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Chapter One
 
The Beauty of Owning Your Own Home-Based Pharmacy Recruiting Business
1.  No operating costs
2.  No investment risk 
3.  No red tape or a bureaucracy to endure
4.  No limit on what you can achieve and much more
What you need to get started
 
1: A Personal computer
2: A Dedicated Work Area
3: Internet Access
4: Word Processing Software (MS Word)
6: A professional outgoing message
8: Dedicated Business Phone Line
 
 
Sample Outgoing Message:
 
“Hello, you have reached the desk of (Your Name) at Eagle recruiting.. I am out meeting with a client or on another call at the moment. Please leave your name, number, and a brief message after the tone. Thank You.”
 
“Hello, you have reached the desk of (your name) at Eagle Recruiting. If you are job seekers, please make sure you reply with your resume and returned questioners to : yourname@eaglerecruitng.net, for people other than job seekers, please leave your message. Thank You!
 
Minimum Requirements
to keep status ACTIVE
 
One Search per day, 20-40 submissions a month, 4-8 submissions a week. (20 for new recruiters, 40 for experienced recruiters)
Report your daily activity to your team leader via email.
keep Yahoo IM active and track your emails no less than twice a day. 
 
 
Our Unique Operations
 
     How is Eagle recruiting different from other recruiting companies?
 
We are actively “Reaching Out” instead of waiting for candidates to knock on our door.
We are targeting on “Active Candidates” who are on all major job boards.
We have daily new jobs and hundreds of hundreds of open jobs to fill. 
of our daily work is accomplished online. No cold calls. Period!
We adopt the “Team Approach” to achieve the best result.
We open our doors to those with “No Experience”, making it possible for people from all walks of life to join.
We create “Home-Based Operations”, making dreams come true for people all across America .
We use “Promotion Incentives” to motivate our recruiters, getting the best talent and experiences.
 
                                                            
 
            Things to know about the recruiting business...
 
This is a numbers game. You may not place the first person you submit. You may not even make a placement by your tenth submission but you will make a placement. You must work the numbers.
            On average it takes 2-3 months (60-90 days) before you see any real money. For some it's less time and for some it's more, so you need to have something to support yourself until you actually start making money. 
Commission
Most of the jobs we search are splits from various partners. Such being the case, we split 50% commissions with our partners. The industry standard pays 20%-25% placement based on the yearly salary of the candidate. If the hired candidate makes $80,000 a year, with commission at 20%, our fee will be $16,000 total, shared between our company and our partners, eg, $8000 each. If you are the one who makes the placement at 50% commission with Eagle, your fee will be 50% of our split fee= $4000 
 
The Numbers Talk
 
You may find that in order to make one placement every month, making about $2500-$5000 a month, you need to make 1-2 searches per day, blast to thousands of t 7 quality candidates and have at least 10+ client interviews. The formula will change from person to person. Applying the numbers is not an exact science but it will give you a good feel for what you need to do. An average performance ranges between 10%-20%. 
 
The Formula
 
Calculated at 50% 
 
The average performance is about 10%-20%. In order to make one placement at 10%-20% success ratio, you need to generate 5-10 interviews, 50-100 Submissions, 10,000 - 5000 targeted blasts. However the numbers will double if you build up your pipelines in time.
 
Placement Fee = 20% x Salary ($80,000) = $16000
Your commission at 50% = $8000 x 50% = $4000
One Average Placement = $2500-$5000
Keep in mind that it takes 7-8 exposures on average for someone to get a worthy candidate.
Note: All figures mentioned above are based on estimates. Results may vary.
 
          Why Do Hiring Companies Pay Such High Finder's Fees?

When companies run ads in the daily papers, they get hundreds (if not thousands) of unscreened resumes. It takes days to sort through them all. Yet ironically, the best candidates rarely come through newspaper ads!

Large companies must often fill many positions simultaneously. Without the help of outside recruiters, their HR departments would drown in thousands of unscreened resumes. Not only is this process slow and inefficient; it's expensive! 

Just consider the cost of salaries, benefits packages, and payroll taxes for everyone in the HR department. Then there's the cost of advertising: a "Help Wanted" ad in the Sunday Times runs between $600 and $1,000 - and that's for just one insertion! 

Most importantly, it could take the HR department five times longer to fill a position that you. That’s why hiring companies would rather have a targeted search conducted by an expert who can find the best candidate for the position offered, instead of sorting through a pile of unscreened resumes.
                         
The 30_Day Quick Start Program
                                                                             
STEP 1: Have a professional image and set your home business up right. 
(Outgoing Message, Email Box, etc. Inform your team leader when you are ready. )
 
STEP 2: Set up a timetable and stick with your plan. 
 
STEP 3: Start your searches at a set time. Make up the missing task if you can’t finish on time.
 
 STEP 4: If you are more aggressive, choose a more aggressive plan. Build up your pipelines and placements are easier to make. Think of yourself as a realtor. The more clients you have, the more chance you will have of making a placement.
 
STEP 6: Forward your qualified candidates and follow-up with the worthy candidates.
 
STEP 8: Repeat this over and over again, until your pipelines are full.
 
 
Types of Recruiting
 
There are two major kinds of recruiting: The Contingency Search and the Retained Search.
 
The Contingency Search
 
The most common form of a candidate search is the contingency basis structure. For example, you found a candidate who is hired to work for another company. The client company pays a fee if the candidate is hired and stays with that company for a certain period of time, normally 90 days. In other words, the client company pays a fee contingent upon hiring your candidates.
 
Performing contingency searches is by far the most lucrative and rewarding method to make the most of your efforts. It is also the easiest and least time-consuming. When you find a candidate who is eventually hired, you receive a large fee for your recruiting efforts. Contingency placement fees average between 20% and 30% of the candidate’s first year’s base salary.
 
The Retained Search
 
The second type of search is the retained search. In this example, the recruiter works on retainer, which means he or she is paid a fee for finding candidates and arranging interview meetings at the client company. In essence, the client company pays an upfront fee for you to conduct a search until the job is filled.
                             
Chapter Two
#1 Professional Article
 
	Reference Article: How to Run a Boolean Search ( You are welcome to apply this knowledge to your exercise).

I. What is a Boolean search?
A. Boolean search is an advanced keyword search method used to target specific results. When searching through resumes on a job board such as CareerBuilder.com, it can be invaluable in maximizing your time spent searching! 

B. When running Boolean searches in the CareerBuilder.com Resume Database, it is important to remember that no search is ever final. Once run, you might find that your Boolean string still needs to be modified. 

II. Running Simple Boolean Searches
The logic behind running a Boolean search is very simple. Basically, by using words such as "AND", "OR", and "AND NOT" (to name the most common), you can quickly cut through a database to find the results that you are looking for. 

AND Searches 
	 

	CareerBuilder.com...
Search For: java near xml
Using: Boolean Search
The results would be people who have "java" in their resume, but only if it's within close proximity to "xml."
	 

	ROOT WORD Searches
Root word searches allow you to pull words that contain the same prefix. The operator for root word searches is an asterisk (*). 

For example, if you constructed the following search on CareerBuilder.com... 

Search For: nurs*
Using: Boolean Search
The results would include "nurse," "nurses," and "nursing." 

STEM WORD Searches
Stem word searches allow you to pull words that contain the same base stem. The operator for stem word searches is two asterisks (**). 

For example, if you constructed the following search on CareerBuilder.com... 

Search For: fly**
Using: Boolean Search
The results would include "fly," "flew," "flown," "flying," etc. 

IV. Running More Advanced Boolean Searches
Once you can create a simple Boolean string, moving on to a more advanced search is really not much harder. It's all in how you group things! 

Parentheses
The most important tool when constructing more advanced Boolean strings are the parentheses (i.e. the characters that are enclosing this clause). 

While they seem intimidating at first, using parentheses is actually very easy. If you think back to high school math, things that are in parentheses are always "grouped together"... 

2 * 3 + 1 = 7
but
2 * (3 + 1) = 8 

The parentheses add clarification on which operation should be performed first. 

The parentheses function much the same in a Boolean search. For example, if you were looking for an engineer who has CAD experience and either mechanical or electrical experience, you could use the following: 

Search For: CAD and engineer* and (mechanical or electrical)
Using: Boolean Search
The results would be everyone who has "CAD," "engineer" / "engineers" / "engineering," and "mechanical" listed, or everyone who has "CAD," "engineer" / "engineers" / "engineering," and "electrical" listed. 

Double-Quotes
Another very important set of operators is double-quotes. Double-quotes allow you to search for a specific phrase, not just individual words. For example: 

Search For: "web design" and html
Using: Boolean Search
The results would be everyone who has the phrase "web design" in their resume and the word "html." 
	 


^ index
VII.  MISCELLANEOUS SEARCH STRATEGIES:
1**Looking for a Java developer and use:  Java and consultant and developer and software engineer.   Won’t find very much because the person will have to have all 3 titles in his resume, consultant, developer, and software engineer because you “and’ed” them together.  It is better to OR these 3 terms together and put a parentheses around them and then “AND” that with Java. 

2**If you want to find a Java developer in the Dallas area, use the area codes:  Java and (214 or 972).  For smaller states, you don’t need to use area codes.  For example if you are looking for someone in a small state like MA? Forget area codes, but include surrounding small states like RI and CT.  LincMad.com makes an excellent area code map.  One note of caution here:  especially in Monster and Headhunter, many candidates submit “confidential resumes” which obviously don’t have phone numbers on them, so if I’m looking for a candidate in Dallas Texas (area codes 214 & 972), the above search criteria would miss many qualified candidates. 
3**Headhunter.net allows you to enter a very long search string, but you only get one pass at it.  Monster.com allows you a shorter search string, but you can enter subsequent strings that allow you to subrange down to the exact resumes you need.  One caution in using Monster, if for example, you enter Java as a search string, and are looking at the whole U.S. , you will get 500 resumes or hits.  If you then enter Java and specify that you only want to look in Texas , you’ll get 500 resumes.  Hmm, something is wrong here.  Either all 500 Java programmers in the U.S. are in Texas and zero Java resumes are in the other 49 states, OR something else is going on.   If there are 5000 Java resumes in the U.S. or 5000 Java resumes in Texas alone, Monster is going to pick 500 resumes for you, and you are not going to see the other “hidden” 4500 Java resumes.  So when using Monster, make sure that the search string that you can fit into the FIRST PASS  narrows down the number of resumes to 499 or less.  You can do this by adding more restrictive search terms or you can tell Monster to search for resumes received in only the last 3 days.  Either way you do it, you need to be at 499 or below on your first pass with Monster.
4**Sometimes you will be looking for a Java or C++ programmer and find a resume with great experience in both Java and C++, for example.  Then when you read the resume more carefully, you find out that the person has no web development experience.  But how can that be?  Embedded application person.  More specifically, an embedded application is one in which, say, an Intel Pentium III microprocessor is ‘embedded’ into a microwave oven.  This is an embedded application.  A Java or C++ programmer will write a software program that is transferred to the inside of the microprocessor, never to be changed or modified again!  If you take this same Intel Pentium III microprocessor and put it into a Sony laptop computer, this is a computer application.  So let’s write a simplified Boolean search string that will filter out these embedded/non web related resumes as follows:  (Java or C++) and not embedded.

5**Use of the asterisk or ‘wildcard’:   If you entered “Java programmer” as a search term, you could possibly miss great resumes where the person never used the word “programmer” on his resume, but instead had a statement like, “I’ve been programming in Java for 5 years”, or “I’ve programmed with Java for 5 years”.  In both of these cases if the resume used the words “programming” or “programmed”, the resume would not be surfaced, because the search string would ONLY be looking for the word “programmer”.   However if you used the following search string:  Java program* , this would pick up programmer, programmed, and programming
6** There is also the double asterisk.  Monster is fuzzy about their status using this.  I don’t know if other databases have this feature.  But the double asterisk is supposed to pick up ‘stem’ words.  For example, fly** would also pick up all the words that “stem” off this word such as flying, flew, flown.     Another use of the single asterisk is: sales and manag* which will also pick up manager, managing, and management.  (Note, if we had used manage* instead of manag* above,  we would have missed  managing.)

7**Another way of picking up a 2-3 year experience Java programmer is to use:  Java and (programm* or software engineer or software development engineer or software consultant or software developer or web developer) and not (manager or director or vice president or CIO or CTO or president).  Sometimes you need to OR together all the possible titles a software developer might have, put parentheses around all of this, and then AND it with something else you’re looking for, or as in the case above, things you are NOT looking for.

8**Mis-spelled words:  It’s tough enough finding the right resume using the right combination of search words, but our job is made even tougher when some technical terms are consistently mis-spelled.  Two I can think of off the top of my head is JavaScript (one word) which is often mis-spelled as two words, Java Script.  So if you’re only search using JavaScript, you’ll miss all the people who had Java Script on their resume.  Same thing with a software test/software QA tool call Winrunner, which is often incorrectly listed on resumes as Win Runner.  To correct both of these problems in a search string, you could use (JavaScript and Java Script) and (software engineer or software consultant) and for the other one, you could use (Winrunner or win runner) and (software test or software QA).
^ index
Well, there you have it.   Again, this was not meant to be totally self-explanatory without the lecture comments to go along with it.    And again, I welcome your questions and comments.

George Boole was a great mathematician that died in 1864.  His work was largely ignored until about 30-40 years ago when somebody ‘discovered’ ‘digital’ and then “computers”.  The only problem with building computers, there was no “language” back then that could describe how a computer was to be built in order for it to perform desired functions.  Apparently somebody remembered George Boole, and as they say, “the rest is history”.
Author's bio: www.geocities.com/jcrecruits/John_Childs_Resume.html.  For questions or comments, contact us or you can reach the author at either jchilds@eJobs.com or john.child
 

 
 
 
 
#2 Professional Articles
BOOLEAN SEARCH TUTORIAL for TECHNICAL RECRUITERS
by John Childs, Technical Recruiter
This tutorial on Boolean search strategies is being offered for free to enable technical recruiters to more effectively mine the Monster and Headhunter resume databases. CAUTION: The concepts below also apply to other databases, but NOT all Boolean search engines were created equally. Some require that AND/OR be in all caps (Monster & Headhunter do not). Some don't even use 'and/or', but use '+/-' instead. I need to really stress this point, because in the past people have read this web site, plugged in some of my Boolean search strings verbatim, and then realized they got either garbled or no results when they tried to plug these strings into something besides Monster or Headhunter. The strings DO work, but they have to be modified to conform to the very specific search guidelines of the particular engine you are using. A good resource for sorting out the difference in Boolean search engines can be found at http://www.searchenginewatch.com/ 
	ONCE YOU HARNESS THE POWER OF BOOLEAN SEARCHES, YOU’LL FIND THAT YOU WILL BE ABLE TO DRILL DOWN THROUGH A RESUME DATABASE AND FIND THE RIGHT CANDIDATE WITH INCREDIBLE SPEED AND ACCURACY! 


As you go through the presentation below, please keep in mind that it was originally given to a group of technical recruiters as part of a lecture format, or in other words, when I gave this presentation, it was supplemented by my lecturing on each point as we went through it.  So this is more detailed than a PowerPoint presentation, but much less detailed than a self-study text book.  Hopefully you can glean some good points from it.   I get a kick out of sharing the power of these searches with others.  Coming up with the best Boolean equation is both a left and right-brained activity that to me is like solving a puzzle.   If there is sufficient interest, perhaps in the future I could expand the below to be more of a self-study text book format. 

Lastly, if you have Boolean search strategies that have worked for you, please email and share them.  Also as my personal time permits, if you are having difficulty with a search, please send me an email with a job description, and I’ll send you back a Boolean search equation to try! 

All material contained herein is COPYWRITED 2001, ALL RIGHTS RESERVED and may not be reproduced for any commercial or for-profit venture or endeavor.   Sharing with friends and fellow-recruiters for free is permitted.
	INDEX: 
o  CHAPTER I - THE ROLE OF THE PARENTHESES 
o  CHAPTER II - EXAMPLES OF WRITING A BOOLEAN EQUATION 
o  CHAPTER III - STRING SEARCHES 
o  CHAPTER IV - EXAMPLE FOR IT/SOFTWARE 
o  CHAPTER V - EXAMPLE FOR DATABASE ADMINISTRATOR 
o  CHAPTER VI - EXAMPLE FOR JAVA DEVELOPER 
o  CHAPTER VII - MISCELLANEOUS STRATEGIES 



I. THE ROLE OF PARENTHESES IN BOOLEAN SEARCHES

AM I SUPPOSED TO GIVE YOU 5 MILLION DOLLARS OR 6 MILLION DOLLARS?? 

