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Series: Management Essentials for Non-Profits

June 1, 2022

Effective Recruitment & Retention:  

Attracting (and keeping!) Staff & 

Volunteer Talent

Facilitator:  Shari Hildred, PMP

Workshop Facilitator
• Shari Hildred, PMP

• Email:  shari.hildred@valmoreconsulting.com
Logistics
• Session Outline

• Timeline

• Connect, engage!

• Q & A and dialogue!

Our Objective! Your Opportunity!

Cultivating best practices in non-profits!

To move up the experience curve, wherever 

you and your organization are!

Valmore Consulting acknowledges the homelands of the Indigenous 

Peoples of this place we now call Saskatchewan and honours the 

many territorial keepers of the Lands on which we work.

We acknowledge that in Saskatchewan, we are on treaty land.  We 

are committed to moving forward in the spirit of collaboration and 

reconciliation between immigrant Canadians who have settled over 

centuries and the First Nations people who have walked these lands 

since time immemorial.

Seminar Reference
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Related Community Engagement!

Overview/Topics:
• Importance of Corporate Culture
• Link of Culture to Values to retention
• Today’s challenges and opportunities!
• Recruitment best practices
• Aligning for retention success
• Effective onboarding and beyond
• Organize and expand current knowledge
• Application and take-aways for both small 

and larger organizations

Effective Recruitment and Retention
Why it Matters!

• 22% of staff turnover occurs in the first 45 days
• 40% of senior managers fail within 18 months
• 60% of organizations don’t set goals for new hires
• Cost of losing an employee estimated at 3x annual salary
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TRUE Cost of Employee 
Turnover

• Direct Costs
• Indirect Costs
• Causes

Now What??

What is Corporate Culture?

Values

Considers:
• HOW we carry out our Mission!
• Guiding principles
• These help to direct decision 

making
• Our stakeholders
• Our relationship with them
• How we help them
• How they help us

What is a Values Statement?
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United Way Value:

Service - “We are motivated by a strong commitment to service – to 

our donors, our neighbours and our region.  Our achievements are 

defined by the collective success of the communities we serve.”

Project Management Institute Value:

Engagement - ”Encouraging diverse viewpoints and enabling 

individuals to contribute to the project management profession and to 

the Institute.  Through times of growth and change, our core values 

provide continuity and a moral compass, communicating our believes 

and guiding our behaviour.”

Values = Guiding Principles

Values can help direct decision making….

Vision, Mission, VALUES!

Examples

Values, Culture 
and Engagement
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Leaders
• Care about people
• Embrace differences to make a big 

difference
• Help employees’ experience
• Be accountable like everyone else
• Be mindful of employee needs
• Trust
• ‘Live’ the organizations VALUES

What skills are employers 
seeking?

What has changed??

Top 10 Skills 2018
1. Ability to work in a team structure
2. Ability to make decisions and solve 
problems (tie)
3. Ability to communicate verbally with 
people inside and outside an organization
4. Ability to plan, organize and prioritize 
work
5. Ability to obtain and process information
6. Ability to analyze quantitative data
7. Technical knowledge related to the job
8. Proficiency with computer software 
programs
9. Ability to create and/or edit written 
reports
10. Ability to sell and influence others

Top 10 Skills 2020

1. Data literacy
2. Critical Thinking
3. Tech Savviness
4. Adaptability and 

flexibility
5. Creativity
6. Emotional intelligence
7. Cultural intelligence 

and diversity
8. Leadership skills
9. Judgement and 

complex decision 
making

10. Collaboration

Top 10 Skills 2021

1. Growth mindset
2. Continuous learning
3. Critical thinking
4. Survival skills
5. Resilience, curiosity
6. Flexibility
7. Dedication
8. Coaching mindset
9. Comfort with 

ambiguity
10. Thriving in virtual 

environment
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Benefits and Getting Started!

Consider this!

Average 52 hours sleep  

Waking hours 116
On average, people spend 50 to 70% of waking  

hours working, preparing for work, thinking about  

work.

Recruitment Strategy!!

Best Practices:
• Have a strategy!
• Job Description
• Advertising
• Interview Questions
• Reference Checks
• Orientation and Onboarding
• Retention Strategies!
• What about volunteers?
(yes, to ALL of the above

for volunteers too!!!)
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What is a job description?

A job description is a summary of the major 
duties and responsibilities of a position.  It also 
includes the education and experience required 
to do the work.

