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About.com, 223
Acceleration, defined, 3. See also
Transition accelerators
Accommodation, new employee
administrative tasks, 150-153
defined, 3
managing, 148-149, 159-160
personal setup, 157-159
preparing for day one, 145-146
support staff, 153-157
systematizing, 220
transitioning checklist,
146-148
workspace setup, 150
ACES model, 127
Acquisition process, 3. See also
Recruiting
Action plan
100-Day, 12, 15, 35, 105
onboarding, 32-35
Addictomatic, 223
ADEPT, defined, 211
Adidas advertising, 134
Administrative tasks, 150-153
Advertising, for prospects, 61
Alignment
defined, 3
failure of, 4-5
stakeholder, 26, 32, 41-43
Amazon.com, 224
American Express, 8
Announcement, new employee

managing, 12, 129-130,
141-143
message clarification, 130-132
presentation of, 133-136
review board and, 220
targeting, 136-140
timing of, 34, 132-133
Assimilation
defined, 3
first impressions, 163-180
follow-through, 203-217
relationship development,
181-202
time table for, 35
Assistants, assigning, 153
AT&T, 54

Baby boomers

assimilating, 198

marketing jobs to, 57
Background checks, 33, 87-91
Backtype (search engine), 51
Backup candidates, 96, 106-107
Bebo, prospecting on, 58
Behavioral interviews, 76-81
Behavior modeling, 118-119
Belief systems. See Culture and

vision, organizational

Benefits. See Compensation
Berman, Bill, 55-56
Best Western, 54
Bios, as assimilation tool, 189
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Blogging
as assimilation tool, 194
employer branding and, 51
for prospects, 58, 61
Bloomberg system, 86
Bonuses. See Compensation
Boss-employee relationships
in interview process, 73, 88
and reference checking, 88
Branding. See Employer branding
Brokers, defined, 186
Brown, Jean, 133
Buddies, versus mentors, 194, 196
Burning imperative
defined, 127, 205, 207
team-building component,
207-208
time table for, 206
Bush, George H. W, 116
Businesses. See Organizations
Business objectives. See
Stakeholder objectives

Cadbury, 8

Call to action
announcement-related, 132,

135

in team building, 212

Candidates, job
alleviating concerns of, 102
cultural fit and, 54-57
data comparisons, 86-87
evaluating, 75-93
influencers of, 98, 101-102
interviewing, 78-86
marketing to, 50-54
prequalifying, 59-62
pre-selling, 69-75
presenting, 33
recruiter services, 62-64

INDEX

recruiting brief and, 49-50
screening, 75-78
slate of, 47-49, 59-65
timing considerations, 65-68
validating, 87-92
web resources, 223-225
where to look for, 57-59
Career agents, defined, 62
CareerBuilder, 225
Career Networks, 224
Cascading, announcement, 132,
138-142
Central connectors, defined, 186
Chang, Klarissa, 185
Change platform, 132
Cirque du Soleil, 182
Clinton, Bill, 116
Closing, candidate, 95-109
Coaches
assigning, 153-157
defined, 97, 109
ongoing support of, 214, 221
Colleagues. See Relationship
development
Commissions. See Compensation
Communications. See also
Messages; Stakeholder
objectives
announcement-related,
132-136
candidate opportunities, 57
clarifying, 25-28, 130-132
personal onboarding, 118-120,
125
between stakeholders, 188-190
team-building, 205-206,
212-213
Companies. See Organizations
Compensation
Google employees, 52
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as recruiting brief component,
39
referral bonuses, 58
Concours Institute, 197
Conferences, prospecting at, 58
Constituencies, day one
new employee, 168-175
organizational, 164-168
Contingency recruiters, 62-63
Controversial newcomers, 167
CorporateGrade.com, 51
Counteroffers, 108
Craigslist, 225
Credit checks, 89
Cross, Robert, 185-186,
195-197
Culture and vision, organizational
assimilating, 182-184
and candidate fit, 98-102
communicating, 25-27,176-177
employer branding and, 52
in prospecting, 55-56, 219-220
in recruiting brief, 39-41, 40
reinforcing, 220-221
shared, 131-132, 135
socioeconomic diversity,
197-200
at Sun Microsystems, 152-153
in team building, 207, 212
Customer, new employee as, 173