You’ve heard it said when looking at your paycheck, or looking at buying that new boat, “It’s just a matter of ‘zeros’.”  Well sometimes it is just a matter of ‘parentheses’.  
It makes a difference how you group the numbers below by putting in parentheses:
 
1+2x2=$5 million?   $6 million?
 
1+(2x2)=5   Here we did the “multiply” first, and then the “add”…..Multiply is similar to “and”
 
(1+2)x2=6        Here we did  the “add” first, and then the multiply.  ”Addition” is similar to “or”
FROM HIGH SCHOOL MATH:
 
Ex #1:    1 x (3 + 2) = 1 x 5 = 5
 
Ex #2:    1 x (3 + 2) x (1 + 2) + 1 = 
                  1 x 5 x 3 + 1 = 15 + 1 = 16
 
Ex #3:    (1 x (3 + 2) x (1 + 2) + 1) x 2 = 16 x 2 = 32
 
Parentheses will help us group search terms for  effective searches. We’ll come back to the importance of using parentheses later.
^ index
II. EXAMPLES OF WRITING A BOOLEAN EQUATION
  
YOUR MOTHER SENDS YOU TO  THE STORE TO GET INGREDIENTS  FOR A POUND CAKE:  She says, “get whole wheat flour or grits and sugar or honey and butter or olive oil and baking soda, but no gun powder.”
 
(whole wheat flour OR grits) AND (sugar or honey) AND (butter or olive oil) AND baking soda AND NOT gun powder = successful trip to the grocery store to make pound cake.
What would your mother say if you came back with gun powder instead of baking soda?  Would she be pleased?  Would she congratulate you on a successful trip to the grocery store?
“CONGRATULATIONS SON”!  You know that new Mustang you’ve always wanted, well, I’m gonna buy it for you & let YOU pick the colors.”  “Thanks Dad!!  I’d like either a black exterior and gray interior or else a red exterior with a red interior or a purple exterior with a purple interior”
 
(black ext and gray int) or (red ext and red int) or (purple ext and purple int) = correct color combination.
Would you be happy if Dad drove up in a car with a gray interior and a purple exterior??
 
“NOTICE!! – We apologize that the restaurant kitchen is running short on food so please pick at least 2 meals and preferably more.” ----- OK, as a customer, we are flexible so we’ll order the following meals:
 
(hamburger and fries) or (BLT and baked potato) or (grilled cheese sandwich and onion soup)=correct order
 
If the wait staff brings out an order of fries and a baked potato, will this be a correct order?
 
 
So…
JavaScript or C++ and SQL    ?????,  without parentheses or a ‘rule’ that says do “and” first & then “or”,  or vice versa
 
JavaScript or (C++ and SQL)     resume must have JavaScript or either C++ and SQL
 
(JavaScript or C++) and SQL     resume must have JavaScript or C++ and SQL
  
^ index
III. STRING SEARCHES                                                           
 WHAT HAPPENS WHEN YOU SEARCH A BUNCH OF RESUMES FOR CERTAIN KEY WORDS USING A RESUME DATABASE: 
As an exercise, go to any resume database and pull up a resume at random.  Look over the resume and see if you can pick out a word or a group of words [WE CALL THIS A “STRING”, because it is a string of letters in the alphabet in a specific order] that you think would be UNIQUE to this particular resume and this particular resume ALONE.  Maybe, for example, at the bottom of the resume the candidate said that their favorite musical group was Fleetwood Mac, or they said that , for example, they won the 1986 Butte Montana President’s Trophy.  Now close out of that resume and go back to where you enter your search words for this resume data base and in this example (you can come up with your own example) just enter,”Fleetwood Mac”.   Odds are very good that you will be able to pull up the same resume, unless of course 499 other candidates stuck Fleetwood Mac on their resume, which isn’t too likely.   Similarly, start over again and enter the (for example) search words, “1986 Butte Montana President’s Trophy”.  Chances are very good that you will be able to pull the same candidate out of the pile again using this search string.  If you enter “1987 Butte Montana President’s Trophy”, you won’t find this candidate.
 
If you are searching resumes for the word “JavaScript” but you enter just “Java”, you won’t find it.  If you enter JavaScriptx,  you won’t find JavaScript because you entered a different string of characters.  If you’re trying to locate “Brent Vaughter” but enter “Vaughter Brent”, you’ll never find Brent.  If you’re looking for just “Brent”, but enter “tBren”, you won’t find him.  The search string was not correct or the characters were not in the exact order necessary to find him.
^ index
IV. EXAMPLE OF AN IT/SOFTWARE SEARCH STRING
JavaScript AND C++ AND SQL is the same if you put in the following parentheses:
 
(JavaScript) AND (C++) AND (SQL)
 
Sometimes resumes will have JavaScript misspelled as 2 words:  Java Script,  so to make sure we don’t miss these resumes, we change the above search string to:
 
(JavaScript OR Java Script) AND C++ AND SQL
^ index
V. DATABASE ADMINISTRATOR
Suppose you had to find candidates in a database for the following job description:
1.  Must have hands on experience with data modeling or design of a database.
 
2.  Must have experience in Microsoft SQL Server 7.0.
 
3.  Strongly prefer a working knowledge of either C++ and/or Java.
 
4.  Database experience with back-up, tuning, stored procedures, and security.
 
5.  1 year experience with XML
 
 
You’ll have go through several trial-and-error passes to come up with the right search.  Here are possible Boolean Search Strings:
 
Pass #1 - Microsoft SQL Server 7.0 and modeling and design and back-up and tuning and stored procedures and  security.
 
Notes on Pass #1: Above equation would find the perfect candidate, but highly unlikely since the perfect resume would have to have been written.  Candidate may have all the above skills, but if they forgot to include ANY ONE of the above OR if they ASSUMED that the recruiter would intuitively know that the candidate had the skills but just didn’t list them on the resume, this resume WOULD NOT be surfaced out of the database.  For example a Database Administrator might have back-up and tuning in their background, but just didn’t put it on the resume. We can solve this by Or’ing together the requirements in bullet #4 above…... We can also drop Microsoft from the above equation.
Pass #2 – (SQL Server 7.0 and modeling and design) and (back-up or tuning or stored procedures or security)
 
Notes on Pass #2:  Not everybody is going to put “modeling” AND “design” in their resume, so let’s OR those together in the next pass.

Pass #3 – SQL Server 7.0 and (modeling or design) and (back-up or tuning or stored procedures or security)
 
Notes on Pass #3:  After running several searches using the above Boolean search string, we find that many of the resumes are those of Java and C++ programmers, and they only dabbled at one point in their career in the things of the world of databases. These people never had the title of Database Administrator.  Our client is looking for a strong, databases-are-all-I’m-interested-in kind of person, so we need to add Database Administrator.  But some resumes may have Database Administrator on them and not DBA and vice versa, so we need to include BOTH by OR’ing these two terms together.
 
Pass #4 – (Database Administrator or DBA) and SQL Server 7.0 and (modeling or design) and (back-up or tuning or stored procedures or security)
 
Notes on Pass #4:  This is a pretty good search string, but we still aren’t getting many hits.  It turns out that SQL Server 7.0 has only been out for 1 year and there aren’t many folks who have that.  There are plenty of SQL Server 6.5 candidates, but the client FIRMLY only wants those who have SQL Server 7.0.  So now we need to get creative on how else to find people with SQL Server 7.0 experience…………There are several alternative ways we can find these people: 1) ‘SQL Server’ – some resumes  will leave off the 7.0 even though they have it.  2) ‘SQL 7’ – some resumes will shorten the phrase by leaving out the word ‘server’ (remember a search string engine is only looking for a very specific ‘string’ of characters is a very specific order).   3) ‘SQL Server 6.5/7.0’  DBA’s who have had both 6.5 and 7.0 experience will frequently list their experience in this ‘/’ format.    4) ‘5/7’ - Monster doesn’t recognize non-letters or numbers, and so ‘6.5/7.0’ looks like ‘5/7’ to Monster, so if we find the string, ‘5/7’, we’ve got a pretty good shot at finding the right person.   Now if we combine or OR all of these together, our odds go up as we implement this in Pass #5.
 
 
Pass #5 - (Database Administrator or DBA) and (SQL Server 7.0  or SQL 7 or SQL Server 6.5/7.0 or 5/7) and (modeling or design) and (back-up or tuning or stored procedures or security)
 
Notes on Pass #5:  This isn’t the end of ways to approach this search, but it gives you a good start.  Once we find these resumes, then we start prioritizing those which also have C++ or Java (7/10) and those that have XML (5/10).  Both of these are druthers.
 
^ index
VI. JAVA DEVELOPER JOB SPEC – (2-3 years experience person)
 
•  Experience in java development.
 
•  Experience in C++ development.
 
•  Experience with ASP and/or JSP.
 
•  Exposure (???) to relational databases (RDBMS) such as Access, SQL, Oracle, and/or Sybase.
 
•  ???  Experience with ODBC and/or JDBC???.
 
 
Pass #1 – Java  and  C++  and  (ASP  or  JSP)  and  (RDBMS or Access or SQL or Oracle or Sybase) and (ODBC or JDBC)
 
Notes on  Pass #1: Monster does not recognize “+” signs.  Therefore Monster won’t search for just ‘C++’**, because to Monster it looks just like ‘C’.  There are several ways around this:  1) many , but not all, programmers who have C++ experience have  C also, and they usually note this on their resumes as ‘C/C++”.  Monster still doesn’t recognize the ‘++’, but it certainly will identify the ‘C/C’ which is good enough to get you to C++!        2)  most companies will accept Visual C++, so this can be represented as ‘Visual C’  or as ‘VC’ (for VC++).   3)  C++ is an older generation programming language, at least as compared to Java.  C++ is harder to program,  but it generally runs faster than Java.  Java is faster and easier to use BUT now it’s speed is approaching that of C++, making Java the “hot” skill, so many programmers do have C++ experience  but they don’t put it on their resume because because it’s not the latest “craze”.  So if you find Java, you often find C++ if you call the person and ask. 
 
**It is best to leave the “++’s” in your search equation, because you may cut and paste this string into Headhunter, Copernic,  or some other search engine that does recognize “++”.
 
 
Pass #2 – Java and (C++ or C/C++ or Visual C++ or VC++) and (ASP or JSP) and (RDBMS or Access or SQL or Oracle or Sybase) and (ODBC or JDBC)
 
Notes on Pass #3:  ASP (Active Server Pages) and JSP (Java Server Pages) are software tools that allow a web page to interact with a database.   Most, if not all, databases are RDBMS (Relational Database Management System).  Access, SQL, Oracle, and Sybase all belong in the RDBMS category.  So we could conclude that a) if a person has ASP or JSP it means that b) they are interacting with a database and that if they are interacting with a database that c) it is highly probably that it is a RDBMS database, and if it is an RDBMS, it is highly probable that it is one of the ones listed above.  Also remember that the job spec only required an “exposure” to an RDBMS.
 
All this is being stated so that we can ELIMINATE some of the above terms and pick up more resumes to choose from out of the database..
 
We could also probably eliminate ODBC (Open Data Base Connectivity) and JDBC (Java Data Base Connectivity) because both of these software tools are used to access databases, and we have already established that a person having ASP or JSP is accessing databases, the odds are good that they person is using either ODBC or JDBC, but if they didn’t put it on their resume, that resume will not be surfaced out of the database.   However it is true that a person may be using something besides ODBC or JDBC to access databases, such as ADO , RDO, or OLE.  If the client is really set on ODBC and JDBC, then you might have to leave it in the Boolean search string above.  This type of situation gets into the fuzzy judgment call area, or it may mean you have to play around with different combinations of search terms.  This process is truly one that exercises both your right and left brain.
Some resumes won’t have ASP or JSP.  Instead some will spell it out as Active Server Pages or Java Server Pages, so if we only look for ASP or JSP, we’ll miss these folks.  To fix this, we’ll OR in some additional terms as shown below in Pass #4.   Also in #4, we’ll take out all the database access references in order to glean more good qualified resumes.
 
 
Pass #3 - Java and (C++ or C/C++ or Visual C++ or VC++) and (ASP  or Active Server Pages or Java Server Pages or JSP) 
 
Notes on Pass #4:  Now we have a pretty good search string for Java developers, but when we run Monster and get 499 resumes, we realize that it is going to be very time consuming to go through all of these, so we need to look for ways to cut this number down without sacrificing good resumes.  One way to do this is to scan down the list of job titles for the various resumes without opening any of the actual resumes.  With the above search (and I have personally encountered this many times) you will get the following unwanted’s: : 1) recruiters-”I have recruited Java, C++, ASP, JSP, etc software engineers”:   2) managers or directors or president or vice president (remember, you are looking for a 2-3 year experience person and these words are unlikely but not impossible to appear on the target resumes.              3)  business analyst – “ I did business analysis on projects where software engineers (NOT ME THOUGH) were using Java, C++, ASP, etc.”   As you scan down the list of titles, you’ll find others you want to exclude.
 
 
Pass #4 -  Java and (C++ or C/C++ or Visual C++ or VC++) and (ASP  or Active Server Pages or Java Server Pages or JSP) and not (recruiter or manager or director or president or vice president or business analyst or sales manager or student or human resources or HR or marketing manager or business development)
 
Notes on Pass #5:  This should give you a good search string, but always understand that anywhere along each of these steps you’ll probably need to tinker with the search criteria in order to get the best results for your search.  The above string might knock down your list of 499 resumes to go through, down to maybe 130.  Big time savings.
 

#3 Article/Comment from Mike ....our lead recruiter:

I tried the Boolean search in CareerBuilder and was happy with the results on this one, for a Toys R Us manager in NYC. Notice the use of QUOTATION MARKS and the word OR in these search strings:

"Enter Keywords" Boolean search string:
Marshall's or "TJ Maxx" or "Old Navy" or Champs or "Dick's Sporting Goods" or Target or "Office Max" or Staples or "Circuit City" or "Best Buy" or "Wal-Mart" or "Movie Gallery" or "Toys R Us" or "Hollywood Video" or Blockbuster or "Children's Place"

The word OR separates single words or phrases (the phrases are in quotation marks) and gives me every resume that has one of these words or phrases in it. These keywords are competitor's names, which I could do because Toys R Us has specific ideas about who should work with them. But the keywords could have been anything: job titles, skill words, equipment names, professional certifications, whatever. IF YOU HAVE A LONG STRING, THE "ENTER KEYWORDS" BOX IS THE PLACE FOR IT, because "Job Title" and the other boxes are quite limited.

"Job Title" Boolean search string:
"store manager" or "operations manager" or "retail manager"

This is useful when you have a good idea that more than 1 job title could apply.

On this Boolean search, I got 514 hits within 40 miles of New York City . These 514 included some irrelevant, bad resumes. But overall I was happier with this email blast than with some others.

This is something to experiment with case by case. If it doesn't help, don't use it. I remember once getting a better result for a site developer simply by searching for civil engineers and leaving out words like "site development". Best to be open and flexible.

Remember to check out the Boolean Search Help File on CareerBuilder at:

http://www.careerbuilder.com/JobPoster/Help/BooleanSearch.htm

Regards,

Mike 
Eagle Recruiting

Hey Eagle Recruiters,
 
For search strings, we can't use the asterisk wildcard * in a quoted
phrase in CareerBuilder - only in a single word. For example: manag*
is good, but "loan manag*" is bad.
 
If it's in a phrase, CB wants the word spelled out, otherwise you may
get 0 hits. Perhaps you already knew this; it's news to me.  This may
be a case where one site supports more of the Boolean operators than
another (e.g., some support the NEAR operator). I will check to see if
Monster permits wildcard phrases. But in general, a search string that
works on 1 site will work on another. As we learn more I'll develop a
list of any exceptions.
 
The wildcard * gives you all variations of a root word, so manag* =
manager, management etc.
 
 
am sending this IM to everyone since you are all here. You should keep in mind that for most of the jobs we do for Todd, we are Not the only Ones who work for them, 1st of all, the client companies have more than 1 recruiting firm, besides recruiting firm has more than one recruiters, such as Todd has at least 5 recruiting firms working on his jobs. So for every job you are working on, there are at least few others working on it at the same time, to beat your competitors, you need the SPEED, Width of searches, you need to be the 1st one to come up candidates, otherwise we are behind others and OUR Work is Worthless...So bottom Line: Do it Fast, Do it Right.

