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AGENDA.
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b. Job Descriptions

1. Recruitment
a. Building a Diverse Candidate Pool
b. Accessible Applications

1. Equitable Hiring Process
a. Sample Hiring Process
b. Communication & Transparency
c. Set candidates up for success

1. Q&A
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OUR PHILOSOPHY.
● Organizer Approach to Hiring: We believe using a grassroots organizing mindset 

focused on relationship building and speed is the best way to find amazing, diverse 
talent for your organization, while creating a positive experience for candidates and a 
pipeline of supporters. 

● Candidate-Centered: We put a premium on ensuring that the candidate experience is 
high-quality from start to finish.

● Transparent & Responsive: We believe frequent communication with candidates is one 
of the most important elements to an equitable hiring process. 

● Connected: We spread the word far and wide about our searches, and tap into our 
networks and relationships.





SHOW OF HANDS:

Who has hired someone before?

Who enjoyed the process?

Who didn’t?



BREAKOUT GROUP 1: 
Throughout our training, we’ll break into small 
groups for quick discussions. Let’s break now, 
and do quick intros. (5 min)

● Name, Pronouns
● Where you’re based
● An estimate # of times you have been 

interviewed.



LAUNCHING A 
SEARCH.



1. Align with 
your Hiring 
Manager

● Don’t skip this step! 

● Make sure you’re really clear and aligned on 
what your hiring manager cares about, how 
they would rank what’s most important for 
this role, etc.

● Discussion Questions:
○ Tell us more about the position: What 

are the key responsibilities? What were 
you missing in candidates that you 
spoke with previously? What gaps are 
you hoping to fill on your team? 

○ Tell us about your ideal candidate: 
What are the qualities and experience 
that you're looking for in a candidate? 
What are the top 3 to 5 must haves for 
the position?



2. Job 
Description

○ Keep it short; don’t overthink it

○ Stay candidate-centered

○ Always include salary

○ Check for hidden bias in your 
language

○ Check for insider language



BREAKOUT GROUP 2:
Here are 4 sample job descriptions. 
Rank them 1-4, #1 being the best. 
Which ones do you like best and 
why? (15 min)
Option 1 - UTEC, HR Associate

Option 2 - Citizens of the World Charter School, Director of Adult Development

Option 3 - Watershed Advisors, Director

Option 4 - Build Health International, Development Manager

https://drive.google.com/file/d/15Cu18esMXOe1Pur3YtBFIOlcIWa4peax/view?usp=sharing
https://drive.google.com/file/d/1shHoWU-b-L6TJ4mUvVNmiyKePvsu2-JL/view?usp=sharing
https://drive.google.com/file/d/1qezkwGKavmqx6jor2iTEH4uZ0N-AWPnK/view?usp=sharing
https://drive.google.com/file/d/1Kyn5aNzrgvILxLNE7Byt4I6LEC8sXtiD/view?usp=sharing


RECRUITMENT: FINDING 
CANDIDATES.



3. Launch 
Referral 
Program

How:
● Create  promo materials for your job, 

including email & social media 
templates to make sharing the role 
easy. 

● Meet with key staff to ask for 
referrals and support making 
introductions to potential 
candidates. 

● Reach out to your VIP list to ask for 
circulation & referrals

Considerations:
● Offer a $500 bonus to the person 

who referred your hire.

Side note: Always Be Networking!

Build a list of 25 VIP/connectors who you 
try to stay in touch with, even when you 

don’t need them. Send job blurbs, like their 
social media content, send them a holiday 

card, grab coffee 1-2 a year

Hiring Managers: Keep your LinkedIn active. 
If you don’t already, work to build up to at 

least 500 followers.



4. Promote 
the Role

● Post the JD far and wide: Both widely used platforms 
and sites/listservs specific to the opening.  

● Regional Promotion: Ask people where candidates are 
looking for jobs in their area and post there
○ Each state/industry has different places (e.g., for 

Comms, RadComms; in Boston, YNPN; in LA, Dan’s 
List)

○ Campaign alumni listservs, Repro Rights social 
media pages, Progressive jobs groups on Facebook, 
etc.

● Create a Budget: Spend $800-$3000 per search on 
posting. You want to make sure people see the ad. 
Generally recommend $250 on LinkedIn, $250 on Idealist, 
$450 on Indeed, plus other sites like GAIN Power.

