· Turnover is expensive and painful – so hire the Right Person and Keep Them!  

· The hiring agency and manager must study the needs of experienced prevention professionals to prevent turn-over.

· Be prepared to pay for experience (a degree is commendable, but does not assure a successful candidate.)

· Do not hire someone who is not qualified just to fill the position.  The manager of a prevention program is KEY to its success!

· These are the key barriers to acquiring the ideal person for an open prevention position.

· Lack of qualified candidates

· Position not marketed appropriately

· Job description unappealing or inaccurate

· Work environment unappealing to the best candidates  
· Interview process does not identify the best applicant

· Providing an employee Desk Manual/Handbook is recommended:

· Job description

· Agency background and policy documents

· Transition documents

· Contact information 

· Manual provided

· A training method must be in place!

· One-on-one coaching from an experienced prevention professional upon hiring

· A Prevention Training Manual provided with details of job requirements and support materials and key resources

· Agency needs to offer incentives to keep qualified staff

· Bonuses and/or raises upon meeting specific goals 

· Flex time

· Laptop/BlackBerry

· Increased training opportunities

· Adequate vacation time

· Recognition is a powerful motivator!

· Importance of person interviewing the candidates asking important questions and sharing critical details of the job. Oftentimes, the interviewer does not understand the position or has a different vision of the position.    

· An accurate job description must be advertised.

· Ask other prevention fiscal agents to share their interviewing and hiring success stories.

· A prevention staff person who understands the position’s duties and will be working with the new hire should be involved in the interview process.  

· Key interview questions

· As a prevention position requires public speaking, multi-tasking, public relations, building and maintaining a coalition, collaborating and building partnerships,  incorporating evidence-based and environmental strategies, and being self-motivated, specific questions must be asked.  Examples:

· Define Prevention.

· Describe a time when you juggled multiple tasks.

· What are the characteristics of a self-starter?  

· Pose a problem-solving question in relation to prevention.

· Your coalition membership is waning as several key members recently moved. How would you go about recruiting additional support persons for the program?

· Youth are important in moving forward policy change within their schools and the community. How would you propose creating or expanding a youth group within our local middle or high school?  

· Do you consider yourself a salesperson?  What would be the 3 main ways you would initially plan to solicit prevention partners?

· Describe your computer proficiency. 

· Share your experience in public speaking.  

· If I were to take you to a Lions Club meeting and you were asked to talk for 10 minutes about a community prevention project in which you were involved, would you be comfortable or reluctant?  

· Explain a teamwork project in which you were involved.

· Have you ever been financially responsible for grant funds? 

· What types of professional correspondence and/or media have you created in the past?

· Newsletters, direct mail pieces, prevention column articles, guest editorials, letters to the editor, business education letters, program brochures, business tool-kits, etc. Pose questions to determine if they are “sitters” or “doers”.

· Please provide your immediate response to these questions:


· Would you rather lead or follow?

· Duplicate success or reinvent the wheel?

· Make it happen or hope it happens?

· Deadlines are….. 

· Social butterfly or wall-flower?

· Are you cautious or a risk-taker?

· As a Second Interview suggestion, ask the candidates to bring in a written assignment (Ex: an article to submit to the local newspaper on the benefits of a social host ordinance and/or prepare a 10 min. presentation on a prevention topic.  

RECRUITING & RETAINING QUALITY PREVENTION STAFF








