	aT	are	w	1202	hTS	1	aT	you	w	1203	hTS	1	aT	will	w	1204	hTS	1	aT	rarely	w	1205	hTS	1	aT	find	w	1206	hTS	1	aT	someone	w	1207	hTS	1	aT	who	w	1208	hTS	1	aT	can	w	1209	hTS	1	aT	do	w	1210	hTS	1	aT	all	w	1211	hTS	1	aT	three	w	1212	hTS	1	aT	well.	w	1213	hTS	1	aT	If	w	1214	hTS	1	aT	you	w	1215	hTS	1	aT	do,	w	1216	hTS	1	aT	they	w	1217	hTS	1	aT	likely	w	1218	hTS	1	aT	own	w	1219	hTS	1	aT	their	w	1220	hTS	1	aT	own	w	1221	hTS	1	aT	shop.	se	BT	ss	BT	ss	B	co	669.8 84.0 74.0 576.0	id	1940	uSOP	1	se	B	aFS	-4.31602e+008	sOP	1	w	1222	hTS	1	aT	So,	w	1223	hTS	1	aT	I	w	1224	hTS	1	aT	suggest	w	1225	hTS	1	aT	you	w	1226	hTS	1	aT	choose	w	1227	hTS	1	aT	one	w	1228	hTS	1	aT	major	w	1229	hTS	1	aT	category	w	1230	hTS	1	aT	and	w	1231	hTS	1	aT	one	w	1232	hTS	1	aT	minor	w	1233	hTS	1	aT	category	w	1234	hTS	1	aT	of	w	1235	hTS	1	aT	job	w	1236	hTS	1	aT	skills	w	1237	hTS	1	aT	you’re	w	1238	hTS	1	aT	looking	w	1239	hTS	1	aT	for.	w	1240	hTS	1	aT	Say	w	1241	hTS	1	aT	you	w	1242	hTS	1	aT	want	w	1243	hTS	1	aT	a	w	1244	hTS	1	aT	counter	w	1245	hTS	1	aT	worker	w	1246	hTS	1	aT	who	w	1247	hTS	1	aT	can	w	1248	hTS	1	aT	do	w	1249	hTS	1	aT	order	w	1250	hTS	1	aT	and/or	w	1251	hTS	1	aT	stock	w	1252	hTS	1	aT	inventory.	w	1253	hTS	1	aT	Or	w	1254	hTS	1	aT	perhaps	w	1255	hTS	1	aT	you	w	1256	hTS	1	aT	want	w	1257	hTS	1	aT	a	w	1258	hTS	1	aT	technician	w	1259	hTS	1	aT	who	w	1260	hTS	1	aT	can	w	1261	hTS	1	aT	do	w	1262	hTS	1	aT	a	w	1263	hTS	1	aT	little	w	1264	hTS	1	aT	selling,	w	1265	hTS	1	aT	like	w	1266	hTS	1	aT	writing	w	1267	hTS	1	aT	up	w	1268	hTS	1	aT	an	w	1269	hTS	1	aT	order	w	1270	hTS	1	aT	or	w	1271	hTS	1	aT	cross-selling	w	1272	hTS	1	aT	a	w	1273	hTS	1	aT	customer.	se	BT	se	BS	se	BG	aFS	-4.31602e+008	se	BGL	ss	BP	ss	B	bord	R	co	653.9 252.4 383.8 576.0	id	22988	n	photo	uiSK	500006	se	B	ss	BI	ss	B	co	653.9 252.4 383.8 576.0	id	0001	se	B	img	0001	ss	img	pdeIID	i0	se	img	se	BI	ss	pCa	ss	BGL	ss	BG	ss	B	id	22990	n	photocaption	se	B	ss	BS	se	BS	se	BG	aFS	-4.31602e+008	se	BGL	se	pCa	ss	pCr	ss	BGL	ss	BG	ss	B	id	22989	n	photocredit	se	B	ss	BS	se	BS	se	BG	aFS	-4.31602e+008	se	BGL	se	pCr	ss	pMB	ss	BS	ss	BM	ss	B	co	653.9 252.4 383.8 576.0	id	55873	n	photosequence	se	B	cn	01	se	BM	se	BS	se	pMB	se	BP	ss	BM	ss	B	co	755.9 81.0 81.0 576.0	id	55924	n	column	uiSK	700005	se	B	se	BM	ss	BM	ss	B	co	755.9 81.0 81.0 576.0	id	55925	n	companyinarticle	uiSK	700007	se	B	se	BM	ss	BM	ss	B	co	755.9 81.0 81.0 576.0	id	55926	n	articlecategory	uiSK	700008	se	B	se	BM	ss	BGK	ss	BG	ss	B	co	755.9 81.0 81.0 576.0	id	55927	n	keywords	uiSK	700009	se	B	ss	BS	se	BS	se	BG	se	BGK	ss	BM	ss	B	co	755.9 81.0 81.0 576.0	id	55928	n	lead	uiSK	700010	se	B	cn	Planning to hire a new employee? Congratulations! Your business is obviously doing well — despite what seems a slow economic turnaround. Even if you’re not yet considering it, consider clipping this article and keeping it on file. You may be hiring sooner than you think if the economy rebounds as many are predicting.	se	BM	ss	BM	ss	B	co	755.9 81.0 81.0 576.0	id	55929	n	storytype	uiSK	700011	se	B	se	BM	ss	BM	ss	B	co	755.9 81.0 81.0 576.0	id	55930	n	priority	uiSK	700012	se	B	se	BM	ss	BM	ss	B	co	755.9 81.0 81.0 576.0	id	55931	n	altsection	uiSK	700013	se	B	se	BM	ss	BM	ss	B	co	755.9 81.0 81.0 576.0	id	55932	n	web	uiSK	700014	se	B	se	BM	ss	BM	ss	B	co	755.9 81.0 81.0 576.0	id	55933	n	email	uiSK	700015	se	B	se	BM	se	BS	se	BG	se	BS	se	page	 
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continued on pg 24
If this is your first employee, I sug-

gest you write a brief description for 
your shop. It will help you set priorities 
and promote efficiency. Then write 
your own job description. 

Your goal is to find someone whose 
strength is your weakness. If you’re 
disorganized try to find an organizer to 
help you. If you hate selling, then find 
someone who likes serving customers. 
The great part about this strategy is 
that it frees you from the drudgery and 
allows you to focus more time on what 
you like doing. It’s a win-win situation. 

Define The Job To Refine The 
Job Search
Once you’ve defined the job, write it 
down. Creating a job description is very 
important. When you meet a likable 
candidate, it can be easy to lose sight of 
your job description and end up hiring 
a “likable liability”—a great person who 
isn’t so great for the job. The better you 
define the job, the better chance you’ll 
have of finding the right person for it. 

Break down the position into job 
duties — five or 10 tasks you expect this 
person to do regularly. Listing job duties 
is important, no matter if you’re hiring an 
experienced technician or a young part-
timer. Take the part-timer. His or her 
job duties might read: “clean-up wait-
ing room, stock parts, sweep shop floor, 
answer phones, update website and other 
duties as assigned.” It’s always a good 
idea to have “other job duties as assigned” 
on the list to avoid “it’s not my job” com-
plaints as well as potential legal issues. (I 
think some wedding vows should read 
“...love, honor, cherish, and other duties 
as assigned.”) 

Remember, not only are you looking 
for a job fit, so is your prospect. No one 
wants to be surprised on the first day 
that the job isn’t what they applied for.

The job description and duties will 
also come in useful when it’s time to do 
a performance review. Having a clearly 
defined job allows you to measure your 
employee’s performance. 

Be Sure You’re Fishing In A 
Well-Stocked Pond
You may have heard other shop owners 
complain that it’s hard to find good 

help. More than likely they haven’t 
drawn from a big enough pool of appli-
cants to find the right one. It’s a lot like 
fishing. If the lake was just stocked, 
you’re more likely to catch a keeper 
than if the lake has been over-fished. 
In the same way, you’re more likely to 
find the right employee if you have 20 
applicants than if you have two. 