● Consideration:
○ Lean into social media for promotion. Create promo 

materials, graphics, maybe even videos.
○ Do an interview with your hiring manager to 

discuss the role in more detail. Share it out to get 
folks excited.



JOB BOARDS & LISTSERVS

PAID OPTIONS
HERE’S A FULL LIST!

LinkedIn

Indeed

Daybook

Idealist

BlackRemoteShe

Work for Good

Sujata Strategies

LGBTQ Connect

National Council of Nonprofits

Union Jobs

Inclusv

GAIN Power

https://docs.google.com/spreadsheets/d/1GVdT6Gfj-HJNWe1hzBsOoTD8pqnNoXdoP8p1F9tTm8Q/edit?usp=sharing


JOB BOARDS & LISTSERVS

Arena Careers Black Beltway

Movement Builders YNPN Listserv

Progressive Exchange Community Centric 

Fundraising Slack

Nonprofit.ist Slack Conexiones

RadComms     Talent Collaborative

Movement Talent The Management Center 

Slack

FREE OPTIONS
HERE’S A FULL LIST!

https://docs.google.com/spreadsheets/d/1GVdT6Gfj-HJNWe1hzBsOoTD8pqnNoXdoP8p1F9tTm8Q/edit?usp=sharing


GROUP QUESTION:
Where else are you posting jobs? Or, 
looking for jobs?

Are there any regional places you’d 
post to (Hartford, CT, etc.)? 



5. Build 
Candidate 
Pipeline

● Think like an organizer: always be 
networking/building relationships, asking who 
else you should be talking to, etc.

● Build and prioritize diverse networks:
○ Build relationships with networks that 

prioritize diversity 
○ Regional Roles: Get to know the people in 

your state/region who are known to recruit 
and retain diverse talent. People in 
external affairs roles will always take 
meetings. New leadership councils in 
states. 

● Informational interviews: always take 15 mins 
to talk to someone who is interested/wants to 
learn more

● Recruitment tools:
○ LinkedIn Recruiter - can contact more 

people you don’t know; $120/month worth 
it when doing a search

○ Indeed Resume Book - great for geo-
specific or lower level roles. $400/mo for 
100 contacts/mo.

https://youtu.be/k3KJbXojYZw?feature=shared


6. Get 
candidates 
excited about 
the role

● Make the time to chat with anyone interested in 
exploring the role & joining your team.

● Talk about culture at organization

● Be up front about salary

● Highlight who the hiring manager is and 
what they’re like to work with

● Be transparent about current challenges on 
the team so people know what they’re 
getting into

● Focus on impact/what organization does



Example -
Slide Decks

Rivet - Head of Impact

Movement Labs - VP of 
Strategy

https://docs.google.com/presentation/d/1f4pfnySTFXQIBuAQCppfOW56bpkEDa-C/edit#slide=id.p1
https://docs.google.com/presentation/d/1ejFstx1_FdBQgPpsSMgR97g7GPnPaSpi/edit#slide=id.g149e75c0703_0_0
https://docs.google.com/presentation/d/1ejFstx1_FdBQgPpsSMgR97g7GPnPaSpi/edit#slide=id.g149e75c0703_0_0


Example -
Video

NLAShort_Culture.mov

http://drive.google.com/file/d/1u_wtXWVzhEGJiJjHDFEQ_pm68z7CnCq8/view


10 min break…



EQUITABLE 
HIRING PROCESS.



BREAKOUT GROUP 3:
What makes you feel valued as a 
candidate? (5 min)



SAMPLE HIRING PROCESS.

● Stage 1 - Application Screen
● Stage 2 - Phone Screen
● Stage 3 - Interview with Hiring 

Manager
● Stage 4 - Paid Work Exercise
● Stage 5 - Interview with Hiring Team
● Stage 6 - Reference Checks
● Stage 7 - Make an offer & get 

candidate to say “yes”



7. Candidate 
Screening & 
Communication

● Use an applicant tracking system.

● Review resumes as they come in, ensure 
candidates hear back promptly after 
applying.  For strong candidates, try to 
schedule phone screens within 1 week of 
receiving their application.

● Use a grading rubric throughout the 
interview process, with the agreed upon 
must-haves you’re looking for in candidates. 
This will help mitigate bias and ensure that 
interviewers are grounding their 
assessments in the rubric.