Data, validating, 86-91
Database, job candidates’, 58
Day one
facilitating arrival, 163-168
introductions, 174-175
orientation, 177-180
overview, 13
planning for, 176-177
welcoming agenda, 168-175,220
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Debut, new employee. See Day
one
Decision makers, identifying,
98, 109
Destination, organizational.
See Purpose, organizational
Disney’s Magic Kingdom,
171-172
Divittis, Maude, 193
Documentation. See also
Downloadable forms
maintaining track record,
22-25
tracking progress, 221-222
Downloadable forms
Acceleration Checklist, 206
Accommodation Checklist,
147-148
Announcement Cascade,
138-139
Assimilation Checklist, 187-188
Candidate Sourcing, 66-67
Employment Brand, 52-53
Interview Debrief, 87
Interview Guide, 81-82
Messages, 25-26
New Employee as Valued
Customer, 173
New Manager Assimilation,
204-205
Offer Closing Process, 99-100
Onboarding Conversation
Guide, 125
Onboarding Track Record,
23-24
On-Site Interview Day Plan,
74-175
Personal Onboarding Plan,
117-118
Pseudonewcomer Audit, 170
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Downloadable forms (continued )
Purpose and Priorities, 20-21
Recruiting Brief, 38
Reference/Background Check,

89-90
TOB Time Line, 30-31
Due diligence, 104-105

Early wins
defined, 205
team-building component,
209-211
time table for, 206
EASE concept
defined, 9, 120, 215
mentoring and, 15
team-building role, 206-207,
211
eBay, 86
Economic buyer, defined, 97, 109
Education and training
and background checks, 89
during onboarding process,
126
online learning, 152-153
as recruiting brief component,
40
for strategic selling, 220
Eliminating candidates. See
Prescreening
Emotions, onboarding and,
177-178
Employees, new. See also
Assimilation; Pre-
employment prep
announcing, 129-143
controversial, 167
failures of, 5-6
information about, 149
misalignment of, 4-5

INDEX

Employees, prospective. See
Candidates, job

Employer branding, 50-54

Enabling, new employee. See
Assimilation

Enculturation, at Sun,
152-153

Epifanio, Bill, 106

Equity offers. See Compensation

Erickson, Tamara, 197

Execunet.com (executive
networking), 224

Executive Search Information
Services, 52

Executive sponsors, 220-221

Executive Talent conference
(2008), 63

Eye contact, importance of,
135-136

Facebook, 58, 224
Failure

causes of, 4-6

working with, 215-216
Families

accommodating, 146, 147,

157-159

as influencers, 98, 101-102

in personal planning, 124

recruiting to, 199
Fast-tracking. See Assimilation
Feedback

assimilation, 213-214

importance of, 35

new employee, 221-222
Feelings, as motivator, 135
First impressions. See Day one
Fit, candidate

and announcement message,

131
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evaluating, 79, 86-87, 99-100
identifying, 98-102
prospecting for, 54-56
as recruiting brief component,
41
Follow-through, post-hiring. See
Support, post-hiring
Follow-up interviews. See
Interviews
Forms, PrimeGenesis. See
Downloadable forms

Friendster, prospecting on,
58

Gallup strengths, 80, 82-84
Generational factors
in assimilation, 197-200
and recruiting, 57
Gerstner, Lou, 146
Goodfood Food Processing, case
example, 22
Google
brand checking on, 51
corporate culture at, 52
online recruiting, 62, 223
Grade, defined, 39. See also
Compensation
Greco, Sheila, 63-64