So, you need to do everything you 
can to drum up as many job applicants 
as possible, so you have more to choose 
from. You don’t want to end up with 
your only prospect being your neigh-
bor’s cousin’s ex-boyfriend.

A sign in your window and an ad in 
the local paper are nice. But most jobs 
are never listed in the want ads. So, it’s 
best to start by putting your feelers out 
through the folks you deal with every day. 

If you’re looking for someone expe-
rienced, give copies of your job descrip-
tion to your mobile tool dealer and your 
parts supplier. Ask them for referrals. 
They have connections with others 
shops and know experienced people. 
Rather than damage their relation-
ship with you, they’ll usually only refer 
prospects they trust. That serves as 
a pre-screening function, so you can 
avoid wasting your time interviewing 
a young person who wants to work at 
your shop because he liked the “Fast 
and Furious” movies.

In fact, if you’re looking for an 
entry-level person or part-timer, you 
might ask the high school auto teacher 
or community college or vocational 
school instructor to tell their best stu-
dents about your job opening. You may 
have just the job a student like this 
would thrive at. 

Getting The Help You Want 
With Help Wanted Ads
Back to your help wanted ad. Writing a 
want ad may sound hard. But the way 
I look at it, someone has already done 
all the hard work. All you need to do is 
assemble the pieces. Start by looking on 
some of the popular job search engines 
like Monster.com, CareerBuilder.com, 
or even Craigslist.com for similar job 
listings, (you might use this technique 
to develop your job description and list 
of duties, too).

Print out the three or four listings your 

think sound most like your opening. Take 
a bit from here and some things from 
there and add a few thoughts of your 
own. Pull them all together to create the 
working job description/help wanted ad 
for your situation.

Now, you can let a pro take over. 
Call the classified ad department at 
your local newspaper or fax/email them 
your write-up and ask for help creating 
a killer want ad. They write classified 
ads every day. You stick to headers; let 
them handle headlines. Once the ad 
runs, use the same wording in online 
ads on Web sites like Craigslist.com. 

Some applicants will submit 
resumes, others will want to fill out an 
application. You should have some job 
applications on file in case. Pick up a 
packet of applications at a local office 
supply store. Or you can find hundreds 
of editable job apps online (Google “free 
employment application template”). 
Having a PDF or Word employment 
application will let you email applica-
tions to a prospective employees so 
they can complete and return it faster. 

Ready To Hire? Not Quite.
As the resumes and applications come in 
by mail or email, quickly look them over 
and store them into two stacks: “Maybe” 
and “Maybe Not.” You’ll still want to 
review both stacks carefully later, before 
you rule anyone out entirely. But this 
will give you a quick way to determine if 
you’re ready to start interviewing. 

Once you have enough “Maybes,” 
you’ll want to start making calls. But 
don’t let those big stacks of paper fool 
you into thinking the hard work is 
done. The hard work has just begun.

Phil Sasso, is 
president of 
Sasso Market-
ing Inc. (www.
s a s s o m a r k e t -
ing.com), a 
2 0 - y e a r - o l d 
technical mar-
keting agency 