 

DRAFT

Many of you are already experienced at revising and experimenting with the Boolean search strings we're providing. Jyoti, for one, has had a lot of success with this. But if you haven't done much revising of search strings, be aware that we strongly recommend it. 

The search strings you receive with your job orders are just a starting point. Some may be OK by themselves, but do try to improve them. If you worry that experimenting with strings will slow you down, you're wrong. Jyoti's success came as a part-timer. This is about working smarter, not harder.

Here are ways you can improve search strings:

â€¢ Try one string with, and one without, the keywords from Bonus questions (skills that raise a candidate's profile).
â€¢ Try adding words with similar meanings. For example, if the string says "commercial loan," try adding "business loan" to see if that gives more hits. If it says "healthcare," try adding "medical". If it's "manager," try adding "director" or "supervisor."
â€¢ Take a quoted phrase like "business loan" and turn it into an AND statement: (business and loan) to get more hits. For fewer, try the reverse.
â€¢ Add a wildcard (*) to get more hits: instead of manager, try manag* to pick up either "manager" or "management".
â€¢ When you need fewer hits, try adding an AND NOT statement. For example, if you want someone who designs buildings but not computers, try: architect AND NOT software. Your results window will suggest what keywords to include in an AND NOT statement.
â€¢ Another way to get fewer hits - in CareerBuilder - is by using the Refine Search tools on the left side of your results window. This is not the same as revising the search string, but the effect is similar. Screen by industry, salary, state.
â€¢ Folders are a great tool to use in combination with multiple search strings. Each time you alter a string, save all hits to a Folder. The Folder will keep just 1 copy of each resume, so you don't need to worry about repeating some candidates. Only after you've finished all your strings, do you go to the Folder to start your email blast. We're already doing this with Monster, but we should be able to do it with CareerBuilder too. 
â€¢ Watch for important terms that might have been omitted from the string. Read the job description.
â€¢ Glance at a few resumes to be sure the search is targeting good candidates.
â€¢ In CareerBuilder, be sure you're clicking the Boolean and 365 Days options. In Monster, click All Resumes and Authorized to Work in US.
â€¢ On some strings you've received, you saw the number of hits for that string on CareerBuilder. DON'T just blast that number and move on to the next job order. Go for more hits if you feel the string is too narrow, or fewer hits if it's too broad. The initial numbers are a rough estimate of whether thousands of people, or only a hundred, do a particular job. This estimate can be off.
â€¢ What are the best situations to try these tips in? We really do depend on your judgment. If you're blasting 4,000 people on every job, something's wrong. But there's no easy rule about when a search result is too broad or too narrow. Trust your experience and your common sense, ask questions, and take the initiative.


I've just noticed an important limit to CareerBuilder's Boolean search capability. Some of our recruiters perhaps already know this, but I want to call attention to it. It concerns the use of quoted phrases.

CB has trouble processing Boolean strings that include more than a few quoted phrases. Then CB returns hits which have 1 or more of the quoted words, but not together. Keeping them together is the purpose of quoting, so these hits defeat our purpose.

For example, if I limit a quoted string to:

"director of nursing" or "nursing director"

...THEN the first page or two gives me hits that have the quoted words together, which is GOOD. It also gives me 4000 hits, which is BAD. But I know the early hits are going to be GOOD.

HOWEVER, if I enter multiple quoted phrases in the string:

"director of nursing" or "nursing director" or "director of rehabilitation" or "rehabilitation director" or "outpatient services director" or "director of outpatient" or "director of cardiopulmonary" or "cardiopulmonary services director"

...THEN CB returns a bunch of hits on the first page or two that have NONE of the quoted phrases. Some have them, but in many the quoted words are not together, as you can see from the highlighting in the resumes. You'll see "of" highlighted by itself, which is pretty unhelpful.

CONCLUSIONS:

We may not have to change much. Most of our Boolean strings already rely heavily on single keywords, not quoted phrases. We'll keep quoted phrases at a minimum in our strings. BUT, there could be situations, like the one above, where quoted phrases are so valuable that you want to use them all. And if we use them all, on CB we need to break them down into more than 1 string, and blast the top hits from several strings, perhaps saving each string to a Folder first, or just checking the email icon to see if we've blasted someone already.

On Monster, this is not a problem. Monster handles multiple quoted phrases well.


Now here are my own tips on the most important and
commonly used commands and symbols:

AND - Bonnie AND Clyde = gives you resumes with both
names. Won't give you resumes with just 1 name. AND
gives you fewer hits than OR.

OR - Bonnie OR Clyde = gives you resumes that have 1
name (either name) or _both_ names. OR gives you more
hits than AND.

" " - Quote Marks give you the exact phrase "Bonnie
and Clyde ". This command would search for the word
"and," not treating it as a Boolean symbol. Quote
Marks reduce the number of hits even more than AND or
OR.

( ) - Parentheses take a set of terms and combine them
into 1 unit of meaning. (Bonnie OR Clyde ) AND (Tom OR
Jerry) will give you resumes that have 1 or both names
from each of the 2 groups. BE VERY CAREFUL when you
have more than 1 phrase in parentheses - especially
when you're joining those phrases with AND. That can
dramatically reduce the number of hits. IT'S ALSO A
GOOD IDEA TO HAVE A SEPARATE THEME FOR EACH SET IN
PARENTHESES. For example, Job Title and Skill themes
go in separate sets: (programmer OR developer OR
"software architect") AND (Java OR C++ OR "Visual
Basic"). Having separate themes makes it safe to join
these phrases together with AND. And it makes it
easier to understand the string you've written. I
don't see a need for more than 2, 3 at the most, sets
of parentheses on a typical string. If you've got 4,
you're probably overthinking and complicating things.

* - Wildcards (asterisks) give you all resumes
containing a root word: nurs* gives you nurse and
nursing, manag* gives you manager and managing, chemi*
give you chemist, chemistry and chemical. (If it were
just chem*, you'd get chemotherapy too, so watch out!
You really have to think about wildcards.) Wildcards *
are a way to cast a wider net and keep your search
strings manageably short at the same time.

You may know these things already, but FYI. There's no
avoiding some irrelevant resumes popping up on your
screen, but good Boolean maximizes the good hits.

I've noticed on CareerBuilder that the first 2 or 3
pages may be crowded with relevant resumes, then it
tails off into junk in the middle, but toward the end
some relevant ones appear. Not sure why that is. It
could be a flaw in CB's implementation of Boolean, or
maybe the relevant ones in back were posted a longer
time ago. However, if you've already decided you want
365 days, which is the normal search, the resumes
toward the back will still fit, so it may pay to peek
behind the curtain of those junky resumes in the
middle.

 

 
Highlights of our Oct. 13 CareerBuilder telephone training with Jim Lebbos:

1) Best number for Help is 877-267-1259

2) Jim prefers to use Quick Search and then Refine Search (left side of results page) instead of Advanced Search. In Refine Search you can filter for City, State, Pay, Job Category, School and Company, much as you can in Advanced Search. It seems faster Jim's way; quantity of hits may vary, but not by much.

3) Archive Search gives resumes more than 1 year old. Otherwise, it's just like Quick Search. (The 3 Resume Search tabs are Quick Search, Advanced Search, and Archive Search.) You may not go to the Archive often, but it could help when you're getting few hits on the newer. I got a response on an Archive blast today.

4) R2 button: Offers you more resumes like the one you're viewing, when you see a strong candidate. Asked why R2 results are sometimes bad, Jim said extending the mileage (from 30 to 500 or 2000) makes them more relevant. 

5) Keywords: If an important term is not in your search string, it won't be in your results either. For example, MANAGER is not SUPERVISOR, so pick up either by using the Boolean operator: manager OR supervisor. Reading the job description, a little imagination and experience pay off by suggesting equivalent and key terms.

6) Boolean: Jim taught us the Boolean operators AND, OR, ANDNOT , ", ( ), and *. AND gives you all terms in a search string, OR 1 or more. ANDNOT excludes bad results, for example: "assistant manager" andnot "administrative assistant". Quotes bind 2 or more words, as in Jyoti's example: "project manager" and "electrical engineer" ... which gives us both phrases. Without quotes,  you'd get resumes that have only 1 word from a phrase. Parentheses ( ) let you combine Boolean phrases, as in: (manager or supervisor) and (Blockbuster or Wal-Mart).  Asterisk * is a wildcard, a root-word operator, so manag* gives you manager and management ... In the Using box, click Boolean when doing this kind of search. Jim noted the Help link at the page bottom, which takes you to advice on writing Boolean strings. The Keyword box where you enter strings has a 200-character limit, which should be plenty.

7) Manage Candidates: Under this tab, Jim showed what can be done with My Folders and My Letters. Not sure I understood My Letters. If it's important, tell me more!

8) CareerBuilder Glitches: Jim acknowledged little glitches in the system; for example, the list of states is incomplete in Refine Searches.

9) Icons In Search Results: The Email icon next to candidates' names is permanent, Jim said. They don't disappear over time, and there is no link to show when we last e-mailed someone. Old emails could have been sent by you or by another team member.

9) We logged 6,000 minutes on CareerBuilder in what, just the first part of October? Wow!! Kind of scary news on Friday the 13th.

Mike 
Eagle Recruiting
 
#4 Article/Comment from Jyoti…..our lead recruiter

Searches, searching, Boolean, word combination, do whatever you can to dig out the target!!!  That’s only way you can stand out and beat others in this field.
 
The search strings you receive with your job orders are just a starting point. Some may be OK by themselves, but do try to improve them. If you worry that experimenting with strings will slow you down, you're wrong. Jyoti's success came as a part-timer. This is about working smarter, not harder.

Here are ways you can improve search strings:

      Try one string with, and one without, the keywords from Bonus questions (skills that raise a candidate's profile).
     Try adding words with similar meanings. For example, if the string says "commercial loan," try adding "business loan" to see if that gives more hits. If it says "healthcare," try adding "medical". If it's "manager," try adding "director" or "supervisor."
      Take a quoted phrase like "business loan" and turn it into an AND statement: (business and loan) to get more hits. For fewer, try the reverse.
      Add a wildcard (*) to get more hits: instead of manager, try manag* to pick up either "manager" or "management".
     When you need fewer hits, try adding an AND NOT statement. For example, if you want someone who designs buildings but not computers, try:  architect AND NOT software. Your results window will suggest what keywords to include in an AND NOT statement.
      Another way to get fewer hits - in CareerBuilder - is by using the Refine Search tools on the left side of your results window. This is not the same as revising the search string, but the effect is similar. Screen by industry, salary, state.
     Folders are a great tool to use in combination with multiple search strings. Each time you alter a string, save all hits to a Folder. The Folder will keep just 1 copy of each resume, so you don't need to worry about repeating some candidates. Only after you've finished all your strings, do you go to the Folder to start your email blast. We're already doing this with Monster, but we should be able to do it with CareerBuilder too. 
    Watch for important terms that might have been omitted from the string. Read the job description.
    Glance at a few resumes to be sure the search is targeting good candidates.
      In CareerBuilder, be sure you're clicking the Boolean and 365 Days options. In Monster, click All Resumes and Authorized to Work in US.
      On some strings you've received, you saw the number of hits for that string on CareerBuilder. DON'T just blast that number and move on to the next job order. Go for more hits if you feel the string is too narrow, or fewer hits if it's too broad. The initial numbers are a rough estimate of whether thousands of people, or only a hundred, do a particular job. This estimate can be off.
     What are the best situations to try these tips in? We really do depend on your judgment. If you're blasting 4,000 people on every job, something's wrong. But there's no easy rule about when a search result is too broad or too narrow. Trust your experience and your common sense, ask questions, and take the initiative.
 
Your success depend on you!
 
Now here are my own tips on the most important and
commonly used commands and symbols:

AND - Bonnie AND Clyde = gives you resumes with both
names. Won't give you resumes with just 1 name. AND
gives you fewer hits than OR.

OR - Bonnie OR Clyde = gives you resumes that have 1
name (either name) or _both_ names. OR gives you more
hits than AND.

" " - Quote Marks give you the exact phrase "Bonnie
and Clyde ". This command would search for the word
"and," not treating it as a Boolean symbol. Quote
Marks reduce the number of hits even more than AND or
OR.

( ) - Parentheses take a set of terms and combine them
into 1 unit of meaning. (Bonnie OR Clyde ) AND (Tom OR
Jerry) will give you resumes that have 1 or both names
from each of the 2 groups. BE VERY CAREFUL when you
have more than 1 phrase in parentheses - especially
when you're joining those phrases with AND. That can
dramatically reduce the number of hits. IT'S ALSO A
GOOD IDEA TO HAVE A SEPARATE THEME FOR EACH SET IN
PARENTHESES. For example, Job Title and Skill themes
go in separate sets: (programmer OR developer OR
"software architect") AND (Java OR C++ OR "Visual
Basic"). Having separate themes makes it safe to join
these phrases together with AND. And it makes it
easier to understand the string you've written. I
don't see a need for more than 2, 3 at the most, sets
of parentheses on a typical string. If you've got 4,
you're probably overthinking and complicating things.

* - Wildcards (asterisks) give you all resumes
containing a root word: nurs* gives you nurse and
nursing, manag* gives you manager and managing, chemi*
give you chemist, chemistry and chemical. (If it were
just chem*, you'd get chemotherapy too, so watch out!
You really have to think about wildcards.) Wildcards *
are a way to cast a wider net and keep your search
strings manageably short at the same time.

You may know these things already, but FYI. There's no
avoiding some irrelevant resumes popping up on your
screen, but good Boolean maximizes the good hits.

I've noticed on CareerBuilder that the first 2 or 3
pages may be crowded with relevant resumes, then it
tails off into junk in the middle, but toward the end
some relevant ones appear. Not sure why that is. It
could be a flaw in CB's implementation of Boolean, or
maybe the relevant ones in back were posted a longer
time ago. However, if you've already decided you want
365 days, which is the normal search, the resumes
toward the back will still fit, so it may pay to peek
behind the curtain of those junky resumes in the
middle.

I am writing today about conducting thorough Searches. Its not a new topic or information for all of us, but I will share how I do my searches for all my jobs.

In my opinion, Full Recruiting process includes -- Preparing good questionnaire, Resumes searches, Email blast, Submitting qualified candidates to partners, following up with candidates and following up with partners. And I believe, Resume Search is the most vital piece of our work. If we don't do it right, then we cannot target qualified candidates, which means its not easy to make placements. We may make a placement without a good search, but we will be riding only on our luck. 

When I get a Position to work on, I believe that every job has a potential for me. So I try to put my whole 100% effort to all my jobs.

Here is what I do with my searches -- 

1. Read the job description thoroughly.
2. Highlight all important keywords everywhere -- in company description, job responsibilites, must have qualifications, bonus skills etc. 
3. Run the search using keywords
a) run the search under All Resumes (which get resumes upto 1 year i guess) 
b) run the search in Archive Resumes (if needed)

c) and I also sometimes run the search under 1-3 months old resumes, IF I get lots of Hits under All Resumes. I do this becasue when I get like 3-4000 Hits, I keep narrowing down my search with new keywords to get less no. of Hits. and this way I feel I loose many qualified people (just to get less number of Hits). Under 1-3 months old resumes, we know that they are the people who are currently actively exploring new opportunities, and we want them if they are qualified and Under All Resumes, we know that there are lots of people who will not be available anymore, even though they are qualified. So I search under 1-3 months resumes many times using broad keyword search string, depending on the situation.

d) run the search using many search strings (in order to get highest no. qualified candidates for a job)
e) Boolean search, Wildcards (*) and group of words in quotes works very good on all the job boards in hitting the right candidates.


Search Tips from Marsi:
 
 
	 


Top of Form 1
I like to have careerbuilder.com continue searching my jobs, after the initial blast. You may already be doing this, as it is a feature easily accessed. Here is what I do. 
 
1.  After I complete my initial search and send the email blast in careerbuilder, I press the "Save This Search" button. It is found at the end of your search string on the "Resume Results" page. 
 
2. 
Name Your Search:
Create a name for your saved search that will help you to easily identify what keywords your search contains. Please Name Your Search (up to 40 chars): 
Simply type in a name that is meaningful for you. I usually use my Eagle Recruiting Job ID - for example E1587. 
 
3. The next step is to decide how frequently you want to receive email with more search results. I will choose "Daily" and then I get a daily email with additional resumes, if any are found. 
 
