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In a comprehensive study of more than 10,000 business 

professionals, Deloitte University Press reveals that busi-

nesses need to implement new tools in order to thrive 

and engage the 21st-century workforce.1

The catalyst? Millennials, who are predicted to make up 

75 percent of the workforce by 2030 2, expect new

technologies to be used in the workplace.

This requires HR and business leaders, like you, to adapt 

and innovate at a much faster pace than ever before to 

“meet both employee expectations and business 

requirements.” 3

You work in a small business which means you’ve 

assumed a lot of roles you weren’t planning on. Since 

hiring a headhunter isn’t in the cards quite yet, let’s just 

add recruiting to your list. You know how important em-

ployees are to the success of your business, so this is 

something you’re going to want to put the time and 

effort into making sure it’s done well. Really well.

You need to catch up quickly if you want your business 

to grow. We’re here to guide you through the new rule 

book of recruiting for small business.

The Rules have
Changed for Hiring

We’ve broken the recruiting process into 3 steps, 
starting at the very beginning with your job post-
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Steve Jobs

The secret of my suc-
cess is that we have 
gone to exceptional 
lengths to hire the best 
people in the world.

"

"
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The Job Posting
If you are not explicit in your requirements you’ll end up 

like 75 percent of employers who unintentionally hire 

employees that aren’t qualified.5 Clarity is key. 

Posting a Vague Job Description3

4

5 Not Allowing Enough Time

If you don’t leave your job posting up for enough time, 

you miss out on strong candidates who may not be 

checking as frequently. Plan to leave keep your job post 

live for three to four weeks. 

1 Not Using a Clear Job Title

This may not seem important, but potential candidates 

will search for a specific job title within their field. If your 

title is not within the industry standard, it will get 

skipped over. Save your creativity for the description. 

One of the biggest setbacks new recruiters face is not 

getting enough (or any) qualified applicants. If this 

sounds familiar, you might be making one of these five 

common mistakes:

2 Not Highlighting Company Culture

Millennials aren’t motivated by money alone. More than 

60 percent of millenials would rather make $40k a year 

at a job they love than $100k a year at a job they think is 

boring.4 You’ve worked hard to create an impressive 

company culture, show it off.

Unless you’re unwilling to consider a candidate without 

10 years of industry experience, don’t say it. You will unin-

tentionally intimidate qualified candidates.

Listing Unessential Skills
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Your company doesn't need to hire a generic person.
Your company needs to hire one great person. 

Inc. Brandview 

That means communicat-
ing to your future employ-
ee in such a way that they 
will truly want to become 
part of your team."

"

6
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Job Description
A job description needs to be simple, organized, and personal. Indeed found “that job descriptions between 700 and 1,100 words see an average 24% increase in apply 

rate.” 7  This is your chance to catch your ideal candidate. Think of it as your resume to a potential new employee. If a resume isn’t polished and tailored to your 

company, it will get looked over and forgotten. A poorly written job description will have the same result.  

The top five pieces of information job seekers want employers to provide: 8

Mission, Vision, and Values

Basic Company Information

Benefits

What makes your company     
an attractive place to work?

Salary or Compensation
5
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List the 5-8 main responsibilities here. Make sure 

to be concise, but include enough information so 

the candidate can anticipate the job. Provide a 

framework of the position and anything unique 

that separates it from other jobs. 

Responsibilities

This is where you list less essential skills, but 

things that would set a candidate apart. You can 

bring a little bit of your company’s personality in 

to really showcase who you’re looking for.

Preferred

Start with a brief description of your company, 

something memorable to make candidates 

excited about working there. End your intro with 

some specifics about the position and what 

makes it unique from others. 

Introduction

List a mix of hard and soft skills. Level of

education, years of experience, and other import-

ant characteristics like “self starter” or

“assertive.” 

Skills and Qualifications

This is a great spot to talk about benefits. Again, 

highlight your unique selling points. Your last line 

should be a call to action—which is in this case 

telling them to apply! 

Conclusion

Job Description
Template
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Your application needs to be short and to the point, while still providing enough information to decide if the candidate is qualified or not. It’s a bit of a balancing act, 

but worth getting right. Sixty percent of job seekers quit in the middle of filling out online job applications because of their length or complexity.9

Highest Level of Education

Citizenship Status

Age 18 or older?

Earliest Available Start Date

Hours available to work *weekends, evening, etc.

Are you willing to relocate?

For most positions, there are logistical questions which 

will easily qualify or disqualify candidates. Asking these 

questions will save you valuable time.

Logistical Questions Qualifying Questions

Resume

Cover Letter

Website, blog, or portfolio

References *only list this if you plan on contacting them

Referral Name *optional

Desired Salary

Open-ended personality questions such as,

 “Why are you the best candidate for this position?”

All other questions should be intentionally designed to 

help you make a decision about whether or not a 

candidate is qualified for the specific position. 

The Application
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Promoting Your
Job Posting

The best job posting in the world won’t do you any good 

unless you get it in front of the right people. Having a 

strong website is critical to connecting with consumers 

and the same goes for potential hires. Online sources 

produced 72 percent of hires in 2016,10 making your online 

presence the most likely source for you to find the ideal 

candidate. 

If you don’t have a careers page on your company website, 

get one—and make it good. Your careers page is likely your 

company’s first impression to potential candidates. Invest 

in making it professional and keeping it updated, meaning 

removing old posts and adding new ones. An outdated 

careers page gives a bad first impression to an interested 

candidate

If you don’t have a dedicated 
software team to manage your 
careers page (and even if you 
do), most recruiting software 
easily embeds job postings 
onto your company page.