Head start. See Pre-employment
prep
Health insurance, 150-151
Heidrick & Struggles, 6
Heward, Lyn, 182
Hiring. See Job offers
Hiring down/up, 77-78
Hiring managers
assimilation tasks, 195-197,
201
day one tasks, 165, 177
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and personal onboarding plan,
122-127
role of, 7-15
sourcing skills, 48
strategic selling and, 108
Hiring objectives. See Stakeholder
objectives
Holmes-Rahe Social
Readjustment Scale, 159
Home Depot, 54
Homer’s Odyssey, 154-155
HotJobs (Yahoo!), 225
Human Capital Institute, 19
Human resources (HR)
accommodation tasks,
146, 157
administrative tasks, 150-151
announcement management,
133, 141
assimilation tasks, 191-192,
194, 201
day one tasks, 165, 178
evaluation surveys, 24
in feedback loop, 213-214
as interviewing process owner,
76, 78
new employee survey, 221-222
and personal onboarding plan,
115
role of, 7-8, 10-15, 19
workspace setup, 150
100-Day Action Plan. See Action
plan

IBM
assimilation at, 185
Lou Gerstner at, 146
online recruiting, 62

Idea generation, evaluating,
84-86
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Imperative component. See
Burning imperative
Indeed.com (job search), 225
Influencers
identifying, 98
as recruiter allies, 101-102
recruiting to, 199
Innovators, finding, 57-59, 223
Inspiring, new employee. See
Assimilation
Interactive learning, 152-153
Internet. See Web
Interpreter, organizational. See
Pseudonewcomer exercise
Interviews
behavioral, 76-81
follow-up, 91-92
monthly, 220
post-hiring, 213-217
pre-selling, 11, 69-75
with subordinates, 73, 88
time table for, 33
Intranet, spotlighting new hires,
149
Introductions. See Day one;
Relationship development

Jargon, ineffectiveness of, 134
Jobbite.com, 51
Jobfox, 225
Job offers
acceptance window, 102
closing the sale, 95-109
counteroffers, 108
time table for, 33-34
verbal, 102-103
written, 103
Job postings, online, 61-62,
224-225

Job prospects. See Candidates, job

INDEX

Job scope, clarifying, 20-22

Job seekers. See Candidates, job
JobSniper, 225

Jobster, 51

JobVent, 51

Johnson & Johnson, 8

Kelly, Kevin, 6
King, Martin Luther, Jr., 134
Kriz, Andy, 19

Ladders.com (executive search),
224
Language, as motivator,
132-136
Leadership
investing in, 19
new employee, 167
onboarding as test of, 217
web resources, 223
Leaks, managing, 138
Lee, David, 177
Legal issues, in background
checks, 89
LinkedIn, 223, 224
Listening skills, 118-120
Lord, David, 62-63

Managers, hiring. See Hiring
managers
Marketing, organizational
employment branding, 50-54
innovative prospecting,
57-59
Master Class concepts, 219-221
Meet and greets
in assimilation, 187, 193
day one, 166, 174-175
Mentors
assigning, 153-157
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as assimilation tool, 187, 194,
196
as influencers, 98
ongoing support of, 214, 221
Messages. See also Stakeholder
objectives
announcement-related,
133-136
annual review of, 219
clarifying, 25-28, 130-132
during closing process, 105-106
generational, 57
newcomer-articulated, 168
overview, 10
team-building, 212-213
Milestones
defined, 205
team-building component,
208-209
time table for, 206
Mission
identifying personal, 123-124
and organizational culture,
183
as recruiting brief component,
39-40
in team building, 207
Money, as motivator, 135
Monster Worldwide, 225
Motivation, candidate
evaluating, 79, 86-87
as recruiting brief component,
40-41
Motivators, universal, 135
MTV, 8
MySpace, 224

Networking
assimilation, 182, 185, 187
behind-the-scenes, 190-192
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for prospects, 58-59, 62, 224
Network Roundtable, 195
Newcomer onboarding. See Day

one
Newcomers’ clubs, 201, 220-221
New Leader’s 100-Day Action Plan,
The (Bradt), 105, 118
NimbleCat (search service), 61
Noll, Bill, 76-77
Nonactive job seekers, 58