Select a Frequency:
Frequency determines how often your saved search is emailed to you. You can choose to simply save your search to use online or have it emailed to you. If you wish to have resumes emailed to multiple addresses, please separate each with a semicolon. 
Send saved search results to:
 
4. You must insert your own email address, as Donna's email is listed as the default. 
 
5. Easy follow up: when you receive an email in your box, it will be titled "Careerbuilder resume search results". When you open the email, it will indicate at the top of the page, which search it was, for example E1587 and your search string appears. 
 
6.  You have the option to open resumes right from the email page.  I prefer to press "click here to see all resumes". This takes you into careerbuilder.com and will oftentimes show more than the few resumes shwoing on the email. At this point, you act as though you had just run your initial seach. Mark and email your saved blast to any interesting resumes.  
 
I will continue to look at new resumes for up to several weeks after the initial blast. It depends on the activity level and quality of the results I have had so far. When I no longer want to look at new resumes for a search, I will press "Disable search agent" on the email. This goes out to careerbuilder and permanently disables that particular search. 
 
On any given day, I look at 4 or 5 "old" searches. It takes just a couple of minutes to go through this process, and often results in good additional resumes. 
 
 
 
How To Search the Resume Database from CB
CareerBuilder.com's resume searching page is user friendly. The page has been designed to allow you to pick the criteria that you would like to use to narrow your results down to the most qualified candidates. No fields are required on the initial search engine page. To start searching, click on the "Search Resumes" tab. 

FPRIVATE "TYPE=PICT;ALT=How To Search the Resume Database"

A few things to keep in mind: 
Simple Keyword Search: The simple keyword search is probably one of the most valuable tools on the search page. CareerBuilder.com has four different types of keyword searches (listed in the "Using:" drop-down box) that allow you to find exactly what you're looking for in our database. 

         "All of These Words" allows you to search for resumes that include all of the keywords that you have specified. 

         "Any of These Words" allows you to search for resumes that have any (but not necessarily all) of the keywords that you have specified. 

         "Exact Phrase" allows you to search for resumes containing the exact phrase that you have 
indicated in the keyword area. 

         "Boolean Search" allows you to further narrow or broaden your search, as is appropriate, by 
using words such as "and", "or", and "and not." A Boolean Search Tutorial is provided at the end of this document for further details on how to effectively run these searches! 

Categories: Allows you to pick up to five categories at a time for the search that you are running. If you are picking more than one, please just make sure that you hold the "Control" key on your keyboard down while you are making your selections. (Mac users should hold down the "Command" key.) 

Freshness: Allows you to select the recentness of the resumes. To consistently maintain fresh resumes, all resumes are removed from our database after 1.5 years if they have not been updated. 

Compensation: An option when running compensation level searches, although this is not a required field for job seekers nor does it necessarily represent current salary levels. If you do not select any boxes in this area, the database will search through all available candidates

How to Search On Monster Board
 
You'll have to create a Folder first in Monster. Select 50 at a time, then do Add to Folder, create the name of the Folder (Job ID # and title) and save to Folder. THEN, once you've saved them all, go to Manage Folders and click on yours. From there, you can select only 20 at a time (Monster is a pain!!). Then hit Send Saved Letter. You'll get options then to create a Saved Letter. Copy your blast into that and give it a Title and Subject. Then hit Send All Resumes (or whatever it's called) and it will blast all 20, not just the 1 that appears. Repeat 20 at a time, tabbing down to your now-saved letter to select it, til you've gone through the whole Folder. With Monster you only copy and paste once, after that you tab down the menu to your letter for the next 20.

I've omitted a couple minor steps, but this should help.
 
Also, after you've selected the 20, at the very bottom of the page is a yellow Actions button. That's an important step that'll take you to the Send Saved Letter. When I have more time, I may do a more complete set of instructions. If others know a better way to use Monster, please let me know. But one of their people did tell me the limit is 20 at a time on letters. It certainly encourages tighter searches by us.

Guideline for Effective Searches 
B: Search Strings:
Search String Guidelines:
1) Core key elements MUST be searched before searching for non-key elements 
2) Nail down the roots of the key elements. ( Tip: best keywords can be easily found on best candidate's resumes..such as WEBMASTER)
3) Include the most important criteria and root words in your searches..such as Market* + online+ CPGs+ management
4) Try to use different variations and avoid too many repetitions of the same words/phrases.
5) The more AND you use, the more you Limit...The more OR you use, you more you expand.  
6) Don't include more than 3 Concepts in one search strings as Cb get CONFUSED

 

Search Strings Guidelines
 
1) Use nouns and objects as
query keywords:
 
planet or planets 
 
2. Use 6 to 8 keywords in query
new, planet, discovery, solar, system
 
3. Use appropriate word
stem variants via the OR
operator
 
planet OR planets
 
4. Use synonyms via the
OR operator
 
discovery OR find
 
5. Combine keywords into
phrases :
 
“solar system” 
 
6. Combine 2 to 3 “concepts” in query
 
“solar system”
“new planet”
discovery
 
7. Distinguish “concepts” with parentheses
 
(“solar system”)
 
(“new planet*”)
(discover* OR find)
Nest single query “concepts” with
parentheses. (Overkill for now, but
good practice when first learning.)
Simple way to ensure the search
engines evaluate your query in the
way you want, from left to right
19
8. Order “concepts” with
subject first
(“new planet*”)
(discover* OR find)
(“solar system”)
 
9. Link “concepts” with the
AND operator
 
((“new planet” OR “new planets”)) AND (discover OR discovery OR discovered OR find) AND (“solarsystem”) AND 
 
 
Following these guidelines, here are recommended steps to approaching the

Internet search challenge:

 

Spend time BEFORE your search to analyze what it is you’re looking for
Use nouns in your queries – the who/what, when, where, how and why; avoid

conjunctions, verbs, adverbs and adjectives

Use keywords at the right “level” of specificity: precise, but not overly

restrictive

 Use phrases where natural; they are your most powerful weapon

Use structured (“Boolean”) syntax, especially the ‘AND’ operator Constrain your search by using two or three related, but narrowing, concepts

in your query

BUT, generally, keep overall query length limited to six to eight keywords maximum

 Use advanced search options and specialty features when appropriate

 For difficult searches, use only search engines that support Boolean syntax,

or tools or metasearchers that do

For specific topic searches, consider search engines tailored to those topics

 
Save time by learning your search engines and advanced, ‘power searching’

techniques.

Useful tips for how to govern the accuracy and scope of your searches are:

 

Using Yahoo! document counts, the results of the query “endangered species”
AND “peregrine falcon*” is:

endangered species 2,220,000

peregrine falcon* 210,000

endangered species AND peregrine falcon* 33,100

 

endangered species 2,220,000

peregrine falcon* 210,000

endangered species OR peregrine falcon* 2,270,000

 
endangered species 2,220,000

peregrine falcon* 210,000

endangered species AND NOT peregrine falcon* 2,240,000

 

Use of Parentheses
Search services that support structured (Boolean) syntax do not always read from

left to right like we do. Instead, they read “inside-out”, in order of the nested

levels of arguments set off by parentheses. Each bounded argument set off by

parentheses is called a Boolean expression. (The entire query is also assumed to

have parentheses around it, whether you put them in or not.) This is the same

concept drummed home in high school math in how to evaluate an algebraic

expression.

Learning how to construct this Boolean syntax structure is easy. You only need

to remember four things:

1. You define a Boolean expression through use of an open parenthesis [‘(‘] to

begin it, and a closed parenthesis [‘)’] to end it

2. Make sure the first search concept you want evaluated is at the inner-most

level of your Boolean expressions; followed by subsequent expressions in

your desired order

3. Make sure you have a balanced (equal) number of open and close parentheses

in your entire query

4. Expressions at the same “level” are read in order, from left to right.

It is really worth your time to master these simple rules. It adds immensely

 
(hawks AND eagles) OR (falcons AND owls) OR vultures
 
SECOND main subject AND THIRD expression AND (FIRST expression)
 
(“peregrine falcon”) AND (“endangered species”) AND (city OR cities)
 
1) Your first few strings should be dedicated to the bottom lines criteria.
2) Scan the job description for tips and other keywords to do further searches.
 
C; Work with the job
 
Sample Job Description;
 
Position Title: Associate Category Manager #E1895
Salary Range : Depends on Experience
Location: Secaucus , NJ
 
Our client is a leading manufacturer and marketer of quality pet products and is currently seeking results oriented marketing professionals to help execute their aggressive growth initiatives.
Candidate will assist in providing strategic direction for the assigned marketing category. Assist in developing and maintaining the business plan for category to effectively grow and manage the business with the marketing category in conjunction with the Sales and Research & Development departments. Network with Planning, Purchasing and Manufacturing to communicate Corporate Strategy. Assist in maintaining product forecasting and enhanced profitability.

JOB REQUIREMENTS:

2-5 years of product marketing experience in a Fortune 500 traditional consumer packaged goods company (products that can be found in a grocery store).
Experience developing and launching new products

Required: 
 
Bachelor’s degree, preferred: Master’s degree
 
Steps on what to look for; ( remember to highlight the most important keyword/element with red and secondary with blue)
 
 
1. First, look at the Job Title. What is it? And what is it saying? 
 
            - It says “Associate Category Manager”. What is an Assistant Category Manager? To find out more of what it is, read the description closely. 
 
2.   Secondly, what is the company and what do they do? 
 
-     This may help to find out what an Assistant Category Manager is and what It’s relationship is to this particular company. 
-     We know that this one “is a leading manufacturer and marketer of quality pet products”. By this, we know that the company is looking for an Assistant Category Manager that has some experience in production and marketing in the “Pet Products” industry. This is what they REALLY want and are looking for in a perfect world, right?
 
3.   Thirdly, now that you know what the Job Title is, Who they are and What they do, then you can begin to look closer at what they are really looking for in criteria for the candidates skills. 
 
-     we know what they are seeking;
 
-     is currently seeking results oriented marketing professionals to help execute their aggressive growth initiatives.
-     2-5 years of product marketing experience in a Fortune 500 traditional consumer packaged goods company (products that can be found in a grocery store).
Experience developing and launching new products
                                  
                    -     Bachelor’s degree, preferred: Master’s degree

 4.    Watch for Keywords like: Seeking, Experience, Preferred, Mandatory, Must Have,             Required, etc… These are very important in assessing the needs of the employer and forming a great Questionnaire.
 
5.   Now we move to the job function of the candidate and what they will be doing. ( This part will hep you understand the job and come up with right search strings)
             
a.   Candidate will assist in providing strategic direction for the assigned marketing category  
b.   Assist in developing and maintaining the business plan for category to effectively grow
c.   manage the business with the marketing category in conjunction with the Sales and Research & Development departments.
d.   Network with Planning, Purchasing and Manufacturing to communicate Corporate Strategy
e.    Assist in maintaining product forecasting and enhanced profitability.

      6.     From here we can begin to see more of the breakdown of the Job Description and how to form our Questionnaire. The Questionnaire should be questions filled with exact info that will corner the candidate into answering the question in the way it will show their strengths and what the company is looking for. 
This way our Partners can quickly scan the Questionnaire and know right away if the candidate has what their client is looking for….period. 
 
7.   Questions should be broken down into the most important criteria the company is looking for. 
                
       Examples; 
      
              1. Do you have 2-5 years exp. As a Category Manager in pet product  Marketing? 
               Yes ____No____# Yrs______ 
                Explain:    (Or paste area of resume here that reflects exp)  
 
              2. Do you have 2-5 years As an  Category Manager in pet product marketing exp. in a Fortune 500 traditional packaged goods Company? 
               Yes ____No____# Yrs______ 
                Explain:    (Or paste area of resume here that reflects exp)  
 
              3. Do you have 2-5 years exp. As a Category Manager in a fortune 500 pet product marketing company developing and launching new products? 
               Yes ____No____# Yrs______ 
                Explain:    (Or paste area of resume here that reflects exp)  
               
 
8.   See the breakdown? It is broken down question by question in the Required things the company is looking for. They really want a Category Manager with Marketing Experience, because it says a keyword “Manage” in the descrip. and in these particular areas of expertise. We can tell real quick if they have answered NO, then this is not the candidate they are looking for. This is just one way to narrow the candidates down and a few examples to see. 
 
9.   Remember! Break it down after scanning the Job Description line by line. This will help to ensure that we build great Questionnaires to get the “perfect” candidate for the client.
  
 
Blast Guidelines:
 
1) Make sure your blast doesn’t exceed 5000 words. ( Limit on CB)
2) Make sure partner or client’s info is NOT included in your blast!!
3) Always blast 90 days for Nationwide Candidates.
4) Always blast 256 days for Local Candidates. Use 150 M for distance.
5) Always check a few resumes to make sure the keywords are highlighted/included.
6) Use SALARY or Advanced Search as Screener if more than 2000 hits.
7) Don't change wordings in the "keyword search" section once you've pasted there, as CB doesn't allow you to change, except open another new keyword search.
8) Make sure the return email address is right.
9) Try NOT to blast each candidate more than 3 times..
10) The Envelop symbol means already blasted, and the eye symbols means opened

 
 
 
Questionnaire  Design
 

Vital important! With our questionnaire set the way they are, we beat the experienced recruiters out there, (professional recruiters Do Not Do Blast, Do Not Plan Questionars the way do, instead they spend good time saving resumes to their file, reading resumes, calling candidates) Such being the case, our screening time is 80% faster and more accurate (believe it or not) than the full-cycle recruiters. ( This have been proven numberless times) 
 
Our winning tool, questionnaires!!! Organize your questioners; don’t leave any important words or parts out. Remember, the questionnaires are for candidates, but more importantly they should be designed for us. They are the score charts for us. You should be able to see at a glance if one is a good candidate if the questionnaire is designed right. ( Also put the must-have requirement first and bonus questions second, always) 
 
Imagine yourself as DMV score guy who gives the score. How does he give a score without knowing the content? Does he needs to know the content if he has the answers in his hand? That’s what you need to have, A Score chart! 
 
From now on I am going to pay attention to your questionnaires to make sure you don’t miss any details…Be prepared!:-) 
 
You get the point!
 

 

More Attentions:
 
1) Make sure must-have skill set are cut and paste word-for-word from the job description so that NOTHING is missed.
 
2) Make sure MUST_HAVE requirements are always placed at the top portion of the questionnaire.
 
3) Make sure Bonus skill set is marked BONUS to avoid the chances of killing a good candidate.
 
4) Make sure always address location issue. ( Most of you DO)
 
5) Make sure always address salary expectation questions ( Most of you miss this part. Please remember to add on.)
 
6) Please ONLY ask hardcore questions that can give you skill-sets descriptions. Avoid questions like: Do you have strong communication skill? organizational skill? 
 
7) Our questionnaire are designed as "CODE DECYPHER" for us to detect a good candidate. They are NOT for candidates NOR for partners, but for ourselves. Construct your questionnaire in a way you can nail down the exact candidate. 
 
Thanks for your attention!
 

 

 

 

 
Questionnaire Design Taboos
 
List the 5 most important criteria before starting the design of questions.
 
1) Have held the title of Category Manager or similar title
1) 2-5 years marketing experience:
2) Marketing in a Fortune 500 company:
3) Marketing and lunching consumer packaged goods.
4) Launching packed goods found in the store.
 
Design questionnaire based on the above bottom line criteria.
 
1) Always include the criteria in your questionnaire.
 
Don’t Do:
 
Do you have product marketing experience? (TABOO)
 
DO: 
 
Do you have 2-5 years product marketing experience? 

How many years product marketing experience do you have? (2-5 years required)

 

2) Never combine multiple questions that requirement multiple answers in one sentence. Break them down like the following to stress the point.
 
Do you have 2--5 years of product marketing experience in a Fortune 500 traditional consumer packaged goods company  developing and launching new products? ( TABOO)
 
Suggested:
 
 1. Do you have 2-5 years exp as a CATEGORY MANAGER in a 500 traditional packaged goods Company developing and launching new products?
 
               Yes ____No____# Yrs as Category Manager.
                Explain:    (Or paste area of resume here that reflects exp)  
 
 2. Do you have 2-5 years as an  Category Manager in a FORTUNE 500 TRADITIONAL PACKAGED GOODS COMPANY developing and launching new products? 
                Pleaes list the Fortune 500 traditional packaged goods Company you worked before launching new product?
                Explain:    (Or paste area of resume here that reflects exp)  
 
 3.  Do you have 2-5 years exp as a Category Manager in a fortune 500 pet product marketing company DEVELOPING AND LAUNCHING NEW PRODUCTS? 
                What kind of products you have launched?____________________________
                Explain:    (Or paste area of resume here that reflects exp)  
 
4. Do you have 2-5 years exp as a Catergory Manager in a pet product Marketing exp. in Fortune 500 traditional packaged goods Company? 
               Yes ____No____# Yrs as Category Manager.
                Explain:    (Or paste area of resume here that reflects exp)  
3) Always seperate multiple sentences: ( another example)
 
Don’t DO:
Have you done vendor leasing in transportation, hospitality, high tech, Fitness, Wireless and Commercial leasing? ( Taboo)
DO:
Have you done vendor leasing in the following areas? 