Tip:
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Proactively posting new opportunities to job 
boards will significantly increase the number 
of applicants you have, increasing the chances 

of you getting it right, the first time. 

Each bad hire is estimat-
ed to cost your company 
tens of thousands of dol-
lars,

11
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Choosing a Job 
We’ve outlined the 
best job boards so you 
can make a better de-
cision about which one 
is right for your hiring 

There are a lot of job boards out there, so it’s critical to 

choose the one with candidates that best match

your opportunity. Depending on your industry and

the specific job you’re hiring for, different job boards

will give different results.
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Entry to Mid Level Positions

Less Quantity, High Quality Candidates

$125-$375 per Posting 20

14 Million Monthly Users 21

CareerBuilder

14 M

Entry Level Positions

Average Quantity, Quality Candidates

$7-$75 per Posting 22

53 Million Monthly Users 23

Craigslist

53 M

Entry to Mid Level Positions

High Quantity, Quality Candidates

$135-$399 per Posting 18

5.4 Million Monthly Users 19

Monster

5.4 M
Entry to Mid Level Positions

Average Quality Candidates

Free Posting, $5 a day per Ad 12

200 Million Monthly Users 13

Indeed

200 M

Senior Level Positions

High Quality Candidates

$10 a day per Campaign 14

106 Million Monthly Users 15

LinkedIn

106 M

Mid Level Positions

Average Quantity, Quality Candidates

$249-$349 per Posting 16

50 Million Monthly Users 17

Glassdoor

50 M
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Take advantage of your best recruiting assets:

71% of HR professionals surveyed say that 
employee  referrals are the best resource 

for finding candidates 

only 7% of job seekers surveyed view 
referrals as their top resource for 
finding a job.26

Passive job seekers (the ones your current employees are 

having sushi with on the weekends) are 40 percent more 

likely to be more experienced, possess more valuable skills, 

and take their careers more seriously than active job seek-

ers (the ones applying for jobs online).24

  

Not only should you ask your current employees to 

promote each job post, ask them to use their network to fill 

it—and offer a referral bonus! Employee retention rates are 

13 percent higher from employee referrals.25

Current Employees
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The biggest mistake you can make in this recruiting phase 

is taking too long. If you’re right and the candidate is

good, you’re not the only one who’s noticed. The best

candidates are hired within 10 days  27, either by you or your 

competitor, so don’t let someone else beat you to it. 

Managing the
Hiring Pipeline

Slow and 
steady won’t 
win this race. 12



32% of applicants formed negative opin-
ions of an employer's decision-making 
abilities based on a slow hiring process.

If you don’t act quickly,
71% of respondents lose
interest, look for other
positions, or assume
you’re not interested.

28
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Mastering operational efficiency is the only 
way small businesses can compete for top 
talent.

Initial applicant screening is the most time consuming and 

emotionally draining part of recruiting. On average, 

corporate job openings attract 250 resumes.29 It’s your job 

to quickly and objectively choose the best four to six 

candidates to bring in for an interview, and ultimately 

choose the one to be offered a job. That is not an easy feat. 

Especially when you consider juggling your other 

responsibilities in addition to this. 

Top Talent

Why Most 
Companies Fail
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A recruiter spends 
an
average of 23 hours
screening resumes
Carefully reading though 250 resumes is exhausting, we 

know. Automating this process will save you time and 

energy. Automation recruiting software isn’t new. Large 

corporations have been using in-house solutions for years.

But without the resources to develop a custom solution, 

this powerful technology and all of its advantages have 

been out of reach to small business owners. Until now. 

30
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Up to 88% of applicants 
are unqualified. 
So what’s the solution?

Just as technology has improved efficiency in finance, 

sales, and marketing departments, it has now set its 

sights on recruiting. Small businesses that implement 

automation software over manually screening resumes 

are turning the biggest bottleneck in the talent 

acquisition process into their greatest advantage.

As automation becomes the new standard for 

recruiting professionals, your ability to compete in 

finding top talent will depend on how well you

intelligently  implement technology into your workflow.

Automation tools enhance efficiency and productivity 

by allowing humans to do what humans do best, 

like creating a positive candidate experience and 

maintaining a good reputation. Let the machines to do 

the tedious tasks.

Streamlining certain aspects of the recruiting pipeline 

enhances a human recruiter’s impact and improves 

applicant experience. 

With Workflow Automation
cost is low and impact is high.

31
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depend
Finding top talent will 
                  on a recruit-
er’s ability to intelli-
gently
automate their
Quality of hire is the top priority for
60% of talent acquisition leaders.32

17



There’s a Smarter
Way to Work

Automation tools are the future of small business 

recruiting and HR—hallelujah for that! Applicant 

Tracking Systems (ATS) not only save time, they also 

reduce human error. With more time and confidence in 

the quality of your work, you’re free to really excel at the 

job you were hired to do.
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We’ve customized our features to fit the unique needs of 

growing companies—at a price point that makes sense. 

Eddy intuitively guides you through building effective 

job postings, managing candidates and 

communication through the entire hiring pipeline, 

onboarding  and securely storing employee information.  

We believe technology should do the work for you.

See how ours does at Eddy.com.

Eddy is a Recruiting and HR
Software built for small businesses. 

Contact Us

 About
Eddy

Check Us Out

Eddy.com

Sales@Eddy.com
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