DO’s and DON’T’s

Job Description Guidelines

• Jobs NOT people

• Facts NOT judgements

• The job as it is now

• 6 Main components

1.  Job Title and Identifying Info

JOB DESCRIPTION

Section 1:

IDENTIFYING INFORMATION

Position Title:

Employment Facilitator

Supervisor’s Title:

Employment Services Manager
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2.  Job Purpose
Section 2 POSITION SUMMARY

The Employment Facilitator, reporting directly to the 

Employment Services Manager, is responsible for assisting a 

caseload of consumers to move through the Labour Market 

Services Employment Dimensions to achieve the employment 

goals identified in their career action plan with the goal of 

getting and maintaining employment. 

3.  Job Duties
Case Management - Assist a caseload of consumers to move through the Labour Market
Services Dimensions to:

Achieve the goals identified in their career action plans using measurable milestones, timelines,

and steps. Assess /understand the impacts of disability, including identifying appropriate supports
and accommodations. Access community supports as needed. Identify strengthens and skills and

applying them to determining vocational direction, career growth and mange career growth and

manage career change. 3.5 Develop/improve essential workplace skills as applicable, in basis

literacy, numeracy, computer and document use, problem solving and communication and

customer service skills. Gain knowledge of labour market demands and develop plans to improve

work skill sets. Learn how to navigate the job search process with the goal of obtaining

employment. Gain awareness of job maintenance skills to maximize employment potential.

Class Facilitation - Research, develop and deliver employment classes as required.

Engagement with Employers - Target relevant employers based on consumer action plans as 

required:  Assist in identifying job supports and accommodations for consumers.  Provide disability 

awareness and support to employers to enhance job maintenance for consumers. 

Administration - Collect, record, update and maintain confidential reports including Employment

Services monthly statistical and narrative case management reporting as required for

submission to the Employment Services Manager. Update government referral agents on progress

of referrals through monthly reporting as required. Record and deliver monthly contact sheets,

timesheets, units and indicators to Manager as required. Other duties in promoting of the Independent

Living Philosophy within our community.

4.  Qualifications
Education

• Degree in Social Work or Education

• Reality Therapy/Choice Theory accreditation and/ or equivalent is an asset.

• Personal and professional values consistent with the Independent Living

Philosophy.

• Combination of training, skills and experience necessary to design, deliver,

and evaluate employment classes.

• The ability to work effectively with a wide range of people in a diverse work

place.

• Independent initiative and ability to be proactive in a team environment.

• Knowledge of employers, community resources, supports, agencies, and

programs.

• Ability to build solid partnerships.

• Strong oral and written communication skills.

• Excellent reporting and administrative skills.

• Strong emphasis on the combination of experience, training, certification and 

ability to successfully work with individuals in the area of employability, job 

search skills, job maintenance skills, workplace accommodations. 

• Ability to use MS office package, internet and e-mail applications.
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5.  Competencies and Abilities

• Personal and professional values consistent with the Independent Living

philosophy.

• Knowledge, skills and abilities developed through life experiences as a person

with a disability and /or an awareness of issues experienced by persons with

disabilities that impact employability and self-sufficiency.

• Demonstrated ability to respond effectively to a flexible, changing work

environment.

• Ability to manage a variety of tasks simultaneously.

• Demonstrated ability to prioritize.

• Strong interpersonal and communication skills with demonstrated skill in

establishing rapport with individuals.

• Demonstrated skill in motivating, stimulating people to effective action.

6.  Working Conditions
• Operational model - How we do what we do is based in the Independent Living (IL)

philosophy. Our team members bring personal and professional values consistent with
IL, along with knowledge, skills and abilities developed through life experiences as a
person with a disability and/or an awareness of issues experienced by persons with
disabilities that impact employability and self-sufficiency.

• Blended work model - Our team works in a blended in-office and virtual (remote)
model which means all staff are scheduled for some in-office time and have the
flexibility to book their clients for in-person or virtual appointments.

• Work Ethic - We have fun, but we work hard. This role will be as demanding as it is
rewarding. Planning, organization, and follow-through abilities are not just assets,
they're requirements. Only self-directed individuals that require little direct
supervision with thrive in this role.

• Enthusiastic and positive - Bringing a huge amount of positive energy into this role is
critical!

Ready to Advertise!
We're Hiring! - We are looking for an Employment Facilitator to become part of our team!  
If you are interested in working in a rewarding, fun, friendly environment that is blended 
(in-office and virtual work), read on!