Transportation____ Yes________No________?_______# of years?

Hospitality____ Yes________No________?_________# of years?

High-Tech____ Yes________No________?__________# of years?

Franchise____ Yes________No________?__________# of years?

Wireless Yes________No________?______________# of years?

Communications and Commercial ?Yes________No________?_______# of years?

Wireless Yes________No________?__________# of years?

 
4: Never ask questions about the job duties instead of skills. 
Don’t Do:
Can you leads and directs technical and management programs and projects (multiple and individual) with overall project/program management responsibility? ( TABOO)
DO:
How many years experience directing technical and management programs and projects...?

5: Never forget to include the title in your questionaire.
Don’t Do:
Have you done catogory marketing? ( TABOO)
DO:
Have you held the title of Catogory Marketer?

How long you have marketed products as a Category Marketer?

6: For significant key questions, never let go with just one simple sentence and call it done.
Don’t DO:
Do you have 2-3 years direct sales experience to the end users in the industrial market? ( Taboo)
Do:
This is the most important critiria our client is seeking for in this position, please fill out the following question carefully to reflects your experience. IMPORTANT!

The Account Executive must have 2-3 years of direct sales to the end-users in the industrial markets. (End-users would be people working in the plants and facilities called on that repair and maintain their own equipment, machinery or transportation.) 

If you DO have the above experience, please explain or paste portion of your resume here that reflects this)
 

Sample Worksheet ( Required Process)
List your search strings:________________________
____________________________________________
Sample Search Strings:
"Account lead" OR AL AND “interactive market*                                               518
(cpg or “consumer packaged goods”) AND (market* or advert* or consult*) and (database or online or web or channel )                                2231 nationwide 256 days
Interactive market* and (cpg or “consumer packaged goods”)           477 Nationwide
market* AND web OR online AND cpg or "consumer packaged goods"     1622
manag* and "web marketing" or  e-market*        1917                                                                            yes
 "Online Ad Campaign"       
                                                                                                                                                                                                            market* and online and "channel marketing" or "database marketing" and (cpg or “consumer packaged goods”)    145 in 356 days Nationwide
 

Search String Guidelines:
 

Your Daily Job Order Worksheet ( Required)
 

A: List the Title or Possible Titles :
Your List goes here:
______________________________
Sample Keywords:

Account Lead

( AL )

Web Master

E-Commer Manager

Webmaster

 

B: List the Core Combinations by Group
Note: List the different traits required of the candidate, starting with the root phrases. 
Your List goes here:
Sample:
1) ____Interactive Online Marketing_________(interactive marketing campaigns, Web Development, Online Ad Campaigns, portfolio integration)

2)____ Account Lead/Management_________(strategic planning exp)

3)_____Agency Experience________(advertising agency or interactive agency or management consulting firm)

4)_____ConsumerPackaged Goods Segment ________
C: List the bottom Line Req:
Your list goes here__________________
 
Sample:
 1) Minimum of 5-7 years experience working at an advertising agency or interactive agency or management consulting firm advertising agency or interactive agency or management consulting firm

2) Internet development and interactive marketing. 

3) Business Background

D: List Keywords or Phrases that MUST be included in your search strings?
Note: Scan job descriptions and best candidate resumes on Career Builder for best keywords…
Your list goes here_______________

 

Sample: 
Account Lead ( AL )

Interactive Marketing AND strategic planning 

Online Ad Campaigns

Web Development

Database Management

Portfolio integration Or account management

Consumer Packaged goods

Advertising agency or interactive agency or management consulting firm

E: List Extra Keywords : 
Your list:

 

Sample:
Channel Marketing

Database marketing

F: Draw a picture in one sentence who you are looking for in this job:
Your list goes here________________________
 
Sample:
Online Interactive Marketing Manager with 5-7 years exp who has come from an advertising agency or interactive agency or management consulting firm in the Comsumer Product Goods Sector.
 
&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&

G: Your original Job goes here:
__________________________________________
Sample:
Original Job with Highlights:
Position: Account Lead
Locations: Ann Arbor , MI
Compensation: $95,000 to $125.000 plus 10% bonus

Client is an agency looking for an Account Lead (AL) within their CPG (Consumer Packaged Goods) client group. This Account Lead will serve as the primary client interface on major accounts and drives the strategic planning process for all development projects and interactive marketing campaigns. Along with this responsibility, the position offers significant autonomy, leadership and growth opportunities.

Key functions include:
Account Management: As the senior account lead, the AL is responsible for managing every facet of the client relationship as well as strategic planning, portfolio integration, and successful delivery across multiple Web 
development initiatives and online ad campaigns.

Strategic Oversight: The AL develops key planning deliverables and provides strategic direction to the company's cross-functional development and interactive marketing teams. The AL also monitors the overall quality of 
production and ensures that strategic intent is realized across all client initiatives.
Performance Management: The AL is responsible for overall account performance and works closely with the client to track and assess project timelines, budgets, and project success from strategy through deployment.

Requirements:
* Minimum of 5-7 years experience working at an advertising agency, interactive agency, or management consulting firm with a focus on account management and strategic planning for clients in the consumer packaged goods segment. 
* Strong business background is required, as well as a keen understanding of Internet development and interactive marketing. 
* Individuals must possess excellent leadership and relationship building skills, outstanding written and verbal communication skills, and be able to work effectively in a team environment. 

H: Partner Contact Info:
Your list goes here:
 
Sample:
Amy Harbage
Ives & Associates, Inc.
614-839-0202 ext 241
amy@ivesearch.com 
 
I: Email Blast:
Please Follow this format: 
Dear Candidate,

Eagle Recruiting has identified your resume as a potential match for the job below. Please do the following immediately if you are interested:

A: Read the job description carefully to see if you meet the requirements.

B: Complete questionnaire.

C: No applicant will be reviewed without a resume & completed questionnaire

Positions:  Multiple Openings: Account Lead + Senior Client Services Manager + Associate Director, Client Services
Location: Ann Arbor , MI + Columbus , OH
Compensation: $60K to $80K plus 10% bonus+ $95K to $125.K plus 10% bonus
Company Description: 

Client is an agency looking for an Account Lead (AL) within their CPG (Consumer Packaged Goods) client group to serve as the primary client interface on major accounts and drive the strategic planning process for all development projects and interactive marketing campaigns. 
Job Description: 

This position supports both the Advertising & Public Relations Manager and the Public Relations Specialist in the development and execution of advertising and public relations initiatives that support cross organizational business goals. This Associate will also review and present ad copy to the PCs as needed. This position is part of this company’s stellar team. 

Job Qualifications: 

* Minimum of 5-7 years experience working at an advertising agency, interactive agency, or management consulting firm with a focus on account management and strategic planning for clients in the consumer packaged goods segment. 
* Strong business background is required, as well as a keen understanding of Internet development and interactive marketing. 
* Minimum of 5-8 years of agency experience or equivalent as well as a passion for technology. Corporate experience is a plus. 
* Worked with CPG clients.
* Affinity towards database marketing, digital design, online or channel marketing and understanding of
integrated marketing strategy.
* Experience with MSProject, Excel, Quark and working knowledge of web production
packages such as Photoshop, ImageReady and HTML.
* Bachelor’s degree in marketing, advertising, communications or journalism or equivalent experience.

CUT & PASTE from here to reply:
(Warning: You may not be considered if you don’t meet the minimum requirement) 

The Following questions are MUST- HAVE EXPERIENCES.  Please DO NOT APPLY if you don’t qualify or the following info is NOT included in your reply!!! 

1) Do you have 5-8 years experience as a  Senior Lead  responsible for managing every facet of the client relationship as well as strategic planning, portfolio integration, and successful delivery across multiple Web development initiatives and online ad campaigns? ( MUST ) ( DON’T MISS THIS ONE!!!)
Explain in detail:________________________________________________

_____________________________________________________________

Cut and Paste Parts of resume here that reflect the above: ( Suggested)
_____________________________________________________________
2) Do you have at least 5 -8 years of experience  in MARKETING Consumer Packaged Goods in one of the following?  ( MUST )
Advertising Agency: ____ # Years ____ 

Interactive Agency: ____# Years ____

Consulting Firm: ____# Years ____
 
3) Which of the following areas do  most of your Account lead marketing experience come from?

Corporate: ____# Years ____ 

Indiviual Owned ________# of Years

Government:___________# of Years

Explain:
4) Do you have 5-8 years experience with the following? ( Must )

Database Marketing: ____# Years ____ Online Marketing: ____# Years ____ Interactive Marketing: ____# Years ____ 
Digital Design: ____# Years ____ Channel Marketing: ____# Years ____

No ____

Explain: 

5) How many years of experience do you have with the following software/web production packages? ( MUST )
MSProject: ____# Years ____ Photoshop: ____# Years ____

ImageReady: ____# Years ____ Excel: ____# Years ____

Quark: ____# Years ____ HTML: ____# Years ____

No ____

Explain:

6) Do you have experience managing the following aspects of the client relationship? 

Strategic Planning ____ # Years ____ Portfolio Integration ____ # Years ____

Multiple Web Development Initiatives ____ # Years ____ Online Ad Campaigns ____ # Years ____

No ____ 

Explain:

7) Do you have  Bachelor’s Degree in: marketing, advertising, communications or journalism or equivalent experience?

Which One of the Above?

Yes ____ Field: ____

No ____ 

Explain:
 

8) Can you commute or relocate to any of the following locations? 

Columbus , OH : Commute ____ Relocate ____

Ann Arbor , MI : Commute ____ Relocate ____

No ____

Explain:

9) What's your current/desired salary/compensation?

Current: $ __________

Desired: $__________

Explain:

10) How do you SCORE yourself on a score of 10, with 10 being the highest score:

#________________

Please DO NOT call for more information! It is normal if you don't hear from us immediately, but you WILL be contacted immediately IF our client companies show interest! Thanks! 
Reference JOB ID #E2123 and reply with your full resume to:
Your Name
Your Company Email::
Eagle Recruiting
615-860-3029 
www.EagleRecruiting.biz  
 
Sample Blast Version One:
 
Dear Candidate,
 
Your resume is identified as a potential MATCH for the job we have below. Please do the following immediately if you are interested in pursuing this opportunity.
 
A: Read the job description carefully to see if you meet the requirements.
B: Answer the questions at the bottom of the page.
C: No resume will be reviewed without 1) Job ID, 2) Recruiter Name, 3) Resume. IMPORTANT!!!
D: On the questionnaire, go the extra mile by explaining your skills. Sell yourself for this opportunity!
 
Position Title:            Systems Administrator – Linux, Windows, Oracle DBA 
Location:                      St. Paul , MN
Salary:                        $80K-$140K  
 
Comment:                DO NOT call unless you see yourself as a GREAT CATCH!
Job Responsibility:
-       Part of a team that is responsible for installing, supporting, and maintaining our Java-based web application deployed on RedHat Linux and Windows 2003 Servers running IIS 6.0, Tomcat 5.5, and Oracle 9i.
-       Install, support, and maintain the production, staging, development, and office environments as well as provide input into the software development process.
-       Responsibilities include network, server, and storage planning, installation, support, maintenance, sizing, scaling, troubleshooting, backups, and responding to service outages and other problems.
 
Requirement:
-       5+ years of systems administration experience on Linux and Windows servers 
-       2 + years of Oracle DBA experience in Oracle 9i and 10g including automating day to day maintenance and monitoring, scaling, troubleshooting, tuning, upgrades, backup servers, RAC, SQL development, and query optimization
-       Network (LAN and WAN) administration experience including monitoring, scaling, troubleshooting, tuning, routers, firewalls, switches, and VPN 
-       Unix shell scripts, perl, python, and similar languages 
-       Clustering (clustered web/application servers, NAS and SAN clustered storage solutions, configuring and tuning RedHat, Windows Server 2003, IIS, Apache, Tomcat, and Oracle in a clustered environment) 
-       Backup strategies including near-line backups 
-       Experience with SSL secured protocols and certificates (secure HTTP, secure IMAP, etc) 
-       Experience with load balancing internet services (HTTP, HTTPS, SMTP, etc)
-       Experience with HTML, XHTML, XML, XSL, JavaScript, CSS, Java, JSP, and SQL 
-       Bachelors degree in Computer Science or related field 
Benefit:
You will be rewarded with an above average salary, stock options, excellent benefits and an opportunity to grow your career within our company
 
 
CUT & PASTE from here to reply
	Instruction: Please answer the following questions honestly and correctly, and expand where needed to distinguish yourself from the rest!
 
Please use reference JOB ID # E1550 and reply with your full resume to:
 
 
(WARINING: DO NOT respond if you answer more than 2 NOs in this section.
DO NOT respond if you see yourself less than 7, from the scale of 1-10, with 10 being the most qualified.)
 
Do you have bachelor’s degree in Computer Science or related field?
If Yes, explain:
 
Are you a Senior Systems Administrator with  3 + years experience on Linux and Windows servers? 
If Yes, explain:
 
Do you have 2 + years experience as an Oracle DBA in Oracle 9i and 10g?
If Yes, explain:
 
Do you live in commutable distance of St. Paul , MN ?
If Yes, explain:
 
Are you willing to relocate? 
If Yes, explain:
 
Is $80K-$140K in your salary range? 
If Yes, explain:
Bonus Questions:
 ( Answering NO won’t disqualify you, however answer YES and elaborate will make you stand out) 
Do you have network (LAN and WAN) administration experience including monitoring, scaling, troubleshooting, tuning, routers, firewalls, switches, and VPN 
Do you have Unix shell scripts, perl, python, and similar languages?
Do you have backup strategies including near-line backups ?
Do you have experience with SSL secured protocols and certificates (secure HTTP, secure IMAP, etc) ?
Do you have experience with load balancing internet services (HTTP, HTTPS, SMTP, etc)?
Do you have experience with HTML, XHTML, XML, XSL, _JavaScript, CSS, Java, JSP, and SQL ?
Please elaborate on your current and/or past expertise in the role of System Administrator:
  
 
	 

	 
	Note: DO NOT call for more information! Please understand it is normal if you don’t hear from us immediately after you apply, but you WILL be contacted immediately IF our client companies show interest in you! Thanks ! 

	
	
	


 
Please use reference JOB ID # E1550 and reply with your full resume to:
Donna Zhao
Eagle Recruiting
info@eaglerecruiting.net
www.eaglerecruiting.biz
615-860-5508
 
 
 

 

New Recruiter Exercise
Congratulations! 
You are one step away from signing the contract to become our team of professional virtual recruiters. Your resume and questionnaire have indicated that you might be a potential fit. To better determine your qualifications, you are asked to work on the job below as a practice to help us further evaluate your qualifications. You will be contacted soon once you distinguish yourself. ( Please submit your exercise immediately after done. Please don't call for questions) 

Thanks for your understanding! 

Key Traits we are seeking in you:
1) Dedication and willingness to make things work
2) Basic understanding skills and common sense
3) Computer Savvy
4) Speed
Steps/Procedures in Joining our Team of Virtual Recruiters:
1) Submit your resumes. ( Please submit your resumes if you haven't done that).

2) Exercise submission. ( See below for clues.)

3) Wait for phone interview.

4) Sign contract with our company.

5) An experienced recruiter will be assigned to train you one on one.

6) Start recruiting ASAP.
Exercise Guideline ( Refer Job Order E1333/Attachment One)

1) Name the 5 most important keywords E1333 is looking for in order of priority. 

2) Name the 5 possible titles for Job 1333. 

3) Construct your search strings for this job. (Boolean searches most desirable). 

4) List core skill qualifications. ( Only address skill-set criteria.)

5) Put the job into our standard format.

6) Submit exercise.

 
SAMPLE      *******    SAMPLE    ********    SAMPLE  ***********
 
                           SECTION ONE 
A sample work is given (done by one of our recruiters ) below to help you understand the procedures. Please do your exercise ( Section Two/E2029 ) based on the sample given on Section One/E1333.
Sample Part One: Name the 5 most important keywords E1333 is looking for in order of priority. 
 5 most important keywords this job is looking for in order of priority. 