providing advertising, public relations 
and promotional services to the after-
market. Subscribe to his weekly mar-
keting tip free at philsasso.com.
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version	1	ss	page	_id	25793	_pageFooterCoords	75.7 0.0 0.0 669.0	_pageHeaderCoords	801.3 84.0 867.0 577.0	_pageNumber	30	_uiDocName	030S JulyFinalLR	_section	Sasso	_status	rev	ss	CS	NW	1078	LW	com.	LWI	1076	se	CS	numGroupedBoxes	1	ss	BS	ss	BG	ss	B	co	763.0 84.0 74.0 577.0	id	2963	iExp	1	sBU	1	n	story	sl	definethejobtor	suT	story	se	B	ss	BS	ss	BM	ss	B	co	763.0 84.0 74.0 577.0	id	3828	n	head0	uiSK	000003	se	B	se	BM	ss	BM	ss	B	id	3815	sBU	1	jFpn	24	jFs	bear	jFio	1	n	jumpfrom	uiSK	010001	se	B	cn	bear, continued from page 24	se	BM	ss	BM	ss	B	case	titlecase	co	763.0 84.0 74.0 577.0	id	3827	n	byline	uiSK	300002	se	B	se	BM	ss	BM	ss	B	case	titlecase	co	763.0 84.0 74.0 577.0	id	3829	n	source	uiSK	330003	se	B	se	BM	ss	BGL	ss	BG	ss	B	co	763.0 84.0 74.0 577.0	id	11570	sBU	1	n	body	uiSK	400015	se	B	ss	BS	ss	BT	ss	B	co	763.0 84.0 74.0 577.0	id	11602	uSOP	1	se	B	sOP	1	w	11571	hTS	1	aT	If	w	11572	hTS	1	aT	this	w	11573	hTS	1	aT	is	w	11574	hTS	1	aT	your	w	11575	hTS	1	aT	first	w	11576	hTS	1	aT	employee,	w	11577	hTS	1	aT	I	w	11578	hTS	1	aT	suggest	w	11579	hTS	1	aT	you	w	11580	hTS	1	aT	write	w	11581	hTS	1	aT	a	w	11582	hTS	1	aT	brief	w	11583	hTS	1	aT	description	w	11584	hTS	1	aT	for	w	11585	hTS	1	aT	your	w	11586	hTS	1	aT	shop.	w	11587	hTS	1	aT	It	w	11588	hTS	1	aT	will	w	11589	hTS	1	aT	help	w	11590	hTS	1	aT	you	w	11591	hTS	1	aT	set	w	11592	hTS	1	aT	priorities	w	11593	hTS	1	aT	and	w	11594	hTS	1	aT	promote	w	11595	hTS	1	aT	efficiency.	w	11596	hTS	1	aT	Then	w	11597	hTS	1	aT	write	w	11598	hTS	1	aT	your	w	11599	hTS	1	aT	own	w	11600	hTS	1	aT	job	w	11601	hTS	1	aT	description.	se	BT	ss	BT	ss	B	co	763.0 84.0 74.0 577.0	id	11666	uSOP	1	se	B	sOP	1	w	11603	hTS	1	aT	Your	w	11604	hTS	1	aT	goal	w	11605	hTS	1	aT	is	w	11606	hTS	1	aT	to	w	11607	hTS	1	aT	find	w	11608	hTS	1	aT	someone	w	11609	hTS	1	aT	whose	w	11610	hTS	1	aT	strength	w	11611	hTS	1	aT	is	w	11612	hTS	1	aT	your	w	11613	hTS	1	aT	weakness.	w	11614	hTS	1	aT	If	w	11615	hTS	1	aT	you’re	w	11616	hTS	1	aT	disorganized	w	11617	hTS	1	aT	try	w	11618	hTS	1	aT	to	w	11619	hTS	1	aT	find	w	11620	hTS	1	aT	an	w	11621	hTS	1	aT	organizer	w	11622	hTS	1	aT	to	w	11623	hTS	1	aT	help	w	11624	hTS	1	aT	you.	w	11625	hTS	1	aT	If	w	11626	hTS	1	aT	you	w	11627	hTS	1	aT	hate	w	11628	hTS	1	aT	selling,	w	11629	hTS	1	aT	then	w	11630	hTS	1	aT	find	w	11631	hTS	1	aT	someone	w	11632	hTS	1	aT	who	w	11633	hTS	1	aT	likes	w	11634	hTS	1	aT	serving	w	11635	hTS	1	aT	customers.	w	11636	hTS	1	aT	The	w	11637	hTS	1	aT	great	w	11638	hTS	1	aT	part	w	11639	hTS	1	aT	about	w	11640	hTS	1	aT	this	w	11641	hTS	1	aT	strategy	w	11642	hTS	1	aT	is	w	11643	hTS	1	aT	that	w	11644	hTS	1	aT	it	w	11645	hTS	1	aT	frees	w	11646	hTS	1	aT	you	w	11647	hTS	1	aT	from	w	11648	hTS	1	aT	the	w	11649	hTS	1	aT	drudgery	w	11650	hTS	1	aT	and	w	11651	hTS	1	aT	allows	w	11652	hTS	1	aT	you	w	11653	hTS	1	aT	to	w	11654	hTS	1	aT	focus	w	11655	hTS	1	aT	more	w	11656	hTS	1	aT	time	w	11657	hTS	1	aT	on	w	11658	hTS	1	aT	what	w	11659	hTS	1	aT	you	w	11660	hTS	1	aT	like	w	11661	hTS	1	aT	doing.	w	11662	hTS	1	aT	It’s	w	11663	hTS	1	aT	a	w	11664	hTS	1	aT	win-win	w	11665	hTS	1	aT	situation.	se	BT	ss	BT	ss	B	co	763.0 84.0 74.0 577.0	id	11675	uSOP	1	se	B	sOP	1	w	11667	hTS	1	aT	Define	iBld	1	w	11668	hTS	1	aT	The	iBld	1	w	11669	hTS	1	aT	Job	iBld	1	w	11670	hTS	1	aT	To	iBld	1	w	11671	hTS	1	aT	Refine	iBld	1	w	11672	hTS	1	aT	The	iBld	1	w	11673	hTS	1	aT	Job	iBld	1	w	11674	hTS	1	aT	Search	iBld	1	se	BT	ss	BT	ss	B	co	763.0 84.0 74.0 577.0	id	11742	uSOP	1	se	B	sOP	1	w	11676	hTS	1	aT	Once	w	11677	hTS	1	aT	you’ve	w	11678	hTS	1	aT	defined	w	11679	hTS	1	aT	the	w	11680	hTS	1	aT	job,	w	11681	hTS	1	aT	write	w	11682	hTS	1	aT	it	w	11683	hTS	1	aT	down.	w	11684	hTS	1	aT	Creating	w	11685	hTS	1	aT	a	w	11686	hTS	1	aT	job	w	11687	hTS	1	aT	description	w	11688	hTS	1	aT	is	w	11689	hTS	1	aT	very	w	11690	hTS	1	aT	important.	w	11691	hTS	1	aT	When	w	11692	hTS	1	aT	you	w	11693	hTS	1	aT	meet	w	11694	hTS	1	aT	a	w	11695	hTS	1	aT	likable	w	11696	hTS	1	aT	candidate,	w	11697	hTS	1	aT	it	w	11698	hTS	1	aT	can	w	11699	hTS	1	aT	be	w	11700	hTS	1	aT	easy	w	11701	hTS	1	aT	to	w	11702	hTS	1	aT	lose	w	11703	hTS	1	aT	sight	w	11704	hTS	1	aT	of	w	11705	hTS	1	aT	your	w	11706	hTS	1	aT	job	w	11707	hTS	1	aT	description	w	11708	hTS	1	aT	and	w	11709	hTS	1	aT	end	w	11710	hTS	1	aT	up	w	11711	hTS	1	aT	hiring	w	11712	hTS	1	aT	a	w	11713	hTS	1	aT	“likable	w	11714	hTS	1	aT	liability”—a	w	11715	hTS	1	aT	great	w	11716	hTS	1	aT	person	w	11717	hTS	1	aT	who	w	11718	hTS	1	aT	isn’t	w	11719	hTS	1	aT	so	w	11720	hTS	1	aT	great	w	11721	hTS	1	aT	for	w	11722	hTS	1	aT	the	w	11723	hTS	1	aT	job.	w	11724	hTS	1	aT	The	w	11725	hTS	1	aT	better	w	11726	hTS	1	aT	you	w	11727	hTS	1	aT	define	w	11728	hTS	1	aT	the	w	11729	hTS	1	aT	job,	w	11730	hTS	1	aT	the	w	11731	hTS	1	aT	better	w	11732	hTS	1	aT	chance	w	11733	hTS	1	aT	you’ll	w	11734	hTS	1	aT	have	w	11735	hTS	1	aT	of	w	11736	hTS	1	aT	finding	w	11737	hTS	1	aT	the	w	11738	hTS	1	aT	right	w	11739	hTS	1	aT	person	w	11740	hTS	1	aT	for	w	11741	hTS	1	aT	it.	se	BT	ss	BT	ss	B	co	763.0 84.0 74.0 577.0	id	11849	uSOP	1	se	B	sOP	1	w	11743	hTS	1	aT	Break	w	11744	hTS	1	aT	down	w	11745	hTS	1	aT	the	w	11746	hTS	1	aT	position	w	11747	hTS	1	aT	into	w	11748	hTS	1	aT	job	w	11749	hTS	1	aT	duties	w	11750	hTS	1	aT	—	w	11751	hTS	1	aT	five	w	11752	hTS	1	aT	or	w	11753	hTS	1	aT	10	w	11754	hTS	1	aT	tasks	w	11755	hTS	1	aT	you	w	11756	hTS	1	aT	expect	w	11757	hTS	1	aT	this	w	11758	hTS	1	aT	person	w	11759	hTS	1	aT	to	w	11760	hTS	1	aT	do	w	11761	hTS	1	aT	regularly.	