Objectives, stakeholder. See
Stakeholder objectives
Odyssey, The (Homer), 154-155
Offers. See Job offers
Office space. See Workspace setup
Onboarding
benefits of, 3-9
and colleagues (see
Relationship development)
day one (see Day one)
defined, 3, 182
evaluating, 22-24
follow-through (see Support,
post-hiring)
overview, 9-15
personal plan (see Personal
onboarding plan)
portals, 6, 151-152
time line, 32-36
100-Day Action Plan. See Action
plan
Online portals, onboarding, 6,
151-152
Organizations
benefits of TOP, 3-9
marketing of, 50-54
Master Class concepts, 219-221
new employee survey, 221-222
presentation of, 168-175
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Orientation. See also Day one
as assimilation tool, 193
emotional factors, 177-178
monthly, 179, 220
Orkut, prospecting on, 58
Outplacement agents, defined, 62
Overtime pay. See Compensation

Paperwork, hiring. See
Administrative tasks
Parallel processing
of candidates, 33, 65
as hiring skill, 48
and reference checks, 91
versus sequential, 65
Peers, as references, 88
Performance
building blocks for, 206-213
evaluating, 213, 217
Peripheral players, defined, 186
Personal onboarding plan
co-creating, 12
defined, 9
handoff, 120-121
hiring manager and, 122-127
listening skills, 118-120
overview, 113-114, 121-122
prework, 114-118
time table for, 34
Personal setup. See Families
Persuasion, art of, 133-137
Phone calls, follow-up, 105-106
Planning, recruitment
stakeholder alignment, 41-43
time line, 29-36
written brief, 36-41
Playtex, 8
Portals, online, 6, 151-152
Post-it notes, 86

INDEX

Pre-boarding. See also
Candidates, job
conversations, 140-141
interviews, 11
Pre-employment prep
accommodating newcomer,
145-160
announcing new hire, 129-143
personal onboarding plan,
113-127
Preparation, onboarding. See
Pre-employment;
Pre-recruiting
Prequalification system, 48,
59-62
Pre-recruiting
benefits of, 3-16
message clarification, 17-28
written brief, 29-43
Prescreening, 59-64
Pre-selling, 69-75
PrimeGenesis
customers of, 8
onboarding forms (see
Downloadable forms)
success rates, 215
web sites, 22, 154
Priorities, defining, 20-21, 28
Projects, role in assimilation, 187,
192
Promotion issues, 36-37
Prospects, job. See Candidates,
job
Pseudonewcomer exercise, 169,
170
Publications, organizational,
59
Purpose, organizational, 20-22,
28
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Qualifying candidates. See
Candidates, evaluating;
Prescreening

Questionnaire, new employee,
221-222

Rating

candidates, 60-61, 8687
corporations, 51

Reagan, Ronald, 134

RealMatch (job searches),
224-225

Recruiters

professional, 62-64

relationship development, 192

selection of, 32
Recruiting
candidate closing, 95-109
candidate evaluation, 69-93
preparation for
(see Pre-recruiting)
slate selection, 47-68
Recruiting brief
components of, 36-41
in evaluation process, 75
and prescreening, 60
in prospecting, 48, 49-50
References, checking, 33, 87-91
Relationship development
cultural adjustment, 182-185,
200
facilitating, 181-182, 186-197
reinforcing, 201-202
and successful assimilation,
185-186
targeted, 197-200
technology-assisted, 200
Reputation, company, 50-52
Resources
personal onboarding, 118

Index

post-hiring support
(see Support, post-hiring)
recruiting, 223-225
Responsibilities, job, 39-40
Resumes, digital, 49
Retained recruiters, 62—63
Retirement plans.