         DEVELOPMENT BUYER

         BUYER 

         PURCHASING 

         MANUFACTURING 
         MACHINING

Sample Part Two: Name the 5 possible titles for this job. 

         PURCHASING MANAGER 

         PROCUREMENT MANAGER 

         MANUFACTURING BUYER 

         PRODUCTION PLANNER & BUYER 

         MATERIAL BUYER

Sample Part Three: Construct your search strings for this job. (Boolean searches most desirable). 
         buyer OR purchasing AND machining 

         buy* AND manufact* 

         purchasing AND machining 

         manufacturing engineer AND buyer 

         manufacturing OR production and purchasing 

         manufacturing OR production and planner

Sample Part Four: List hardcore skill-set qualifications. ( Only address skill-set criteria.)
2+ years experience purchasing in a manufacturing environment preferred 

A 2 or 4 year degree in business or engineering is preferred 
Strong knowledge and understanding of quality systems and ISO9001 

Strong manufacturing knowledge with extensive machined components experience

Strong grasp of contract law and customs regulation 
Proficient with computer - MRP software (Baan preferably) and MS Office 
Sample Part Five: Put the following job into our standard format.

Sample Standard Format (Job E1333 )

Dear Candidate,

Eagle Recruiting has identified your resume as a potential match for the jobs below. Please do the following immediately if you are interested:

A: Read the job description carefully to see if you meet the requirements.
B: Answer the questions at the bottom of the page. 
C: No application will be reviewed without: 

1) Job ID 

2) Recruiter Name 

3) Resume 

JOB TITLE: Development Buyer 
JOB ID: E1333 
SALARY: Approximately $50K to mid $70K 
LOCATION: San Jose , CA
JOB DESCRIPTION: Purchasing person to work with Product Development Team. Extremely important that this person have experience with machined components and machining in general. Responsible for identifying, qualifying and managing suppliers for prototype part manufacturing. Also responsible for purchasing raw materials and finished goods at the right time and at lowest possible cost. Work extensively with Product Development & Production departments. Company is one of the world's leading suppliers of injection molding equipment to the plastics' industry. Manufacturing operations are located
in Canada , the United States and Europe , with a global, company-owned service and sales network. Company will consider relocation expenses.

RESPONSIBILITIES:

. Work with MRP (standard parts), PRP (custom parts) and MRO
(Maintenance Repair Operation) to determine parts needed to be purchased and
manufactured, internally or externally

. Draw up Request for Quote (RFQ) for potential new suppliers

. Conduct occasional quality visits, for both current and potential
suppliers

. Lead cost reduction efforts and effectively manage cross
functional teams

. Develop negotiation strategies

. Analyze global & local economies and market pricing to identify
new opportunities

. Conduct quality assessments and visits for both current and
potential suppliers

. Review historical use of raw materials and forecast future needs
QUALIFICATIONS:

2+ years experience purchasing in a manufacturing environment preferred 
A 2 or 4 year degree in business or engineering is preferred 
Excellent written and oral communication skills 
Strong knowledge and understanding of quality systems and ISO9001 
Proven ability to lead cost reduction programs using value analyzes, target
costing, and negotiation skills 
Strong manufacturing knowledge with extensive machined components experience

Ability to strategically develop supplier relationships 
Knowledge of inventory controls and logistics 
Strong grasp of contract law and customs regulation 
Ability to perform supplier capability assessments 
Proficient with computer - MRP software (Baan preferably) and MS Office 
************************************************************************
CUT & PASTE from here to reply 

 
	Questionnaire 

Instruction: Please answer the following questions honestly and correctly, and expand where needed to distinguish yourself from the rest! 

Minimum Requirement: 

(Warning: you may NOT be considered if you don’t meet the minimum requirement) 
1. Do you have 2 or 4 year degree in business or engineering? 

which one: ____
Explain: 

2: Have you held a position equivalent to the one you're
applying for? 

Yes/Current ____ Title: ____________________
Yes/Within the Last 5 Years ____ Title:
____________________
No____
Explain:

3: How many years of experience do you have as Development Buyer? (2+15 years) 
# Years: ____
Explain:

4: How many years purchasing experience in a manufacturing environment? 
# Years: ____
Explain: 


5: Do you have the following purchasing experiences:

___with machined components and machining 

Yes_______No _____Explain: 

___purchasing raw materials and finished goods 

Yes_______No _____Explain: 

____purchase in a machine shop (preferred) 

Yes_______No _____Explain: 

____Strong knowledge and understanding of quality systems and ISO9001 
Yes_______No _____Explain: 

6: Are you proficient with the following software? 

MRP software (Baan preferably) Yes_______No_____ 

MS Office Yes_______No_____ 


7: Is above salary ($50s to mid $70s) within your desired salary range? Yes ____ No ______
Explain: 

8: Can you commute or relocate to San Jose , CA ?
Commute ____
Relocate ____
No ____

9: What's your current salary/compensation?
$ ____

10: What's your desired salary/compensation?
$ ____
Explain:

Please elaborate on your current and/or past expertise in the role of Development Buyer: 

	Note: Eagle Recruiting is a recruiting firm. We have daily 600+ job openings. Please understand it is normal if you don’t hear from us immediately after you apply, but you WILL be contacted immediately IF our client shows interest in you! Thanks ! 


Please use reference JOB ID # E1333 and reply with your full resume to:
Your Name

yourname@eaglerecruiting.net
Eagle Recruiting

www.eaglerecruiting.biz
615-860-3029

SAMPLE END ******    SAMPLE END *******   SAMPLE END ******
*******************************************
SECTION TWO/Your Action Here
Please work on Job Order E2029  (and E2036 for extra bonus) based on the sample given on E1333. 
Key Traits we are seeking in you:
1) Understanding of key elements.
2) Skills in following the standard format.
3) Speed
JOB ORDER E2029 ( Refer Job Order/Attachment ONE/ E1333 )
Position Title: Area Manager -

Environmental Consulting 

Salary Range $100k to $125k 

Relocation Yes 

Fee  20%

Location: San Jose , CA 

Area Manager Company is one of North America 's fastest growing multi disciplinary firms of consulting engineers and environmental scientists. Employee-owned, 1000 person firm with offices throughout, the eastern United States and internationally. They have an immediate opening for an Area Manager to lead their practice in San Jose , CA . As the ideal candidate you are a dynamic professional with solid experience in one or more of their areas of practice. You must have a relevant engineering or science degree. You are a results-oriented self-starter who has excellent people skills. You are a "hands-on" person who shows initiative and has high standards regarding quality of work and client service. You must have excellent organizational and communication skills and must be able to create and foster a team environment. Ideally, you will be eligible for registration in a relevant professional association. Major responsibilities include business development, staff leadership and recruitment, technical direction of project work, office management and human resource development. The successful candidate will be responsible for managing all aspects of a +80 person office, with a mandate to expand and develop a team of highly skilled and motivated professionals. 

Bottom Line 1. Professional Engineer/Geologist/Scientist 2. 10-15 years experience in Environmental Consulting 3. 10-15 years experience in People Management 4. 10-15 years experience Profit and Loss Management' 5. Proven business development experience and numbers 

Exercise Guideline ( Refer Job Order E1333/Attachment One for Guidance)

1) Name the 5 most important keywords E2029 is looking for in order of priority. 

2) Name the 5 possible titles for Job E2029. 

3) Construct your search strings for this job. (Boolean searches most desirable). 

4) List core skill qualifications. ( Only skill-set critiria.)

5) Put the job into our standard format.

6) Submit exercise.

Bonus: Work on E2036 to gain extra bonus point !!! 
Exercise Guideline ( Refer Job Order E1333/Attachment One for Guidance)

1) Name the 5 most important keywords E2036 is looking for in order of priority. 

2) Name the 5 possible titles for Job E2036. 

3) Construct your search strings for this job. (Boolean searches most desirable). 

4) List core skill qualifications. ( Only skill-set critiria.)

5) Put the job into our standard format.

6) Submit exercise.

JOB ID: E2036

POSITION TITLE: Systems/Compensation Operations Analyst 

REPORTS TO: Systems/Compensation Operations  Manager

QUALIFICATIONS : Education: Baccalaureate degree in business,  accounting, finance or other , related field required.

EXPERIENCE:  a. Minimum of 3 to 5 years experience in  healthcare business or  accounting setting required. b. Experience in clinical medical setting > and physician compensation preferred. c. Significant experience with spreadsheets and databases required. 

JOB SUMMARY: The Systems/Compensation Operations  Analyst, under the direction of the Systems/Compensation Operations  Manager, is a health care professional that will be responsible for advising  on work RVU processing, integrating Salary Committee policy, interpreting  and summarizing business systems data and related reports. This individual  routinely interacts on  these issues with physicians, the Salary Committee,  administrators and > managers in the clinical departments at the Main  Clinic and Regional  Centers . The Systems/Compensation Operations  Analyst will work closely  with Patient Financial Services, Accounting, Legal  Services, and Human > Resources. 

JOB DUTIES  A) Principal Duties and Responsibilities  (Essential):  1. Establish and maintain in-depth knowledge  of work RVU processes, systems, and changes in order to collaborate in interpretation of guidelines  and implementation.  2. Be a resource to the Manager and Salary Committee to gather,  assemble, and report data for its salary setting  process. Such as: financial analysis of current and historical data, trends and benchmarking, physician salary budget, monthly  anniversary and year-end salary setting financial data, supporting papers and  reports. 3. Maintain an in-depth knowledge of the Monthly Attendance Record (MAR) application; assist in the monthly function  and process. 4. Responsible for developing and  maintaining multiple reports and databases, including but not limited to: salary setting, physician activity, McGladrey survey physician compensation, and many other physician-related reports and databases. 5. Responsible for downloading and  extracting necessary data for reporting, special projects, and data requests supporting various  consultants. 6. Identify internal issues which may lead to the changes in the work RVU process. 7. Research policies, in relationship to internal data to ascertain compliance with internal and external rules and regulations. Research will involve interaction with external sources. Develop and implement processes or procedures. Develop formal documentation  concerning salary setting.  8. Work, along with the Manager, with clinical department physicians, administrators and managers on work RVU  and billing related  issues. Assist in operationalizing changes 9. Provide education, feedback with recommendations, serve as a resource on any issues related to work RVUs and their associated billing and  fee issues to the Manager, physicians, administrators, department managers and Salary Committee.10. Independently lead projects in the area of  salary performance  issues. 11. Attend appropriate meetings and remain current on processes and  policies. Communicate procedures and policies to clinical departments, develop materials to assist in understanding processes and policies. 12. Complete other projects as assigned by Manager and Salary Committee. 13. Participate in special projects and > committees as appropriate, providing expertise as a resource to clinical  operations.  

PERSONAL ATTRIBUTES REQUIRED:  1. Ability to prioritize, makes independent judgments and decisions,  promote teamwork, demonstrate positive, helpful interactions with co-workers. 2. Effective oral and written communication  skills; needs to  demonstrate competence in communicating with  physicians and providers.  3. Ability to deal with situations involving > controversy or  differences of opinion.  4. Maintain a high level of quality, accuracy, technical skills and  confidentiality at all times. 5. Maintain high level of professionalism, interpersonal, organizational and leadership skills when interacting with personnel at all  levels of the organization.  6. Must be able to efficiently and > effectively organize and manage > time so as to meet multiple requests, workload > pressures and deadlines while > maintaining accuracy.  7. Ability to recognize legal responsibility and function within > limits as specified by the scope of the job. 

 PHYSICAL, MENTAL AND VISUAL SKILLS: 1. Some walking, bending, lifting and  carrying of materials. 2. Excellent written and verbal skills: legible penmanship. 3. Normal or corrected vision and hearing. 4. Concentration and enthusiasm must be maintained throughout the day.5. Must be able to handle stressful  interactions and difficult situations.  SPECIAL FACTORS:  1. Workday may include times other than usual clinic hours to accommodate needs of clinical departments or Regional Centers. 2. Occasional travel to Regional Centers required. 3. Must have strong working knowledge: > Microsoft Office--Word, Excel, PowerPoint, Access and will independently  learn how to use the following:  Monarch, Visio, FrontPage, Adobe and Data Warehouse applications 4. Must be willing to learn new skills to > meet technology and > workload requirements. 5. Must maintain confidentiality at all  times. 

 
Good Luck!!!
********************************************
Cut and Paste from here before submitting your exercise!!
Submit your exercises to: info@eaglerecruiting.net or
donna_eaglerecruiting@yahoo.com
 Exercise One: Please submit with your resume! (Must)
	Full Name:
	Tel:

	Email:
	Best time to call:                     
Time Zone:


                             _______See My Work Below_______
	 
 
 
 


 
Exercise Two: Bonus
	Full Name:
	Tel:

	Email:
	Best time to call:                     
Time Zone:


                             _______See My Work Below_______
	 
 
 
 


Sample Job E1333 ( Attachment One)

Position Title Development Buyer 

Salary Range $50s to mid $70s 

Relocation Yes

Fee % 25%

Location San Jose, CA

Company is one of the world's leading suppliers of injection molding
equipment to the plastics' industry. Manufacturing operations are located
in Canada , the United States and Europe , with a global, company-owned
service and sales network.

Development Buyer

We are looking for a purchasing person to work with our Product Development
Team. It is incredibly important that this person have experience with
machined components and machining in general. The compensation for this
position is low 50s to mid 70s (approximately).

In this position, you will be responsible for identifying, qualifying and
managing suppliers for prototype part manufacturing. You will also be
responsible for purchasing raw materials and finished goods at the right
time and the lowest possible cost. You will work extensively with our
Product Development & Production departments. 

Responsibilities:

. Work with MRP (standard parts), PRP (custom parts) and MRO
(Maintenance Repair Operation) to determine parts needed to be purchased and
manufactured, internally or externally

. Draw up Request for Quote (RFQ) for potential new suppliers

. Conduct occasional quality visits, for both current and potential
suppliers

. Lead cost reduction efforts and effectively manage cross
functional teams

. Develop negotiation strategies

. Analyze global & local economies and market pricing to identify
new opportunities

. Conduct quality assessments and visits for both current and
potential suppliers

. Review historical use of raw materials and forecast future needs

Qualifications:

2+ years experience purchasing in a manufacturing environment preferred 
A 2 or 4 year degree in business or engineering is preferred 
Excellent written and oral communication skills 
Strong knowledge and understanding of quality systems and ISO9001 
Proven ability to lead cost reduction programs using value analyzes, target
costing, and negotiation skills 
Strong manufacturing knowledge with extensive machined components experience

Ability to strategically develop supplier relationships 
Knowledge of inventory controls and logistics 
Strong grasp of contract law and customs regulation 
Ability to perform supplier capability assessments 
Proficient with computer - MRP software (Baan preferably) and MS Office 
 
Exercise/Edit Sample One
( with highlights on key elements)
Position Title Audit Managers - Miami & Orlando #338 

Salary Range Dependent On Qualifications 

Relocation Yes 

Fee % 20% 

Location Miami 

Founded in 1974, company has grown to be one of the largest independently
owned and operated CPA firms in Florida . With offices in Orlando , Miami ,
Clearwater , and Tallahassee , they service clients throughout the Southeast. 
A&A Supervisor/Manager (Full-time position): Six to eight years accounting
experience in all aspects of financial analysis with prior experience
working with healthcare providers (i.e., senior housing, skilled nursing,
assisted living facilities, etc.), not-for-profit, governmental, timeshare,
etc. BS or BA in Accounting required. Successful completion of a fifth-year
university program or a Masters degree required. CPA designation required.
Strong computer and spreadsheet applications are a must. Travel is required
for this position. (Position available in the Orlando office). They need
to have SEC, Manufacturing, Broker-Dealer, or Employee Benefit Plan
experience.
Current needs are Audit Managers in Miami & Orlando. Basically we need a
CPA and solid Public Accounting experience and then the appropriate level to
the position. 

Bottom Line 
1. CPA 
2. 5 to 10 years Public Accounting Audit Experience. 
3. Coming directly out of a Public Accounting Firm.


More Exercise:

 

E2106 – ( Performed by Trainee A)
 
Strings for CB: cpa AND “public accounting” AND (audit* OR “audit manager” or “lead auditor”) AND (sec OR manufacturing OR (“broker-dealer” OR “broker/dealer” OR “broker to dealer”) OR “employee benefit plans”)
                                                                                                                      
 
Dear Candidate,
 
Eagle Recruiting has identified your resume as a potential match for the job below. Please do the following immediately if you are interested:
 
A: Read the job description carefully to see if you meet the requirements.
B: Answer the questions at the bottom of the page.
C: No applicant will be reviewed without 1) Resume, in a Microsoft Word or comparable format; 2) Completed questionnaire, below. 
 