w	11762	hTS	1	aT	Listing	w	11763	hTS	1	aT	job	w	11764	hTS	1	aT	duties	w	11765	hTS	1	aT	is	w	11766	hTS	1	aT	important,	w	11767	hTS	1	aT	no	w	11768	hTS	1	aT	matter	w	11769	hTS	1	aT	if	w	11770	hTS	1	aT	you’re	w	11771	hTS	1	aT	hiring	w	11772	hTS	1	aT	an	w	11773	hTS	1	aT	experienced	w	11774	hTS	1	aT	technician	w	11775	hTS	1	aT	or	w	11776	hTS	1	aT	a	w	11777	hTS	1	aT	young	w	11778	hTS	1	aT	part-timer.	w	11779	hTS	1	aT	Take	w	11780	hTS	1	aT	the	w	11781	hTS	1	aT	part-timer.	w	11782	hTS	1	aT	His	w	11783	hTS	1	aT	or	w	11784	hTS	1	aT	her	w	11785	hTS	1	aT	job	w	11786	hTS	1	aT	duties	w	11787	hTS	1	aT	might	w	11788	hTS	1	aT	read:	w	11789	hTS	1	aT	“clean-up	w	11790	hTS	1	aT	waiting	w	11791	hTS	1	aT	room,	w	11792	hTS	1	aT	stock	w	11793	hTS	1	aT	parts,	w	11794	hTS	1	aT	sweep	w	11795	hTS	1	aT	shop	w	11796	hTS	1	aT	floor,	w	11797	hTS	1	aT	answer	w	11798	hTS	1	aT	phones,	w	11799	hTS	1	aT	update	w	11800	hTS	1	aT	website	w	11801	hTS	1	aT	and	w	11802	hTS	1	aT	other	w	11803	hTS	1	aT	duties	w	11804	hTS	1	aT	as	w	11805	hTS	1	aT	assigned.”	w	11806	hTS	1	aT	It’s	w	11807	hTS	1	aT	always	w	11808	hTS	1	aT	a	w	11809	hTS	1	aT	good	w	11810	hTS	1	aT	idea	w	11811	hTS	1	aT	to	w	11812	hTS	1	aT	have	w	11813	hTS	1	aT	“other	w	11814	hTS	1	aT	job	w	11815	hTS	1	aT	duties	w	11816	hTS	1	aT	as	w	11817	hTS	1	aT	assigned”	w	11818	hTS	1	aT	on	w	11819	hTS	1	aT	the	w	11820	hTS	1	aT	list	w	11821	hTS	1	aT	to	w	11822	hTS	1	aT	avoid	w	11823	hTS	1	aT	“it’s	w	11824	hTS	1	aT	not	w	11825	hTS	1	aT	my	w	11826	hTS	1	aT	job”	w	11827	hTS	1	aT	complaints	w	11828	hTS	1	aT	as	w	11829	hTS	1	aT	well	w	11830	hTS	1	aT	as	w	11831	hTS	1	aT	potential	w	11832	hTS	1	aT	legal	w	11833	hTS	1	aT	issues.	w	11834	hTS	1	aT	(I	w	11835	hTS	1	aT	think	w	11836	hTS	1	aT	some	w	11837	hTS	1	aT	wedding	w	11838	hTS	1	aT	vows	w	11839	hTS	1	aT	should	w	11840	hTS	1	aT	read	w	11841	hTS	1	aT	“...love,	w	11842	hTS	1	aT	honor,	w	11843	hTS	1	aT	cherish,	w	11844	hTS	1	aT	and	w	11845	hTS	1	aT	other	w	11846	hTS	1	aT	duties	w	11847	hTS	1	aT	as	w	11848	hTS	1	aT	assigned.”)	se	BT	ss	BT	ss	B	co	763.0 84.0 74.0 577.0	id	11882	uSOP	1	se	B	sOP	1	w	11850	hTS	1	aT	Remember,	w	11851	hTS	1	aT	not	w	11852	hTS	1	aT	only	w	11853	hTS	1	aT	are	w	11854	hTS	1	aT	you	iItal	1	w	11855	hTS	1	aT	looking	w	11856	hTS	1	aT	for	w	11857	hTS	1	aT	a	w	11858	hTS	1	aT	job	w	11859	hTS	1	aT	fit,	w	11860	hTS	1	aT	so	w	11861	hTS	1	aT	is	w	11862	hTS	1	aT	your	w	11863	hTS	1	aT	prospect.	w	11864	hTS	1	aT	No	w	11865	hTS	1	aT	one	w	11866	hTS	1	aT	wants	w	11867	hTS	1	aT	to	w	11868	hTS	1	aT	be	w	11869	hTS	1	aT	surprised	w	11870	hTS	1	aT	on	w	11871	hTS	1	aT	the	w	11872	hTS	1	aT	first	w	11873	hTS	1	aT	day	w	11874	hTS	1	aT	that	w	11875	hTS	1	aT	the	w	11876	hTS	1	aT	job	w	11877	hTS	1	aT	isn’t	w	11878	hTS	1	aT	what	w	11879	hTS	1	aT	they	w	11880	hTS	1	aT	applied	w	11881	hTS	1	aT	for.	se	BT	ss	BT	ss	B	co	763.0 84.0 74.0 577.0	id	11913	uSOP	1	se	B	sOP	1	w	11883	hTS	1	aT	The	w	11884	hTS	1	aT	job	w	11885	hTS	1	aT	description	w	11886	hTS	1	aT	and	w	11887	hTS	1	aT	duties	w	11888	hTS	1	aT	will	w	11889	hTS	1	aT	also	w	11890	hTS	1	aT	come	w	11891	hTS	1	aT	in	w	11892	hTS	1	aT	useful	w	11893	hTS	1	aT	when	w	11894	hTS	1	aT	it’s	w	11895	hTS	1	aT	time	w	11896	hTS	1	aT	to	w	11897	hTS	1	aT	do	w	11898	hTS	1	aT	a	w	11899	hTS	1	aT	performance	w	11900	hTS	1	aT	review.	w	11901	hTS	1	aT	Having	w	11902	hTS	1	aT	a	w	11903	hTS	1	aT	clearly	w	11904	hTS	1	aT	defined	w	11905	hTS	1	aT	job	w	11906	hTS	1	aT	allows	w	11907	hTS	1	aT	you	w	11908	hTS	1	aT	to	w	11909	hTS	1	aT	measure	w	11910	hTS	1	aT	your	w	11911	hTS	1	aT	employee’s	w	11912	hTS	1	aT	performance.	se	BT	ss	BT	ss	B	co	763.0 84.0 74.0 577.0	id	11922	uSOP	1	se	B	sOP	1	w	11914	hTS	1	aT	Be	iBld	1	w	11915	hTS	1	aT	Sure	iBld	1	w	11916	hTS	1	aT	You’re	iBld	1	w	11917	hTS	1	aT	Fishing	iBld	1	w	11918	hTS	1	aT	In	iBld	1	w	11919	hTS	1	aT	A	iBld	1	w	11920	hTS	1	aT	Well-Stocked	iBld	1	w	11921	hTS	1	aT	Pond	iBld	1	se	BT	ss	BT	ss	B	co	763.0 84.0 74.0 577.0	id	12003	uSOP	1	se	B	sOP	1	w	11923	hTS	1	aT	You	w	11924	hTS	1	aT	may	w	11925	hTS	1	aT	have	w	11926	hTS	1	aT	heard	w	11927	hTS	1	aT	other	w	11928	hTS	1	aT	shop	w	11929	hTS	1	aT	owners	w	11930	hTS	1	aT	complain	w	11931	hTS	1	aT	that	w	11932	hTS	1	aT	it’s	w	11933	hTS	1	aT	hard	w	11934	hTS	1	aT	to	w	11935	hTS	1	aT	find	w	11936	hTS	1	aT	good	w	11937	hTS	1	aT	help.	w	11938	hTS	1	aT	More	w	11939	hTS	1	aT	than	w	11940	hTS	1	aT	likely	w	11941	hTS	1	aT	they	w	11942	hTS	1	aT	haven’t	w	11943	hTS	1	aT	drawn	w	11944	hTS	1	aT	from	w	11945	hTS	1	aT	a	w	11946	hTS	1	aT	big	w	11947	hTS	1	aT	enough	w	11948	hTS	1	aT	pool	w	11949	hTS	1	aT	of	w	11950	hTS	1	aT	applicants	w	11951	hTS	1	aT	to	w	11952	hTS	1	aT	find	w	11953	hTS	1	aT	the	w	11954	hTS	1	aT	right	w	11955	hTS	1	aT	one.	w	11956	hTS	1	aT	It’s	w	11957	hTS	1	aT	a	w	11958	hTS	1	aT	lot	w	11959	hTS	1	aT	like	w	11960	hTS	1	aT	fishing.	