This position reports to the Employment Services Manager and is responsible for assisting  
a caseload of consumers to move through Employment Dimensions to achieve 
employment goals.  We are seeking a person who brings personal and professional values 
consistent with Independent Living philosophy, along with skills and abilities developed 
through life experiences as a person with disability and/or an awareness of issues 
experienced by persons with disabilities that impact employability and self-sufficiency.

Key Requirements - If you're interested in being a part of our team, there are several key 
skills and attributes you should make sure you have before you apply:

Interpersonal Skills - You are friendly, compassionate, respectful, a great communicator, 
and able to connect effectively with people.  You possess the ability to network with all 
types of people and build productive healthy relationships with colleagues.
Work Ethic - We have fun, but we work hard. This role will be as demanding as it is 
rewarding. Planning, organization, and follow-through abilities are not just assets, they're 
requirements. You will need to demonstrate that you're someone who is self-directed!
Enthusiastic and Positive - Bringing a huge amount of positive energy into this role is 
critical!
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Screening Applications

Best practices:
• Screening resumes
• Screening cover letters
• Screen video applications
• Phone screen
• Assessments
• On-site interviews
• Virtual interviews
• Background checks
• References

Screening Applications - Assessments

Interview Preparation

Best Practices:
• Technical Skills
• Emotional Intelligence
• Finding the Balance!
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Behavioural Questions

The
Power of 
Storytelling!

Situational Questions – STAR Technique

Gathering Interview Information and 
Assessment
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Gathering Interview Information and Assessment

Gathering Interview Information and Assessment

Top 10 Tips to Hire the Right Candidate!!!
• Adaptive
• Ask questions
• Curious
• Work flow management
• Team players
• Efficient use of resources
• Relationship management
• Own mistakes
• Enjoy learning
• Feel for ‘fit’
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Keys to becoming a great Interviewer!

• Practice, Practice!

• A good interviewer will…..

• Be Authentic

• Avoid these pit falls…………

• Practice!!

Background Checks

As may be appropriate:
• Criminal record check (CRC)
• Vulnerability sector check
• Driving record
• Education verification
• Certifications current
• Reference checks
• What else do we look at??

Reference Check Questions
Given the description of the position provided, can you tell me about how (name of individual’s) background, work 
experience, knowledge, skills and attributes would align with this role?

Can you describe this person's experience working as a member of a team?

We work in a collaborative, respectful and compassionate way is very important – it is what we value and it is part 
of our corporate culture.  Can you give an example of when this person worked for you and demonstrated 
collaboration, respectfulness and compassion?

We all have areas of improvement – what do you think that would be for this person?

Can you describe this person’s ability to work independently and self-managing a work load?

List three adjectives that you think best describe this person, this person’s work style, and/or this person’s work 
ethic.

How did this person handle conflict, pressure and stress?

Would you rehire (if applicable) if the opportunity arose?

Thank you for your reference.  In closing, is there anything you would like to share?
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Orientation

Best Practices:
• What it is
• Why it is important
• What new employees 

need
• Tools that can help
• Informative
• Engaging

New Hire Checklist
Before they arrive and First Day

• Welcome them to the team
• Complete electronic paperwork
• Set up their internal communication
• HRIS account
• Email account
• Collaboration accounts (Slack, Asana, etc.)
• Set up their training
• Prep their workspace
• Workstation (including IT connections)
• Computer
• Chair
• Office supplies
• Business cards
• Parking passes
• Prep the team
• Intro email

New Hire Checklist
First Week(s)
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Work Plan – Don’t skip this step!!!

Work Plan – Don’t skip this step!!!
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Expert Tips!
1. Begin prior to day one
2. First impressions matter
3. Sense of belonging and quickly!
4. Onboard and retention go hand in hand!
5. Have a plan, commit and use a checklists

Areas of Focus

• Centre on Company Culture

• Start Small

• Prevent Stagnation

• Adopt Core Values

• Be Flexible

• Show Appreciation

• Commit to Wellness

• Support Professional Growth

• Seek Feedback

• Work Hard, Play Hard!
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Working….Well!!

Why focus on employee health and wellbeing?
Performance

Productivity

Hiring, retention  

Customer satisfaction  

Financial savings

Illness, absenteeism

Accidents, injury rates  

Conflicts, complaints

Annual Employee Survey
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Effective Recruitment and Retention

Questions?  Discussion!

shari.hildred@valmoreconsulting.com

Series: Management Essentials for Non-Profits

Effective Recruitment & Retention:  

Attracting (and keeping!) Staff & 

Volunteer Talent

Thank You!
Facilitator:  Shari Hildred, PMP
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