● Ensure a diverse pool of candidates 
throughout process
○ Some orgs set internal goal that at least 

50% of finalist pool must be candidates 
of color, for example



Staying organized during the 
screening process.

● Applicant Tracking Systems
○ Greenhouse
○ JazzHR
○ BambooHR

● Scheduling Tools
○ Calendly
○ Google Calendar links

● Shared Drive
○ Use cloud spaces like Google Drive to 

share resources/notes among the hiring 
team



ACCESSIBLE 
APPLICATIONS.

Purpose: Make it easier for 
candidates to apply. 

New Rule: No cover letters!

How:
● Pronouns
● Application questions in lieu 

of a cover letter. Short 
Responses

● Confirm any physical 
logistics, such as physical 
labor, abnormal schedule, 
or drivers license 
requirements

Considerations:
● Send application 

questionnaire after the 
resume screen



WHAT A QUESTIONNAIRE 
WOULD LOOK LIKE:



BREAKOUT GROUP 4: Here’s a sample job 
description. Take 10 minutes to read it & 
write 2 application questions for this job.

https://drive.google.com/file/d/19ln-HFWVyCdp-8ErqMV1-ATeYun5966i/view?usp=sharing
https://drive.google.com/file/d/19ln-HFWVyCdp-8ErqMV1-ATeYun5966i/view?usp=sharing


Candidate Rubrics. (Sample)
Return to the rubric throughout the interview process

Rubrics help to mitigate bias and ensure that interviewers are grounding their assessments in the key competencies.

https://docs.google.com/spreadsheets/d/1sVm4O1U4zauepWlIYdhGLR_jh2NYa3xSso3DvXxgrDM/edit?gid=0#gid=0


Interview 
Questions

Make sure your questions align with key 
competencies.

Start with a softball question - get the 
candidate comfortable and talking about 
themselves.

Questions should both dig into technical 
skills AND values/culture fit.

Don’t do any ‘gotcha’ questions.

Consideration:
● Send interview questions ahead of 

time so that the candidate can put 
their best foot forward.



BREAKOUT GROUP 5: Here’s the same 
sample job description. Take 10 minutes to 
write 3 interview questions for this job.

https://drive.google.com/file/d/19ln-HFWVyCdp-8ErqMV1-ATeYun5966i/view?usp=sharing
https://drive.google.com/file/d/19ln-HFWVyCdp-8ErqMV1-ATeYun5966i/view?usp=sharing


Candidate 
Exercise.

● Set a time limit - i.e. we 
hope candidates don’t 
spend more than 2 hours 
on this exercise. 

● Provide compensation -
work is work! Even a $100 
gift card can show 
appreciation for their time, 
and provide a better 
experience. 

● Tell people it's going to 
happen ahead of time

● Everyone needs the same 
experience

● Consideration:
○ Blind grading



Some More 
Examples.



BREAKOUT GROUP 6: Here’s the same 
sample job description. Take 5 minutes to 
discuss potential candidate exercises. 

https://drive.google.com/file/d/19ln-HFWVyCdp-8ErqMV1-ATeYun5966i/view?usp=sharing
https://drive.google.com/file/d/19ln-HFWVyCdp-8ErqMV1-ATeYun5966i/view?usp=sharing


8. Notify 
Candidates

● Stay in touch with candidates 
throughout the process. 

● If candidates follow up and there’s no 
update - respond! Let them know to 
hold tight. 

● When applicable, move strong 
candidates from one pool to another 
that’s a better fit

● Make a strong offer
○ After an offer is made, we’ll call to 

congratulate them, and use the 
time to see if they have any 
feedback or reservations about 
accepting. 



TAKEAWAYS.
● Use a grassroots organizing mindset - relationship building and speed is the 

best way to find amazing, diverse talent for your organization, while creating a 

positive experience for candidates and a pipeline of supporters. 

● Ensure that the candidate experience is high-quality from start to finish.

● Always be recruiting! 

● Spend time on recruitment

○ Effective and inclusive job searches take a while :)

○ Have to do time-intensive sourcing; just posting won’t produce strong, 

diverse candidates

● Focus on key competencies (your candidate rubric!



Q&A



THANK YOU!
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