w	11961	hTS	1	aT	If	w	11962	hTS	1	aT	the	w	11963	hTS	1	aT	lake	w	11964	hTS	1	aT	was	w	11965	hTS	1	aT	just	w	11966	hTS	1	aT	stocked,	w	11967	hTS	1	aT	you’re	w	11968	hTS	1	aT	more	w	11969	hTS	1	aT	likely	w	11970	hTS	1	aT	to	w	11971	hTS	1	aT	catch	w	11972	hTS	1	aT	a	w	11973	hTS	1	aT	keeper	w	11974	hTS	1	aT	than	w	11975	hTS	1	aT	if	w	11976	hTS	1	aT	the	w	11977	hTS	1	aT	lake	w	11978	hTS	1	aT	has	w	11979	hTS	1	aT	been	w	11980	hTS	1	aT	over-fished.	w	11981	hTS	1	aT	In	w	11982	hTS	1	aT	the	w	11983	hTS	1	aT	same	w	11984	hTS	1	aT	way,	w	11985	hTS	1	aT	you’re	w	11986	hTS	1	aT	more	w	11987	hTS	1	aT	likely	w	11988	hTS	1	aT	to	w	11989	hTS	1	aT	find	w	11990	hTS	1	aT	the	w	11991	hTS	1	aT	right	w	11992	hTS	1	aT	employee	w	11993	hTS	1	aT	if	w	11994	hTS	1	aT	you	w	11995	hTS	1	aT	have	w	11996	hTS	1	aT	20	w	11997	hTS	1	aT	applicants	w	11998	hTS	1	aT	than	w	11999	hTS	1	aT	if	w	12000	hTS	1	aT	you	w	12001	hTS	1	aT	have	w	12002	hTS	1	aT	two.	se	BT	ss	BT	ss	B	co	763.0 84.0 74.0 577.0	id	12043	uSOP	1	se	B	sOP	1	w	12004	hTS	1	aT	So,	w	12005	hTS	1	aT	you	w	12006	hTS	1	aT	need	w	12007	hTS	1	aT	to	w	12008	hTS	1	aT	do	w	12009	hTS	1	aT	everything	w	12010	hTS	1	aT	you	w	12011	hTS	1	aT	can	w	12012	hTS	1	aT	to	w	12013	hTS	1	aT	drum	w	12014	hTS	1	aT	up	w	12015	hTS	1	aT	as	w	12016	hTS	1	aT	many	w	12017	hTS	1	aT	job	w	12018	hTS	1	aT	applicants	w	12019	hTS	1	aT	as	w	12020	hTS	1	aT	possible,	w	12021	hTS	1	aT	so	w	12022	hTS	1	aT	you	w	12023	hTS	1	aT	have	w	12024	hTS	1	aT	more	w	12025	hTS	1	aT	to	w	12026	hTS	1	aT	choose	w	12027	hTS	1	aT	from.	w	12028	hTS	1	aT	You	w	12029	hTS	1	aT	don’t	w	12030	hTS	1	aT	want	w	12031	hTS	1	aT	to	w	12032	hTS	1	aT	end	w	12033	hTS	1	aT	up	w	12034	hTS	1	aT	with	w	12035	hTS	1	aT	your	w	12036	hTS	1	aT	only	w	12037	hTS	1	aT	prospect	w	12038	hTS	1	aT	being	w	12039	hTS	1	aT	your	w	12040	hTS	1	aT	neighbor’s	w	12041	hTS	1	aT	cousin’s	w	12042	hTS	1	aT	ex-boyfriend.	se	BT	ss	BT	ss	B	co	763.0 84.0 74.0 577.0	id	12086	uSOP	1	se	B	sOP	1	w	12044	hTS	1	aT	A	w	12045	hTS	1	aT	sign	w	12046	hTS	1	aT	in	w	12047	hTS	1	aT	your	w	12048	hTS	1	aT	window	w	12049	hTS	1	aT	and	w	12050	hTS	1	aT	an	w	12051	hTS	1	aT	ad	w	12052	hTS	1	aT	in	w	12053	hTS	1	aT	the	w	12054	hTS	1	aT	local	w	12055	hTS	1	aT	paper	w	12056	hTS	1	aT	are	w	12057	hTS	1	aT	nice.	w	12058	hTS	1	aT	But	w	12059	hTS	1	aT	most	w	12060	hTS	1	aT	jobs	w	12061	hTS	1	aT	are	w	12062	hTS	1	aT	never	w	12063	hTS	1	aT	listed	w	12064	hTS	1	aT	in	w	12065	hTS	1	aT	the	w	12066	hTS	1	aT	want	w	12067	hTS	1	aT	ads.	w	12068	hTS	1	aT	So,	w	12069	hTS	1	aT	it’s	w	12070	hTS	1	aT	best	w	12071	hTS	1	aT	to	w	12072	hTS	1	aT	start	w	12073	hTS	1	aT	by	w	12074	hTS	1	aT	putting	w	12075	hTS	1	aT	your	w	12076	hTS	1	aT	feelers	w	12077	hTS	1	aT	out	w	12078	hTS	1	aT	through	w	12079	hTS	1	aT	the	w	12080	hTS	1	aT	folks	w	12081	hTS	1	aT	you	w	12082	hTS	1	aT	deal	w	12083	hTS	1	aT	with	w	12084	hTS	1	aT	every	w	12085	hTS	1	aT	day.	se	BT	ss	BT	ss	B	co	763.0 84.0 74.0 577.0	id	12168	uSOP	1	se	B	sOP	1	w	12087	hTS	1	aT	If	w	12088	hTS	1	aT	you’re	w	12089	hTS	1	aT	looking	w	12090	hTS	1	aT	for	w	12091	hTS	1	aT	someone	w	12092	hTS	1	aT	experienced,	w	12093	hTS	1	aT	give	w	12094	hTS	1	aT	copies	w	12095	hTS	1	aT	of	w	12096	hTS	1	aT	your	w	12097	hTS	1	aT	job	w	12098	hTS	1	aT	description	w	12099	hTS	1	aT	to	w	12100	hTS	1	aT	your	w	12101	hTS	1	aT	mobile	w	12102	hTS	1	aT	tool	w	12103	hTS	1	aT	dealer	w	12104	hTS	1	aT	and	w	12105	hTS	1	aT	your	w	12106	hTS	1	aT	parts	w	12107	hTS	1	aT	supplier.	w	12108	hTS	1	aT	Ask	w	12109	hTS	1	aT	them	w	12110	hTS	1	aT	for	w	12111	hTS	1	aT	referrals.	w	12112	hTS	1	aT	They	w	12113	hTS	1	aT	have	w	12114	hTS	1	aT	connections	w	12115	hTS	1	aT	with	w	12116	hTS	1	aT	others	w	12117	hTS	1	aT	shops	w	12118	hTS	1	aT	and	w	12119	hTS	1	aT	know	w	12120	hTS	1	aT	experienced	w	12121	hTS	1	aT	people.	w	12122	hTS	1	aT	Rather	w	12123	hTS	1	aT	than	w	12124	hTS	1	aT	damage	w	12125	hTS	1	aT	their	w	12126	hTS	1	aT	relationship	w	12127	hTS	1	aT	with	w	12128	hTS	1	aT	you,	w	12129	hTS	1	aT	they’ll	w	12130	hTS	1	aT	usually	w	12131	hTS	1	aT	only	w	12132	hTS	1	aT	refer	w	12133	hTS	1	aT	prospects	w	12134	hTS	1	aT	they	w	12135	hTS	1	aT	trust.	