Position: Audit Managers- Miami and Orlando 
Location:  Miami
Compensation: Dependant Upon Qualifications
 
Founded in 1974, company has grown to be one of the largest independently owned and operated CPA firms in Florida . With offices in Orlando , Miami , Clearwater , and Tallahassee , they service clients throughout the Southeast.
 
Job Description:
 
A&A Supervisor/Manager (Full-time position): Six to eight years accounting experience in all aspects of financial analysis with prior experience working with healthcare providers (i.e., senior housing, skilled nursing, assisted living facilities, etc.), not-for-profit, governmental, timeshare, etc. BS or BA in Accounting required. Successful completion of a fifth-year university program or a Masters degree required. CPA designation required. Strong computer and spreadsheet applications are a must. Travel is required for this position. (Position available in the Orlando office). They need to have SEC, Manufacturing, Broker-Dealer, or Employee Benefit Plan
experience.
Current needs are Audit Managers in Miami & Orlando. Basically we need a CPA and solid Public Accounting experience and then the appropriate level to the position.
 
Skills Required:
 
    * Master’s Degree or successful completion of 5th year university program
    * CPA designation 
    * Five to Ten years of Public Accounting Audit experience
    * Current experience with Public Accounting Firm
    * Travel is required for this position
 
CUT & PASTE from here to reply
 
QUESTIONNAIRE
 
Do you have five to ten years of Public Accounting experience?
Yes ____ # Years: ____
No ____ # Years: ____
Explain:
 
Do you have current experience in a Public Accounting Firm?
Yes ____ # Years: ____
No ____ # Years: ____
Explain:
 
Do you hold an active CPA designation?
Yes ____ # Years: ____
No ____ # Years: ____
Explain:
 
Do you have a Master’s Degree? 
Yes (Field :) ________________
No____
Explain:
 
Have you completed a 5th year university program?
Yes (Field :) ________________
No____
Explain:
 
Can you commute or relocate to any of these areas? Please check. 
Miami ____
Orlando ____
No, Neither ____
 
The position requires business travel. Is that acceptable?
Yes____ No____
 
What's your current salary/compensation?
$ __________
 
What's your desired salary/compensation?
$__________
Explain:
 
How many employers have you worked for in the last 5 years?
# ____
Explain:
 
Please DO NOT call for more information! It is normal if you don't hear from us immediately, but you WILL be contacted immediately IF our client companies show interest! Thanks! 
 
Reference JOB ID # E2106 and reply with your full resume to:
Amanda Wasler
amanda@eaglerecruiting.net
Eagle Recruiting
615-860-3029
 
E2106 ( Edited by Trainer A)
 
A: Comment on your strings:
 
1) Your string is a bit long, you can break it into small strings and try them out, to compare the result with your longer strings.
Suggested Strings:
1) cpa AND “public accounting” 
2) audit* OR “audit manager” or “lead auditor”
3) CPA and (sec OR manufacturing)
4) CPA AND (“broker-dealer” OR “broker/dealer” OR “broker to dealer”)
5) CPA and “employee benefit plans”
 
2) You missed other important critiria that can be searched by strings: 
They need to have SEC, Manufacturing, Broker-Dealer, or Employee Benefit Plan
experience.
 
B: Comment on your questionare:
 
1) Questionaire should be thorogh to serve the purpose of good screening.Pay attention to every single details, as one word can mean totally different group, 
such as "Men" and " Women".
 
2) You missed one the MUST_HAVE critiria: 
 
BS or BA in Accounting required
 
2) You missed the follwing important critiria from the job discription:
prior experience working with healthcare providers (i.e., senior housing, skilled nursing,
assisted living facilities, etc.), not-for-profit, governmental, timeshare,
etc
 
3) You missed another important critiria from the job discription:
They need to have SEC, Manufacturing, Broker-Dealer, or Employee Benefit Plan
experience.
See the following for edit version:
 
 
Do you have prior experiences in any of the following area?
 
Please check.
a: Healthcare Providers i.e. _____________
Senior Housing ____ Nursing ____ Assisted Living Facilities ____
Other Settings (Name) _________________________
 
b: not-for-profit__________
c: government__________
d: timeshare___________
e: others______________
Explain:
 
Does your accounting experience include any of these? Please
check.
 
SEC ____ Manufacturing ____ Broker-Dealer ____
Employee Benefit Plan____
Explain:
 
 
Do you have a Bachelor’s degree in Accounting?
Yes ____ No ____
Explain:
 
Have you completed a Masters degree or a 5th year university
program?
Yes/Masters (Field :) ________________
Yes/5th Year (Field :) ________________
No____
Explain:
 
 
Can you commute or relocate to any of these areas? Please check.
 
Miami/Commute ____ Miami/Relocate ____
Orlando/Commute ____ Orlando/Relocate ____
No ____
The position requires business travel. Is that acceptable?
Yes____ No____
 
Exercise/Edit Sample Two
Dear Candidate, 

Your resume is identified as a potential MATCH for the job we have below. Please do the following immediately if you are interested in pursuing this opportunity.

A: Read the job description carefully to see if you meet the requirements.
B: Answer the questions at the bottom of the page.
C: No resume will be reviewed without 1) Job ID, 2) Recruiter Name, 3) Resume. IMPORTANT!!!
D: On the questionnaire, go the extra mile by explaining your skills. Sell yourself for this opportunity!
Job Title : Bakery Production Supervisor 2nd Shift (3PM-11PM) 
Job Code: E1889 
Salary :$55-65K
Location: Southeastern, MA (Foxborough area) or RI
Company Description: 


Client is a Dessert manufacturer producing cakes, pastries, tarts, brownies and confectionary desserts.

Job Responsibilities: 


Coordinate and implement company policies and procedures in all areas, production and production planning through packaging. Manage production staff, overall bakery production performance and maintain quality control and safety standards during shift. 
Company benefits: 


Matching 401K, vacation. 

CUT & PASTE from here to reply
Please answer the following questions
honestly, and expand where needed to distinguish
yourself from the rest! Use reference JOB ID # E1889 and reply with your full resume to:
Questionnaire:

Have you ever held a position equivalent to the one you’re 
Applying for? 

Yes_____ No_____# Yrs in related field______ 

Explain: 
Do you have 2+ years supervisory/management experience? 
Yes____No____ 

If yes, Explain 
Have your job responsibilities included the following; 

Knowledge of equipment, processes, methods, and practices used in production baking? 

Yes_____No_____ 

Describe most recent exp: 

Handling all procedures from planning & production to packaging? 

Yes____No_____ 

If yes, Explain 
Describe most recent Quality Control responsibilities: 

Are you within commuting distance of the Foxborough area of Southeast MA ? 

Yes____No____ 

If no, are you willing to relocate? 

Yes____No____ 

Your Salary expectation? 

Please DO NOT call for more information! It is normal
if you don’t hear from us immediately, but you WILL be
contacted immediately IF our client companies show
interest! Thanks! 


Please use reference JOB ID # E1889 and reply with your full resume to:
Malathi Shanmuganathan
Eagle Recruiting
malathi@eaglerecruiting.net
www.eaglerecruiting.biz
630 225 2888 
(“bakery manager” OR “food production manager”) AND (bake* OR prod* OR manufac* OR packag*) AND “ 

(baker* or baking) and (manufactur* or produc*) and (manag* or supervis* or coordinat* or direct*) 

(baker* or baking) and manufactur* and (manag* or supervis* or coordinat* or direct*) 

Here are the strings to try........(“bakery manager” OR “food production manager” OR “plant manager”) AND (“bakery” OR “dessert manufacturer”) AND bake* OR desser* OR manufact* OR packag* OR confect* 
(“bakery production manager” OR “bakery plant manager”) AND “bakery” OR desser* OR confect* OR bake* AND manufact* OR prod* 
(baker* or “baking”) and (manufactur* or produc*) and (manag* or supervis* or coordinat*) 

Original Job 

20% fee
$55-65K
Local Candidates - from Southeastern, MA (Foxborough area) or RI


Production Manager - Bakery 
Dessert manufacturer producing cakes, pastries, tarts, brownies and confectionary desserts. 

Position Responsibilities: 

Coordinate and implement company policies and procedures in all areas, production and production planning through packaging. Train, manage and assess production staff, overall bakery production performance and maintain quality control and safety standards. 

Qualifications: 


Production based, hands-on bakery experience, familiar with recipe formulation, raw materials and applications, maintain inventory, strong organizational skills, able to set priorities and respond to change, direct supervisory experience, knowledge of equipment, processes, methods, and practices used in production baking. High energy, enthusiasm and willingness to do whatever it takes to support company goals. 

$55 - 65K, performance bonus, company benefits, matching 401K, vacation. Local candidates. 


Exercise Three ( EDIT SAMPLE) 
Please highligh the key elements: 
Position Title Audit Managers - Miami & Orlando #338 

Salary Range Dependent On Qualifications 

Relocation Yes 

Fee % 20% 

Location Miami 

Founded in 1974, company has grown to be one of the largest independently
owned and operated CPA firms in Florida . With offices in Orlando , Miami ,
Clearwater , and Tallahassee , they service clients throughout the Southeast. 
A&A Supervisor/Manager (Full-time position): Six to eight years accounting
experience in all aspects of financial analysis with prior experience
working with healthcare providers (i.e., senior housing, skilled nursing,
assisted living facilities, etc.), not-for-profit, governmental, timeshare,
etc. BS or BA in Accounting required. Successful completion of a fifth-year
university program or a Masters degree required. CPA designation required.
Strong computer and spreadsheet applications are a must. Travel is required
for this position. (Position available in the Orlando office). They need
to have SEC, Manufacturing, Broker-Dealer, or Employee Benefit Plan
experience.
Current needs are Audit Managers in Miami & Orlando. Basically we need a
CPA and solid Public Accounting experience and then the appropriate level to
the position. 

Bottom Line 
1. CPA 
2. 5 to 10 years Public Accounting Audit Experience. 
3. Coming directly out of a Public Accounting Firm.

E2106 – ( Performed by Trainee A) 
Strings: 
cpa AND "public accounting" AND (audit* OR "audit manager" or "lead auditor") AND (sec OR manufacturing OR ("broker-dealer" OR "broker/dealer" OR "broker to dealer") OR "employee benefit plans") 
Dear Candidate, 
Eagle Recruiting has identified your resume as a potential match for the job below. Please do the following immediately if you are interested: 
A: Read the job description carefully to see if you meet the requirements. 
B: Answer the questions at the bottom of the page. 
C: No applicant will be reviewed without 1) Resume, in a Microsoft Word or comparable format; 2) Completed questionnaire, below. 
Position: Audit Managers- Miami and Orlando 
Location: Miami 
Compensation: Dependant Upon Qualifications 
Founded in 1974, company has grown to be one of the largest independently owned and operated CPA firms in Florida . With offices in Orlando , Miami , Clearwater , and Tallahassee , they service clients throughout the Southeast. 
Job Description: 
A&A Supervisor/Manager (Full-time position): Six to eight years accounting experience in all aspects of financial analysis with prior experience working with healthcare providers (i.e., senior housing, skilled nursing, assisted living facilities, etc.), not-for-profit, governmental, timeshare, etc. BS or BA in Accounting required. Successful completion of a fifth-year university program or a Masters degree required. CPA designation required. Strong computer and spreadsheet applications are a must. Travel is required for this position. (Position available in the Orlando office). They need to have SEC, Manufacturing, Broker-Dealer, or Employee Benefit Plan
experience.
Current needs are Audit Managers in Miami & Orlando. Basically we need a CPA and solid Public Accounting experience and then the appropriate level to the position. 
Skills Required: 
* Master’s Degree or successful completion of 5th year university program 
* CPA designation 
* Five to Ten years of Public Accounting Audit experience 
* Current experience with Public Accounting Firm 
* Travel is required for this position 
CUT & PASTE from here to reply 
QUESTIONNAIRE 
Do you have five to ten years of Public Accounting experience? 
Yes ____ # Years: ____ 
No ____ # Years: ____ 
Explain: 
Do you have current experience in a Public Accounting Firm? 
Yes ____ # Years: ____ 
No ____ # Years: ____ 
Explain: 
Do you hold an active CPA designation? 
Yes ____ # Years: ____ 
No ____ # Years: ____ 
Explain: 
Do you have a Master’s Degree? 
Yes (Field :) ________________ 
No____ 
Explain: 
Have you completed a 5th year university program? 
Yes (Field :) ________________ 
No____ 
Explain: 
Can you commute or relocate to any of these areas? Please check. 
Miami ____ 
Orlando ____ 
No, Neither ____ 
The position requires business travel. Is that acceptable? 
Yes____ No____ 
What's your current salary/compensation? 
$ __________ 
What's your desired salary/compensation? 
$__________ 
Explain: 
How many employers have you worked for in the last 5 years? 
# ____ 
Explain: 
Please DO NOT call for more information! It is normal if you don't hear from us immediately, but you WILL be contacted immediately IF our client companies show interest! Thanks! 
Reference JOB ID # E2106 and reply with your full resume to: 
Amanda Wasler 
amanda@eaglerecruiting.net 
Eagle Recruiting 
615-860-3029 
E2106 ( Edited by Trainer A) 
A: Comment on your strings: 
1) Your string is a bit long, you can break it into small strings and try them out, to compare the result with your longer strings. 
Suggested Strings: 
1) cpa AND "public accounting" 
2) audit* OR "audit manager" or "lead auditor" 
3) CPA and (sec OR manufacturing) 
4) CPA AND ("broker-dealer" OR "broker/dealer" OR "broker to dealer") 
5) CPA and "employee benefit plans" 
2) You missed other important critiria that can be searched by strings: 
They need to have SEC, Manufacturing, Broker-Dealer, or Employee Benefit Plan
experience. 
B: Comment on your questionare: 
1) Questionaire should be thorogh to serve the purpose of good screening.Pay attention to every single details, as one word can mean totally different group, 
such as "Men" and " Women". 
2) You missed one the MUST_HAVE critiria: 
BS or BA in Accounting required 
2) You missed the follwing important critiria from the job discription: 
prior experience working with healthcare providers (i.e., senior housing, skilled nursing,
assisted living facilities, etc.), not-for-profit, governmental, timeshare,etc 
3) You missed another important critiria from the job discription: 
They need to have SEC, Manufacturing, Broker-Dealer, or Employee Benefit Plan
experience.
ACTION: Please add on the above missing part using our standard format. Thanks for the great work! 
( We should let them do this part in the future, which can save you BIG TIME!!!) 
Do you have prior experiences in any of the following area? 
Please check. 
a: Healthcare Providers i.e. _____________ 
Senior Housing ____ Nursing ____ Assisted Living Facilities ____ 
Other Settings (Name) _________________________ 
b: not-for-profit__________ 
c: government__________ 
d: timeshare___________ 
e: others______________ 
Explain: 
Does your accounting experience include any of these? Please 
check. 
SEC ____ Manufacturing ____ Broker-Dealer ____ 
Employee Benefit Plan____ 
Explain: 
Do you have a Bachelor’s degree in Accounting? 
Yes ____ No ____ 
Explain: 
Have you completed a Masters degree or a 5th year university 
program? 
Yes/Masters (Field :) ________________ 
Yes/5th Year (Field :) ________________ 
No____ 
Explain: 
Can you commute or relocate to any of these areas? Please check. 
Miami/Commute ____ Miami/Relocate ____ 
Orlando/Commute ____ Orlando/Relocate ____ 
No ____ 
The position requires business travel. Is that acceptable? 
Yes____ No____ 
	 
	 
	 
	 
	 
	 
	 


 

 

Part Four. 
  
Forms
 
Daily Activity Report
Please Submit they daily to keep your active status
Eagle Recruiting, LLC
 
Date: 09/22/06
	Name
	Donna Zhao

	Jobs Performed
	Mgr, Gov't Systems MarketingÂ 

	Job Partner
	Diversity Search Group, LLC
 

	Our Job Code
	E1145

	Partner Job Code
	98

	Start Time
	9:30 am

	End time
	6:30

	Resumes Mass Emailed
	1029

	 
	 

	 
	 

	Total Submissions
	 


* Submission means the candidate you submitted to our partner are submitted to client for review.

