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One of the most frequently asked questions we receive is, “How do you conduct
a search?’ Qur full search process is summarized below. We also offer
customized, a la carte solutions designed to fit your recruitment needs. Be sure
to contact us for more details.

Phase I: Defining the Need & Developing the Position Description

Initially, we will meet with your organization’s hiring or human resource executives to gain a deeper
understanding of the position’s responsibilities and the culture of your workplace. We review such relevant
documents as position descriptions, compensation and benefits data, financial information, organization
literature and organization charts. To effectively represent an organization in a search, Sterling Martin
Associates must be as knowledgeable as possible about the organization and its operating culture prior to
discussing the position with prospective candidates.

Based on our discussions, a draft position description is developed. This document serves as an information
piece to be given to potential candidates and sources for the position. It describes the key success factors and
priorities of the position, the candidate qualifications, including experience desired and personal qualities
being sought. This is not only a way of summarizing our understanding, but is also a key marketing tool used in
attracting prospective candidates to the opportunity. A draft of the position description is provided to the
search team for review before being finalized.

Phase Il: Candidate Identification and Screening

Candidate Identification. Upon approval of the position description, we will begin the search for candidates,
utilizing a combination of the following approaches:

9 Targeted Research: We research, identify and pro-actively contact specific individuals in targeted
organizations.

9 Database Review: We research Sterling Martin’s advanced database that tracks thousands of top

executives.

Social Media: We are avid users of social media including LinkedIn, FaceBook and Twitter.

Direct Sourcing: We network in related industry associations, universities, government agencies, etc

as appropriate for the search.

9 Client-Generated Candidates: We interview client generated candidates through the same thorough
approach as all external candidates.

9 Advertising: We provide advice on posting venues and screen all responses to advertising.
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Candidate Screening. Potential candidates will be thoroughly screened initially by telephone, then in-person, to
obtain a realistic understanding of their accomplishments, skill sets, behavioral characteristics, motivations, and
growth potential.

Phase Ill: Candidate Interviews

Candidates who have been qualified through telephone interviews are then interviewed in person to determine not
only their strengths but also any limitations they would bring to the position. A detailed résumé and candidate
report will be presented for each recommended candidate.

Phase IV: Presentation of Candidates

Status Meeting. We believe in working toward defined timelines to keep the search on track. Upon starting the
search, a date for a status meeting is generally agreed upon to review the “long list” of potential candidates. We
also provide weekly updates to our clients. Prior to the status meeting we will provide the candidates’ resumes
and our analysis for your review in a candidate information book. During the meeting we will review each
candidate’s experience and background and select the “short list” of candidates who will be brought in for
interviews with your search team.

Phase V: Client Interviews & Candidate Selection

Interview Facilitation. The Sterling Martin Client Partners stay closely involved in the search process as
interviews get underway. A highly-organized and informed interview process reflects well on your organization
to potential candidates.

We brief (but do not coach) candidates to help prepare them for their interviews. For example, in advance of
their interviews, we send candidates a briefing package or “press kit” of information on the organization. We
describe who they will be meeting with and assist your team with all of the meeting logistics.

This interview facilitation process is designed to elevate the level of discussion during your first meeting with
the candidate and make it more productive. After the interview, we debrief with the organization and also the
candidate to assess mutual interest. We also check to see if there are questions or concerns on either side and
relay that information so it can be addressed in follow up meetings.

Reference Checks. As the field of candidates narrows, we begin the reference checking process. We speak
with the candidate’s previous supervisors, peers, staff or volunteers as is appropriate for the candidate. Upon
request, we also conduct a background check, which includes a credit report, criminal record report, and
verification of academic credentials.

When the decision is made to extend an offer to a candidate, we assist in the development and presentation of
the offer package to ensure its successful acceptance.



Onboarding to Ensure Success

Onboarding is the “sixth phase” of the search process. Our consultants work closely with the newly recruited
executive and your organization to help ensure his/her success. The first few months on the job are critical, and
Sterling Martin Associates can help with the new executive’s onboarding by:
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Assisting with the new executive’s orientation;

Assisting the executive, search committee, or board chair with media announcements;
Reviewing talking points for any announcements to staff, Board, or other stakeholders;
Making introductions and outreach to peer organizations;

Serving as a sounding board for the new executive; and,

Checking in on a monthly basis during first year, every two months in their second year and every three
months in year three.