w	12136	hTS	1	aT	That	w	12137	hTS	1	aT	serves	w	12138	hTS	1	aT	as	w	12139	hTS	1	aT	a	w	12140	hTS	1	aT	pre-screening	w	12141	hTS	1	aT	function,	w	12142	hTS	1	aT	so	w	12143	hTS	1	aT	you	w	12144	hTS	1	aT	can	w	12145	hTS	1	aT	avoid	w	12146	hTS	1	aT	wasting	w	12147	hTS	1	aT	your	w	12148	hTS	1	aT	time	w	12149	hTS	1	aT	interviewing	w	12150	hTS	1	aT	a	w	12151	hTS	1	aT	young	w	12152	hTS	1	aT	person	w	12153	hTS	1	aT	who	w	12154	hTS	1	aT	wants	w	12155	hTS	1	aT	to	w	12156	hTS	1	aT	work	w	12157	hTS	1	aT	at	w	12158	hTS	1	aT	your	w	12159	hTS	1	aT	shop	w	12160	hTS	1	aT	because	w	12161	hTS	1	aT	he	w	12162	hTS	1	aT	liked	w	12163	hTS	1	aT	the	w	12164	hTS	1	aT	“Fast	w	12165	hTS	1	aT	and	w	12166	hTS	1	aT	Furious”	w	12167	hTS	1	aT	movies.	se	BT	ss	BT	ss	B	co	763.0 84.0 74.0 577.0	id	12217	uSOP	1	se	B	sOP	1	w	12169	hTS	1	aT	In	w	12170	hTS	1	aT	fact,	w	12171	hTS	1	aT	if	w	12172	hTS	1	aT	you’re	w	12173	hTS	1	aT	looking	w	12174	hTS	1	aT	for	w	12175	hTS	1	aT	an	w	12176	hTS	1	aT	entry-level	w	12177	hTS	1	aT	person	w	12178	hTS	1	aT	or	w	12179	hTS	1	aT	part-timer,	w	12180	hTS	1	aT	you	w	12181	hTS	1	aT	might	w	12182	hTS	1	aT	ask	w	12183	hTS	1	aT	the	w	12184	hTS	1	aT	high	w	12185	hTS	1	aT	school	w	12186	hTS	1	aT	auto	w	12187	hTS	1	aT	teacher	w	12188	hTS	1	aT	or	w	12189	hTS	1	aT	community	w	12190	hTS	1	aT	college	w	12191	hTS	1	aT	or	w	12192	hTS	1	aT	vocational	w	12193	hTS	1	aT	school	w	12194	hTS	1	aT	instructor	w	12195	hTS	1	aT	to	w	12196	hTS	1	aT	tell	w	12197	hTS	1	aT	their	w	12198	hTS	1	aT	best	w	12199	hTS	1	aT	students	w	12200	hTS	1	aT	about	w	12201	hTS	1	aT	your	w	12202	hTS	1	aT	job	w	12203	hTS	1	aT	opening.	w	12204	hTS	1	aT	You	w	12205	hTS	1	aT	may	w	12206	hTS	1	aT	have	w	12207	hTS	1	aT	just	w	12208	hTS	1	aT	the	w	12209	hTS	1	aT	job	w	12210	hTS	1	aT	a	w	12211	hTS	1	aT	student	w	12212	hTS	1	aT	like	w	12213	hTS	1	aT	this	w	12214	hTS	1	aT	would	w	12215	hTS	1	aT	thrive	w	12216	hTS	1	aT	at.	se	BT	ss	BT	ss	B	co	763.0 84.0 74.0 577.0	id	12227	uSOP	1	se	B	sOP	1	w	12218	hTS	1	aT	Getting	iBld	1	w	12219	hTS	1	aT	The	iBld	1	w	12220	hTS	1	aT	Help	iBld	1	w	12221	hTS	1	aT	You	iBld	1	w	12222	hTS	1	aT	Want	iBld	1	w	12223	hTS	1	aT	With	iBld	1	w	12224	hTS	1	aT	Help	iBld	1	w	12225	hTS	1	aT	Wanted	iBld	1	w	12226	hTS	1	aT	Ads	iBld	1	se	BT	ss	BT	ss	B	co	763.0 84.0 74.0 577.0	id	12277	uSOP	1	se	B	sOP	1	w	12228	hTS	1	aT	Back	w	12229	hTS	1	aT	to	w	12230	hTS	1	aT	your	w	12231	hTS	1	aT	help	w	12232	hTS	1	aT	wanted	w	12233	hTS	1	aT	ad.	w	12234	hTS	1	aT	Writing	w	12235	hTS	1	aT	a	w	12236	hTS	1	aT	want	w	12237	hTS	1	aT	ad	w	12238	hTS	1	aT	may	w	12239	hTS	1	aT	sound	w	12240	hTS	1	aT	hard.	w	12241	hTS	1	aT	But	w	12242	hTS	1	aT	the	w	12243	hTS	1	aT	way	w	12244	hTS	1	aT	I	w	12245	hTS	1	aT	look	w	12246	hTS	1	aT	at	w	12247	hTS	1	aT	it,	w	12248	hTS	1	aT	someone	w	12249	hTS	1	aT	has	w	12250	hTS	1	aT	already	w	12251	hTS	1	aT	done	w	12252	hTS	1	aT	all	w	12253	hTS	1	aT	the	w	12254	hTS	1	aT	hard	w	12255	hTS	1	aT	work.	w	12256	hTS	1	aT	All	w	12257	hTS	1	aT	you	w	12258	hTS	1	aT	need	w	12259	hTS	1	aT	to	w	12260	hTS	1	aT	do	w	12261	hTS	1	aT	is	w	12262	hTS	1	aT	assemble	w	12263	hTS	1	aT	the	w	12264	hTS	1	aT	pieces.	w	12265	hTS	1	aT	Start	w	12266	hTS	1	aT	by	w	12267	hTS	1	aT	looking	w	12268	hTS	1	aT	on	w	12269	hTS	1	aT	some	w	12270	hTS	1	aT	of	w	12271	hTS	1	aT	the	w	12272	hTS	1	aT	popular	w	12273	hTS	1	aT	job	w	12274	hTS	1	aT	search	w	12275	hTS	1	aT	engines	w	12276	hTS	1	aT	like	se	BT	ss	BLINK	ss	BT	ss	B	co	763.0 84.0 74.0 577.0	id	12279	n	web	se	B	w	12278	hTS	1	aT	Monster.com,CareerBuilder.com,	se	BT	ss	coL	se	coL	se	BLINK	ss	BT	ss	B	co	763.0 84.0 74.0 577.0	id	12282	se	B	w	12280	hTS	1	aT	or	w	12281	hTS	1	aT	even	se	BT	ss	BLINK	ss	BT	ss	B	co	763.0 84.0 74.0 577.0	id	12284	n	web	se	B	w	12283	hTS	1	aT	Craigslist.com	se	BT	ss	coL	se	coL	se	BLINK	ss	BT	ss	B	co	763.0 84.0 74.0 577.0	id	12304	se	B	w	12285	hTS	1	aT	for	w	12286	hTS	1	aT	similar	w	12287	hTS	1	aT	job	w	12288	hTS	1	aT	listings,	w	12289	hTS	1	aT	(you	w	12290	hTS	1	aT	might	w	12291	hTS	1	aT	use	w	12292	hTS	1	aT	this	w	12293	hTS	1	aT	technique	w	12294	hTS	1	aT	to	w	12295	hTS	1	aT	develop	w	12296	hTS	1	aT	your	w	12297	hTS	1	aT	job	w	12298	hTS	1	aT	description	w	12299	hTS	1	aT	and	w	12300	hTS	1	aT	list	w	12301	hTS	1	aT	of	w	12302	hTS	1	aT	duties,	w	12303	hTS	1	aT	too).	se	BT	ss	BT	ss	B	co	763.0 84.0 74.0 577.0	id	12352	uSOP	1	se	B	sOP	1	w	12305	hTS	1	aT	Print	w	12306	hTS	1	aT	out	w	12307	hTS	1	aT	the	w	12308	hTS	1	aT	three	w	12309	hTS	1	aT	or	w	12310	hTS	1	aT	four	w	12311	hTS	1	aT	listings	w	12312	hTS	1	aT	your	w	12313	hTS	1	aT	think	w	12314	hTS	1	aT	sound	w	12315	hTS	1	aT	most	w	12316	hTS	1	aT	like	w	12317	hTS	1	aT	your	w	12318	hTS	1	aT	opening.	w	12319	hTS	1	aT	Take	w	12320	hTS	1	aT	a	w	12321	hTS	1	aT	bit	w	12322	hTS	1	aT	from	w	12323	hTS	1	aT	here	w	12324	hTS	1	aT	and	w	12325	hTS	1	aT	some	w	12326	hTS	1	aT	things	w	12327	hTS	1	aT	from	w	12328	hTS	1	aT	there	w	12329	hTS	1	aT	and	w	12330	hTS	1	aT	add	w	12331	hTS	1	aT	a	w	12332	hTS	1	aT	few	w	12333	hTS	1	aT	thoughts	w	12334	hTS	1	aT	of	w	12335	hTS	1	aT	your	w	12336	hTS	1	aT	own.	w	12337	hTS	1	aT	Pull	w	12338	hTS	1	aT	them	w	12339	hTS	1	aT	all	w	12340	hTS	1	aT	together	w	12341	hTS	1	aT	to	w	12342	hTS	1	aT	create	w	12343	hTS	1	aT	the	w	12344	hTS	1	aT	working	w	12345	hTS	1	aT	job	w	12346	hTS	1	aT	description/help	w	12347	hTS	1	aT	wanted	w	12348	hTS	1	aT	ad	w	12349	hTS	1	aT	for	w	12350	hTS	1	aT	your	w	12351	hTS	1	aT	situation.	