	Your Comment:
 

 

 

 


 

 
 
	Job Board Use Instruction:

	 

	1)   Only use for Eagle Recruiting Job Search Purpose.

	2)   Only use for searching and mass emailing.

	3)   Posting is strictly restricted. ( Potential Lawsuit for violations)

	4)   Sharing with others without company approval is strictly restricted. (Potential Lawsuit for violations )

	5)   For people who are inactive and not sending report consecutively for 3 days, access code will be denied.


 

 
Eagle Recruiting, LLC.
 
Instruction Manuel
 
A: Conduct Daily Mass Emailing:
 
1.  Daily Assigned Job:
 
Every day Eagle Recruiting e-mails all team members, including you, the latest job orders provided by our partners. These partners are typically other recruiting firms we split commissions with at 50/50.
 
2.  Save Job with ID:
 
Your daily job will be assigned with Eagle Rewriting’s internal job order number; for example, E1776. Save the job you are working on or have worked by our job ID, along with our partner job ID.
 
3.  Organize your job:
 
Read the job description carefully and cut and paste the part that is not designed for candidates to see, such as our fee for the job 20% or the search instruction included in the job.
 
4.  Insert into email format:
 
Put the job description into the standard JOB FORMAT FORM. 
 
5.  Insert questionnaire into the email body. 
 
Create your questionnaires according to the priority of the job.
 
6. Put your contact info in the mass email body. 
 
Put your name and email address to replace info@eaglerecruiting.net but for phone number use company voice box 615-860-5508 if you are new.
 
7) Get approval:
For the first few email blast, always get approval from your team leader and Donna before mass emailing. Important!
 
B: Create Search Words:
 
READ YOUR JOB DESCRIPTION CAREFULLY 
AND PLAN YOUR SEARCH 
 

1: Scan the job description for keywords:
 
Use a set of notebook to write down the different keywords you should use for this job. Scan the job description and screening indicators that you can use in your search. These might include job titles; the name of the field or industry; names of rival companies; educational degrees or professional certifications; salary ranges; years of experience; supervisory or managerial responsibilities where applicable; names of software programs; technical skill words; and others.
 

2: Pay attention to details:
 
Check whether relocation is approved by the client. Some will, and some won’t, consider relocation. For example, it’s a waste of time to do a nationwide search if the client insists on someone within 30 miles of the job site. 
 
C:  SEARCH CAREERBUILDER:
 
1: Open your Web browser:
 
www.careerbuilder.com. On the upper right, click the small tab that says Employer Sign In.
 
2: To log in, enter:
 
E-mail address: info@eaglerecruiting.net, Password: Access codes will be changed if they’re abused.
 
3: Once logged in, you’ll see 5 gray tabs near the top. The 2 most important are: Resumes and Manage Candidates
a.  Go to Resumes and click Search Resumes.
b.  In Resume Search, you’ll see 3 tabs: Quick Search, Advanced Search and Archive Search. Use Advanced Search. There you’ll see all the screening indicators: Keywords, Job Titles, Job Categories, Cities and States (leave blank when searching nationwide), distance in miles, posting date, years of experience, minimum and maximum salary, managerial experience. For your first job order, try playing around with different combinations of these to see what gives you better results. Sometimes broad is best, sometimes narrow is best. Whatever works better? Sometimes a regional search will turn up candidates a national search overlooked. Search results can surprise you, so have an open mind.
c.  When it looks like you’ve got a good number of candidates and you’re ready to send them the email blast you’ve already created, click Check All at the bottom of the search page. Then, next to Check All, you’ll see a pull down menu, Select a Task. In that menu, pick Email Candidate. It brings up a form.
d.  In that form, change the Reply to address from info@eaglerecruiting.net to your address. Important!! That allows candidates to respond directly to you and makes it easier for Eagle Recruiting to determine who a given commission belongs to. In the Enter Letter textbox, paste the e-mail blast you’ve created. Then click Send and wait for CareerBuilder to confirm that the email has gone out. There is a limit of 5,000 characters (letters and spaces) on your email. Most emails won’t be nearly that long; if they are, cut the least important parts and try again.
e.  Please note that you can only e-mail 100 candidates at a time, the maximum number CareerBuilder can display on a page. If you have more than 100 candidates, proceed to pages 2, 3, etc. and repeat the procedure. Once you’ve gone through your pages, you’re done!
f.   Remember, DO NOT read every resume. If the search result looks decent at first glance, proceed immediately to your email blast.
g.  So far we’ve been discussing the Resumes tab on the Sign In page. There is also Manage Candidates. Under that tab you’ll see My Folders. Some of our recruiters like to create a folder there to save their job order searches, but it is not essential. Ask your team leader for more information about this function, or explore existing folders.
 
C: WAIT FOR THE RESPONSE
h.  As candidates respond to your email blast, read their Questionnaire answers. If their answers are all Yes, forward their resume to our recruiting firm partner, who will then decide whether to submit that candidate to the hiring company. If there is a No answer wedged in among the Yes group, weigh its importance before forwarding; but remember, these kinds of decisions can mostly be avoided by formulating the original questionnaire properly.
i.   The partner firm will respond to you, indicating whether they’ll submit the candidate to the hiring company. Sometimes they won’t say Yes or No, but will ask you for further information, which you can obtain by contacting the candidate.
j.   Once our partner has reported a submission to you, IMMEDIATELY notify info@eaglerecruiting.net   
k.  If a search doesn’t yield submissions, don’t worry. Whether there are submissions are not, proceed to a new search with new job orders. We’re shooting for volume. On occasion, however, we may repeat a search.
 
 
Obtaining Essential Information
Before each search
 
	Who we are looking for?
	 

	Is this a manager position?
	 

	What does he/she manage?
	 

	Do you understand the job?
	 

	If not, check www.indeed.com for similar job titles to help you understand the job.
	 

	What are the required skills?
	 

	Relo paid for this job?
	 

	The salary for this position?
	 

	Partner Info?
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


 
 
Due Diligence Questionnaire: 
1: I agree to dedicate the following hours to Eagle Recruiting. My hours of operation are from ______________to ____________daily.  

2: I agree to conduct at least 1 thorough search per day to keep my status active. 

Yes_________No_____________ 

3: I agree to make up for the jobs undone the next day. 

Yes_________No_____________ 

4: I agree to send a daily report about what I have done at the end of my working day. 

Yes_________No_____________ 

5: I agree to perform the jobs in a timely manner. If somehow I can’t perform on time, it is my duty to notify management so that jobs can be reassigned. 

Yes_________No_____________ 

6: I understand I need to have a working knowledge of Boolean searches and be able to write my own. 

Yes_________No_____________ 

7: I understand my status can be terminated if no activity is shown for 3 consecutive day without prior notice. 

Yes_________No_____________ 

7: I agree not to abuse the Job Boards and to use them only for Eagle Recruiting searches. 

Yes_________No_____________ 

8: I will not engage in any negative activity with candidates. And I will have management handle the situation if it’s something I find difficult to solve. 

Yes_________No_____________ 

9: I understand twice-monthly performance evaluations will be conducted on each recruiter to see if satisfactory status is maintained. 

Yes_________No_____________ 

10: I understand it is against the company policy to contact partners for job orders other than Eagle Recruiting jobs. People who do that directly or indirectly will face legal actions. 

Yes_________No_____________ 

Name: _____________________Date: _____________________
Tel:_____________________
I agree with the above: _________Yes__________No___________
My suggestions/advise/constructive criticism: (mostly welcome) 

 
 
 
 
 
 
 
 
 
 
Top of Form 1
Bottom of Form 1
                                    Daily To Do List
 

 

1)   You will be assigned a job with ID.

2)  Carefully read the job description.

3) Put the job description into the standard JOB FORMAT FORM. 

4) Insert questionnaire into the email body.  

5) Put your contact info in the mass email body. ( Put your name but company voice box 615-860-3029 if you are new. )

6) Get approval from your team leader CC Donna before mass emailing.

7)   Conduct keyword searches per instruction. 

8)   Fill in the job report on each job.

9)  Forward your best candidate ( Candidate who answered YES to all your questions and candidates who meet the criteria to your trainer,  CC Donna.

10)  Once you get a notification of CANDIDATE SUBMITTAL)  from our partner, forward to Mike cc Donna IMMEDIATETLY.
 

One Search Job Completed!
 

 

	 

Job Board Use Instruction:

 

1)   Only use for Eagle Recruiting Job Search Purpose.
2)   Only use for searching and mass emailing.

3)   Posting is strictly restricted. ( Potential Lawsuit for violations)

4)   Sharing with others without company approval is strictly restricted. (Potential Lawsuit for violations )

5)   For people who are inactive and not sending report consecutively for 3 days, access code will be denied.

 


 
 
Submission Record
 
	DATE
	EAGLE ID
	JOB TITLE
	PARTNER
	CONSULTANT
	PARTNER
 ID
	NOTE

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 


 

 
Job Screening Note E2116
Use for screening candidates before forwarding
 

	Job #
	Split Partners     
	Position
	Date
	 ID
	Key Skills
	#

	 

E1169
	 

Todd
	 

Sales Manager
	 

1/25/07
	 

E2116
	1)   5 years experience

2)   Hands-on

3)   Sold to C Level

4)   No Consulting but sales ex.

5)   Manufacturing background

6)   No more than 8 years

7) Insider tip:

looking for Minority

man 

 
	A

 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 


 
 

 
	Invoice
 
 
Eagle Recruiting
Donna Zhao
321 Walton Lane J-125 Madison , TN 37115
615-860-3029
	 

 

 
 

 

 

 

 

 

 

 

 
 

 

 

 

 
Date
Invoice #
01/03/2007
C1517


	Bill To 
 
Todd Kmiec
 
 

	 

	 
	P.O. No 
 
  
Terms 
30 Days 


	QTY 
Item 
Description 
Item Amount 
Item Total 
1 
Service 
Recruitment
$6750 
$6750 


	TOTAL 
$6750


	Memo 
Edward Executive Chef
$54,000 x 25% = $13,500/2 (split fee) =$6750
Thanks for your business! 

	 


 

 

 
 
How to handles Phone Calls:
 

Starting today, please put your home number/cell phone ( required of Senior Recruiters)  on the blast instead of company number. We will not be answering each calls from now, only urgent ones. If you want higher rate of success, please handle your calls directly, otherwise they may be left unattended.

 

Pleaes do the following immediately:

 

1) Pick your number to use on future blast.

2) Record your your professioal outgoing voicemail to receive your candidates. 

3) Inform Donna after message complete.

4) Donna will test run your message before approval.

5) Change your number to replace compamy number.

 

 

Suggestion: ( outgoing message)
 
Hi this is ________from Eagle Recruiting. I am not at my desk right now, For job seekers, please email your resume at: your name @eaglerecruiting.net. If you have urgent needs, please leave a message. Thanks!
 
Q & A: 
 
1) I am calling for update.
 
Sorry we have too many open jobs (600+) to keep everyone updated, however you will be notified immediately should our client show interest in you.
 
2) I'd like to get further info about the job and the client.
 
Sorry everything is included in the job discription, other than that is considered confidential.
 
3) I like to find out if I am qualifed before I submit profile.
 
Sorry we can't qualify you without questionaire.
 
4) Can you keep my resume for later jobs?
Sorry we will pull you out for qualifed jobs. We have too many open jobs to match candidates.
 
5) I have problem cutting and pasting:
You can save into a word doc and email back.
 
6) How do I know if these are legitimate jobs?
You won't know until you try.
 
7) How soon will I be notified?
Depends on the client company. It is out of our hands once your resume is submitted.
 
8) I like to talk to someone in charge:
You can email to Donna at info@eaglerecruiting.net
 
9) Can I talk to someone as this is urgent?
Call 615-860-3029 and someone should get back to you.
 
10) How come you have a different number than the home office?
I work in our satellite office.
 
11) Please stop spamming otherwise...
I am doing my job. If you have further questions/complaits, please email to our manager at: info@eaglerecruiting.net
 
12) I don;t know why I receive this email as I am not interested nor qualifed.
Please ignore it if that's the case. We pull candidates based on the critiria and we are not 100% exact on our target.
 
13) I am calling to follow up on my applications which I receive no response:
A: If you haven’t heard anything from us, that means we haven’t heard anything from our client. Sorry can’t provide further info.
 
 
 
 
 
Candidate Response Reference
Note: Please DO NOT email to candidates unless in the following situations…
 
1) To Candidate submit without resume or questionnaire:
 
Dear Candidate, thank you for your interest in our open positions. However we can’t submit your profile to client company for future review due to the lack of the following information:
 
1)
2)
 
Please submit the above info at your earliest convenience in order  to be considered. Thanks for your time and concern.
 
Sincerely,
 
 
2) To Candidates submitted to the client by our partner:
 
Dear Candidate,
 
Congratulations! Your resume has been submitted to our client for
further review based on your qualifications. We'll keep you updated as
soon as we are informed of the next step. Thanks for your patience!
 
 Sincerely,
 
 
3) To Candidates who check their status:
 
Dear Candidate,
 
Your application is being reviewed by our client at this stage. I am
sorry I don't have more information at this time. You will be notified
immediately if our client shows further interest in you. Thank you for
your patience.
 
Sincerely,
 
4) To candidates who are being interviewed:
 
Dear Candidate,
 
I am glad our client company has shown interest in you. I wish you the
best at your interview. While I am not an expert in your field, I can
be at bridge between you and the client company. If I can be of
help to you there, or to your friends and colleagues in their job
searches, please don't hesitate to ask.
 
Best luck to you!
 
5) To Candidate who are rejected:
 
Dear Candidate,
 
I am sorry that our client company decided to pursue other interests
at this stage. But the good news is that we have 600+ daily job
openings. I am glad to assist you if you see anything else that can
fit you. Our website is www.eaglerecruiting.biz
 
Good luck in your search!
 
5) To candidate who wants client info:
 
Dear Candidate,
 
Thanks for your reply! I am sorry that as an recruiter I am not allowed to release further infomation other than what's in the job discription. Besides the common practice is that client would release further infomation when they show interest in your profile. 
 
Hope you understand!
 
Sincerely,
 
PS: Please answer the questionaire below if you want to be considered for this position.
6) To candidates who are hired:
 
Dear Candidate,
 
Congratulations! I am so glad to have been able to assist you at this
important stage of your life. Please keep Eagle Recruiting in mind if
any of your friends or colleagues are looking for job opportunities in
the future. We have job daily openings (600+) which you can view on
our Website, www.eaglerecruiting.biz.
 
Good luck in your new job!
 
7) To Candidates who are offended:
 
Dear Candidate,
 
I am sorry if you are not satisfied by our services. Please accept
this email as my apology. If you feel I haven't addressed your issue
thoroughly, you are welcome to email my manager  at:
donna@eaglerecruiting.net. Thank you!
 
8) To candidate who preasures for more info:
 
 
Due to client who needs more time to review your profile of your qualifications, we can't provide further progress at this stage. However you will be informed immediately should our client indicate further interest. Thank you for your understanding.
 
Sincerely,
 
 
Reference Check Form
 
 
Date:      _____________________________________                              From:  __________________________________________
 
Company Name:                ______________________________                              Company: _______________________________________
 
Reference Name: ______________________________                             Candidate’s Name: ________________________________
 
Title: ________________________________________                            SSN: ___________________________________________
 
Fax Number: __________________________________                          Position Applying For: _____________________________
 
                
 
 1.  How long have you known/supervised the candidate?  
 
2.  What was his / her position and main job responsibilities?
 
3.  Confirmation of employment dates.
 
4.    Salary (hourly/annually)?
 
5.   Please answer the following:
 
                                                                           Poor                                                                                                                   Excellent
Quality of the Performance:                           1                              2                              3                              4                              5
Attendance / Punctuality:                                 1                              2                              3                              4                              5
Got Along with Co-workers:                           1                              2                              3                              4                              5
Took Direction Well:                                        1                              2                              3                              4                              5
Complied to Co. Policies & Procedures:      1                              2                              3                              4                              5
Overall Performance on Job Functions:     1                              2                              3                              4                              5
Met or Exceeded Expectations:                      1                              2                              3                              4                              5
 
 
 
 4.  What were his/her strengths?
 
 
 5.  Were there any areas that needed improvement?
 
 
6.  Did he/she require close supervision?
 
 
7.  Reason for leaving your company?
 
 
8.  If quit, was proper notice given?
 
 
9.  Would this person be eligible for a re-hire with your company?  (If no, why?)
 

 

                      
 
 



Eagle Recruiting, LLC