See Compensation
Review board, 121, 142, 220
Risk mitigation, 104-105,

215-216
Ritz-Carlton, 177
Role sorting

defined, 205
team-building component,

211-212

time table for, 206

Salary. See Compensation
Schein, Edgar, 183
Scoring systems
new employee survey,
221-222
onboarding metrics, 231
rating candidates, 60-61
Screening, 32-33. See also
Prequalification system;
Prescreening
Search services
professional, 62-64
web-related, 61-62
Second Life avatars, 62
Selection cones, 77-78
Selix, George, 152
Selling, strategic. See Strategic
selling
Sequential recruiting, 65
SimplyHired, 225
SIPOC, 39-40
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Skills
versus cultural fit, 55-56
versus talents, 40
Slate of candidates. See also
Candidates, job
marketing to, 50-54
organizational fit, 54-57
overview, 47-50, 68
recruiting tips, 48, 57-65
sourcing, 48, 65-67, 68
timing issues, 65
Smart, Geoffrey, 88
Social networking
in assimilation, 185, 187,
190-192, 195-197, 200
and background checks, 89
and employer branding, 50-51
for prospects, 58, 61
Wikipedia, 225
Socioeconomic factors,
assimilation and, 197-200
Software, onboarding, 6
Sourcing
continuous, 219-220
framework for, 65-67
HR tips, 48, 68
web-related, 223-225
Southwest Airlines, 54, 177
Spark, The (Heward), 182
Spouses. See Families
Staffing agencies, 62, 64
Stakeholder objectives
defining, 17-19
prioritizing, 20-22
reviewing, 22-28
Stakeholders
alignment of, 26, 32, 41-43
announcement to, 131-132
assimilating, 187, 188-190
in feedback loop, 213

INDEX

and onboard planning,
114-115, 124-126
types of, 122-123
Starbucks, 54
STAR framework, 80
Strategic selling, 97-98, 220
Stratis, LLC, 106n
Strengths, candidate
evaluating, 75-84, 86-87
as recruiting brief component,
40
Stressors, life, 158-159
Subordinates, as references, 88
Succession planning, 28, 219
Sun Microsystems, 152, 200
Support, post-hiring
building blocks of, 203-215
communication component,
212-213
early wins component,
209-211
feedback, 213-214
follow-through, 215-217
imperative component,
207-208
manager assimilation, 204-205
milestones component,
208-209
roles component, 211-212
Support staff, assigning, 153-157
Surveys, feedback, 24, 221-222

Talent Leadership Community,
19
Talent management
Andy Kriz on, 19
messaging and, 28
onboarding and, 4
selection cones, 77-78
Tax forms, 150-151
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Team building. See Support,
post-hiring

Technical buyer, defined, 97, 109

Technology tools, relationship
development, 194, 200. See
also Web

Technorati, 51, 223

Texas Roadhouse, 177

Thank-you notes, 92

Thought leaders, finding, 57-59,
223

Time, as motivator, 135

Time line

for accepting job offer, 102,
106-107

advantage of compressing, 65

announcement, 132-133,
136-140

TOP, 29-36

TORC tactic, 88

Total Onboarding Program
(TOP). See also Onboarding

benefits of, 3-9
chronology charts, 7, 9
overview of, 9-16

time line, 32-36

Touch points, new employee,
149

Touchstone, defined, 194

Towers Perrin survey, 151

Track record, evaluating, 22-25

Trade shows, prospecting at, 58

Traditionalists

onboarding, 198
recruiting, 57

Training. See Education and
training

Transition accelerators

assigning, 153-157
ongoing support of, 214, 221

Transitioning. See
Accommodation, new
employee

Trask, Oren, 84

Trovix (search service), 61

Twitter, 51, 58

Ulrich/GE assimilation process,
204

Unions, networking and,
191

University career sites, 58

User buyer, defined, 97

Values. See Culture and vision,
organizational
Vault, corporate rating, 51
Verbal job offers, 102-103
Vision. See also Culture and
vision, organizational
and messaging, 131-132, 135
as recruiting brief component,
40
reinforcing, 220-221
sharing in hiring process, 18
in team building, 207, 212

Web

as assimilation tool, 187, 194,
200

for background checks, 89

downloadable forms site, 22

employee job planning, 118

and employer branding,
50-52

as job market, 49

onboarding portals, 6,
151-152

prospecting on, 58, 61-62

sourcing, 223-225
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Welcoming tasks. See also
Announcement, new
employee

agenda, 168-175, 220
importance of, 34
orientation, 177-180
planning, 163-168, 176-177

Wikipedia, 225

Wikis, 194

WOO, defined, 84

INDEX

Working relationships. See
Relationship development

Work/life balance, 55
Workspace setup

checklist, 147

on day one, 177

preparing, 150
Written job offers, 102

Yahoo! sites, 224
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