se	BT	ss	BT	ss	B	co	763.0 84.0 74.0 577.0	id	12413	uSOP	1	se	B	sOP	1	w	12353	hTS	1	aT	Now,	w	12354	hTS	1	aT	you	w	12355	hTS	1	aT	can	w	12356	hTS	1	aT	let	w	12357	hTS	1	aT	a	w	12358	hTS	1	aT	pro	w	12359	hTS	1	aT	take	w	12360	hTS	1	aT	over.	w	12361	hTS	1	aT	Call	w	12362	hTS	1	aT	the	w	12363	hTS	1	aT	classified	w	12364	hTS	1	aT	ad	w	12365	hTS	1	aT	department	w	12366	hTS	1	aT	at	w	12367	hTS	1	aT	your	w	12368	hTS	1	aT	local	w	12369	hTS	1	aT	newspaper	w	12370	hTS	1	aT	or	w	12371	hTS	1	aT	fax/email	w	12372	hTS	1	aT	them	w	12373	hTS	1	aT	your	w	12374	hTS	1	aT	write-up	w	12375	hTS	1	aT	and	w	12376	hTS	1	aT	ask	w	12377	hTS	1	aT	for	w	12378	hTS	1	aT	help	w	12379	hTS	1	aT	creating	w	12380	hTS	1	aT	a	w	12381	hTS	1	aT	killer	w	12382	hTS	1	aT	want	w	12383	hTS	1	aT	ad.	w	12384	hTS	1	aT	They	w	12385	hTS	1	aT	write	w	12386	hTS	1	aT	classified	w	12387	hTS	1	aT	ads	w	12388	hTS	1	aT	every	w	12389	hTS	1	aT	day.	w	12390	hTS	1	aT	You	w	12391	hTS	1	aT	stick	w	12392	hTS	1	aT	to	w	12393	hTS	1	aT	headers;	w	12394	hTS	1	aT	let	w	12395	hTS	1	aT	them	w	12396	hTS	1	aT	handle	w	12397	hTS	1	aT	headlines.	w	12398	hTS	1	aT	Once	w	12399	hTS	1	aT	the	w	12400	hTS	1	aT	ad	w	12401	hTS	1	aT	runs,	w	12402	hTS	1	aT	use	w	12403	hTS	1	aT	the	w	12404	hTS	1	aT	same	w	12405	hTS	1	aT	wording	w	12406	hTS	1	aT	in	w	12407	hTS	1	aT	online	w	12408	hTS	1	aT	ads	w	12409	hTS	1	aT	on	w	12410	hTS	1	aT	Web	w	12411	hTS	1	aT	sites	w	12412	hTS	1	aT	like	se	BT	ss	BLINK	ss	BT	ss	B	co	763.0 84.0 74.0 577.0	id	12415	n	web	se	B	w	12414	hTS	1	aT	Craigslist.com.	se	BT	ss	coL	se	coL	se	BLINK	ss	BT	ss	B	co	763.0 84.0 74.0 577.0	id	12490	uSOP	1	se	B	sOP	1	w	12416	hTS	1	aT	Some	w	12417	hTS	1	aT	applicants	w	12418	hTS	1	aT	will	w	12419	hTS	1	aT	submit	w	12420	hTS	1	aT	resumes,	w	12421	hTS	1	aT	others	w	12422	hTS	1	aT	will	w	12423	hTS	1	aT	want	w	12424	hTS	1	aT	to	w	12425	hTS	1	aT	fill	w	12426	hTS	1	aT	out	w	12427	hTS	1	aT	an	w	12428	hTS	1	aT	application.	w	12429	hTS	1	aT	You	w	12430	hTS	1	aT	should	w	12431	hTS	1	aT	have	w	12432	hTS	1	aT	some	w	12433	hTS	1	aT	job	w	12434	hTS	1	aT	applications	w	12435	hTS	1	aT	on	w	12436	hTS	1	aT	file	w	12437	hTS	1	aT	in	w	12438	hTS	1	aT	case.	w	12439	hTS	1	aT	Pick	w	12440	hTS	1	aT	up	w	12441	hTS	1	aT	a	w	12442	hTS	1	aT	packet	w	12443	hTS	1	aT	of	w	12444	hTS	1	aT	applications	w	12445	hTS	1	aT	at	w	12446	hTS	1	aT	a	w	12447	hTS	1	aT	local	w	12448	hTS	1	aT	office	w	12449	hTS	1	aT	supply	w	12450	hTS	1	aT	store.	w	12451	hTS	1	aT	Or	w	12452	hTS	1	aT	you	w	12453	hTS	1	aT	can	w	12454	hTS	1	aT	find	w	12455	hTS	1	aT	hundreds	w	12456	hTS	1	aT	of	w	12457	hTS	1	aT	editable	w	12458	hTS	1	aT	job	w	12459	hTS	1	aT	apps	w	12460	hTS	1	aT	online	w	12461	hTS	1	aT	(Google	w	12462	hTS	1	aT	“free	w	12463	hTS	1	aT	employment	w	12464	hTS	1	aT	application	w	12465	hTS	1	aT	template”).	w	12466	hTS	1	aT	Having	w	12467	hTS	1	aT	a	w	12468	hTS	1	aT	PDF	w	12469	hTS	1	aT	or	w	12470	hTS	1	aT	Word	w	12471	hTS	1	aT	employment	w	12472	hTS	1	aT	application	w	12473	hTS	1	aT	will	w	12474	hTS	1	aT	let	w	12475	hTS	1	aT	you	w	12476	hTS	1	aT	email	w	12477	hTS	1	aT	applications	w	12478	hTS	1	aT	to	w	12479	hTS	1	aT	a	w	12480	hTS	1	aT	prospective	w	12481	hTS	1	aT	employees	w	12482	hTS	1	aT	so	w	12483	hTS	1	aT	they	w	12484	hTS	1	aT	can	w	12485	hTS	1	aT	complete	w	12486	hTS	1	aT	and	w	12487	hTS	1	aT	return	w	12488	hTS	1	aT	it	w	12489	hTS	1	aT	faster.	se	BT	ss	BT	ss	B	co	763.0 84.0 74.0 577.0	id	12496	uSOP	1	se	B	sOP	1	w	12491	hTS	1	aT	Ready	iBld	1	w	12492	hTS	1	aT	To	iBld	1	w	12493	hTS	1	aT	Hire?	iBld	1	w	12494	hTS	1	aT	Not	iBld	1	w	12495	hTS	1	aT	Quite.	iBld	1	se	BT	ss	BT	ss	B	co	763.0 84.0 74.0 577.0	id	12553	uSOP	1	se	B	sOP	1	w	12497	hTS	1	aT	As	w	12498	hTS	1	aT	the	w	12499	hTS	1	aT	resumes	w	12500	hTS	1	aT	and	w	12501	hTS	1	aT	applications	w	12502	hTS	1	aT	come	w	12503	hTS	1	aT	in	w	12504	hTS	1	aT	by	w	12505	hTS	1	aT	mail	w	12506	hTS	1	aT	or	w	12507	hTS	1	aT	email,	w	12508	hTS	1	aT	quickly	w	12509	hTS	1	aT	look	w	12510	hTS	1	aT	them	w	12511	hTS	1	aT	over	w	12512	hTS	1	aT	and	w	12513	hTS	1	aT	store	w	12514	hTS	1	aT	them	w	12515	hTS	1	aT	into	w	12516	hTS	1	aT	two	w	12517	hTS	1	aT	stacks:	w	12518	hTS	1	aT	“Maybe”	w	12519	hTS	1	aT	and	w	12520	hTS	1	aT	“Maybe	w	12521	hTS	1	aT	Not.”	w	12522	hTS	1	aT	You’ll	w	12523	hTS	1	aT	still	w	12524	hTS	1	aT	want	w	12525	hTS	1	aT	to	w	12526	hTS	1	aT	review	w	12527	hTS	1	aT	both	w	12528	hTS	1	aT	stacks	w	12529	hTS	1	aT	carefully	w	12530	hTS	1	aT	later,	w	12531	hTS	1	aT	before	w	12532	hTS	1	aT	you	w	12533	hTS	1	aT	rule	w	12534	hTS	1	aT	anyone	w	12535	hTS	1	aT	out	w	12536	hTS	1	aT	entirely.	w	12537	hTS	1	aT	But	w	12538	hTS	1	aT	this	w	12539	hTS	1	aT	will	w	12540	hTS	1	aT	give	w	12541	hTS	1	aT	you	w	12542	hTS	1	aT	a	w	12543	hTS	1	aT	quick	w	12544	hTS	1	aT	way	w	12545	hTS	1	aT	to	w	12546	hTS	1	aT	determine	w	12547	hTS	1	aT	if	w	12548	hTS	1	aT	you’re	w	12549	hTS	1	aT	ready	w	12550	hTS	1	aT	to	w	12551	hTS	1	aT	start	w	12552	hTS	1	aT	interviewing.	se	BT	ss	BT	ss	B	co	763.0 84.0 74.0 577.0	id	12588	uSOP	1	se	B	sOP	1	w	12554	hTS	1	aT	Once	w	12555	hTS	1	aT	you	w	12556	hTS	1	aT	have	w	12557	hTS	1	aT	enough	w	12558	hTS	1	aT	“Maybes,”	w	12559	hTS	1	aT	you’ll	w	12560	hTS	1	aT	want	w	12561	hTS	1	aT	to	w	12562	hTS	1	aT	start	w	12563	hTS	1	aT	making	w	12564	hTS	1	aT	calls.	w	12565	hTS	1	aT	But	w	12566	hTS	1	aT	don’t	w	12567	hTS	1	aT	let	w	12568	hTS	1	aT	those	w	12569	hTS	1	aT	big	w	12570	hTS	1	aT	stacks	w	12571	hTS	1	aT	of	w	12572	hTS	1	aT	paper	w	12573	hTS	1	aT	fool	w	12574	hTS	1	aT	you	w	12575	hTS	1	aT	into	w	12576	hTS	1	aT	thinking	w	12577	hTS	1	aT	the	w	12578	hTS	1	aT	hard	w	12579	hTS	1	aT	work	w	12580	hTS	1	aT	is	w	12581	hTS	1	aT	done.	w	12582	hTS	1	aT	The	w	12583	hTS	1	aT	hard	w	12584	hTS	1	aT	work	w	12585	hTS	1	aT	has	w	12586	hTS	1	aT	just	w	12587	hTS	1	aT	begun.	se	BT	se	BS	se	BG	se	BGL	ss	BP	ss	B	bord	TLBR	co	232.3 425.4 81.0 570.6	id	27098	iExp	1	sBU	1	n	photo	uiSK	500004	se	B	ss	BI	ss	B	co	232.3 426.2 128.8 502.3	id	0001	se	B	img	0001	ss	img	pdeIID	i0	se	img	se	BI	ss	pCa	ss	BGL	ss	BG	ss	B	co	231.9 425.4 81.0 570.6	id	27100	n	photocaption	se	B	ss	BS	ss	BGL	ss	BG	ss	B	bord	TLBR	co	231.9 425.4 81.0 570.6	id	27085	sBU	1	suT	body10	uiSK	400025	se	B	ss	BS	ss	BT	ss	B	bord	TR	co	231.9 509.2 225.0 570.6	id	27038	se	B	aFS	10	sOP	1	w	1038	hTS	1	iItal	1	w	1039	hTS	1	iItal	1	w	1040	hTS	1	iItal	1	se	BT	ss	BT	ss	B	bord	R	co	219.9 509.2 213.0 570.5	id	27039	se	B	aFS	10	w	1041	hTS	1	iItal	1	w	1042	hTS	1	iItal	1	se	BT	ss	BT	ss	B	bord	R	co	207.9 509.2 201.0 570.6	id	27040	se	B	aFS	10	w	1043	hTS	1	iItal	1	w	1044	hTS	1	iItal	1	se	BT	ss	BT	ss	B	co	195.9 509.2 189.0 546.2	id	27088	se	B	aFS	10	w	2071	hTS	1	iItal	1	w	1045	hTS	1	iItal	1	w	1046	hTS	0	iItal	1	se	BT	ss	BLINK	ss	BT	ss	B	co	195.9 509.2 165.0 570.6	id	27089	n	web	se	B	aFS	10	w	1047	hTS	0	iItal	1	w	1048	hTS	0	iItal	1	w	1049	hTS	1	iItal	1	se	BT	ss	coL	co	195.9 546.2 189.0 570.6	co	183.9 509.2 177.0 570.6	co	171.9 525.5 165.0 547.4	se	coL	se	BLINK	ss	BT	ss	B	bord	R	co	171.9 509.2 165.0 570.6	id	27045	se	B	aFS	10	w	2072	hTS	0	iItal	1	w	1050	hTS	1	iItal	1	se	BT	ss	BT	ss	B	bord	R	co	159.9 509.2 153.0 570.6	id	27046	se	B	aFS	10	w	1051	hTS	0	iItal	1	w	1052	hTS	0	iItal	1	w	1053	hTS	1	iItal	1	se	BT	ss	BT	ss	B	bord	R	co	147.9 509.2 141.0 570.6	id	27047	se	B	aFS	10	w	1054	hTS	1	iItal	1	w	1055	hTS	1	iItal	1	se	BT	ss	BT	ss	B	bord	R	co	135.9 509.2 129.0 570.6	id	27049	se	B	aFS	10	w	2073	hTS	1	iItal	1	w	1056	hTS	1	iItal	1	se	BT	ss	BT	ss	B	bord	LR	co	123.9 425.4 117.0 570.6	id	27050	se	B	aFS	10	w	1057	hTS	1	iItal	1	w	1058	hTS	1	iItal	1	w	1059	hTS	1	iItal	1	w	1060	hTS	1	iItal	1	se	BT	ss	BT	ss	B	bord	LR	co	111.9 425.4 105.0 570.6	id	27051	se	B	aFS	10	w	1061	hTS	1	iItal	1	w	1062	hTS	1	iItal	1	w	1063	hTS	1	iItal	1	w	1064	hTS	1	iItal	1	w	1065	hTS	1	iItal	1	w	1066	hTS	1	iItal	1	se	BT	ss	BT	ss	B	bord	LR	co	99.9 425.4 93.0 570.6	id	27053	se	B	aFS	10	w	2074	hTS	1	iItal	1	w	1067	hTS	1	iItal	1	w	1068	hTS	1	iItal	1	w	1069	hTS	1	iItal	1	w	1070	hTS	1	iItal	1	w	1071	hTS	1	iItal	1	se	BT	ss	BT	ss	B	co	87.9 425.4 81.0 488.0	id	27090	se	B	aFS	10	w	2075	hTS	1	iItal	1	w	1072	hTS	1	iItal	1	w	1073	hTS	1	iItal	1	w	1074	hTS	1	iItal	1	se	BT	ss	BLINK	ss	BT	ss	B	co	87.9 490.5 81.0 541.1	id	27091	n	web	se	B	aFS	10	w	1075	hTS	0	iItal	1	w	1076	hTS	1	iItal	1	se	BT	ss	coL	co	87.9 490.5 81.0 541.1	se	coL	se	BLINK	se	BS	se	BG	aFS	10	se	BGL	se	BS	se	BG	aFS	10	se	BGL	se	pCa	ss	pCr	ss	BGL	ss	BG	ss	B	id	27099	n	photocredit	se	B	ss	BS	se	BS	se	BG	aFS	-4.31602e+008	se	BGL	se	pCr	ss	pMB	ss	BS	ss	BM	ss	B	co	232.3 425.4 81.0 570.6	id	3818	n	photosequence	se	B	cn	01	se	BM	se	BS	se	pMB	se	BP	ss	BM	ss	B	co	763.0 84.0 74.0 577.0	id	3830	n	column	uiSK	700005	se	B	se	BM	ss	BM	ss	B	co	763.0 84.0 74.0 577.0	id	3831	n	companyinarticle	uiSK	700007	se	B	se	BM	ss	BM	ss	B	co	763.0 84.0 74.0 577.0	id	3832	n	articlecategory	uiSK	700008	se	B	se	BM	ss	BGK	ss	BG	ss	B	co	763.0 84.0 74.0 577.0	id	3833	n	keywords	uiSK	700009	se	B	ss	BS	se	BS	se	BG	se	BGK	ss	BM	ss	B	co	763.0 84.0 74.0 577.0	id	3834	n	lead	uiSK	700010	se	B	cn	continued on pg 24If this is your first employee, I suggest you write a brief description for your shop. It will help you set priorities and promote efficiency. Then write your own job description.	se	BM	ss	BM	ss	B	co	763.0 84.0 74.0 577.0	id	3835	n	storytype	uiSK	700011	se	B	se	BM	ss	BM	ss	B	co	763.0 84.0 74.0 577.0	id	3836	n	priority	uiSK	700012	se	B	se	BM	ss	BM	ss	B	co	763.0 84.0 74.0 577.0	id	3837	n	altsection	uiSK	700013	se	B	se	BM	ss	BM	ss	B	co	763.0 84.0 74.0 577.0	id	3838	n	web	uiSK	700014	se	B	cn	CareerBuilder.com;Craigslist.com;Monster.com;philsasso.com;www.sassomarketing.com	se	BM	ss	BM	ss	B	co	763.0 84.0 74.0 577.0	id	3839	n	email	uiSK	700015	se	B	se	BM	se	BS	se	BG	se	BS	se	page	 
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