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Selection process
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Interview questions

Reference checks
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Poll Question #1

 

When hiring someone,

what is most

important to you?

A) Experience

B) Skills 

C) Customer service 

D) Potential 

E) Cultural fit



What does recruitment involve?

Identifying the hiring need

 

Writing the job description

 

Review applicants

 

In-person Interviews

 

Job offers

Recruitment plan

 

Advertise the position

 

Phone Interview/Initial Screening

 

Background Check

 

Hiring/onboarding



Steps to the

Recruitment Process

Identify your

hiring needs

Prepare the

job description

Create a plan Start searching for

 potential candidates

Reach out to

potential

candidates

Phone interview Interview them

in person

Offering

the job

Step 1 Step 2 Step 3 Step 4 Step 5

Step 6 Step 7 Step 8



Job Description Job Posting

A job description is a document that outlines

the specifics of a job. It defines the role of a

position and the ideal candidate to fill it.

A job post is an announcement of and

advertisement for an open position. Job post

should be short, easy to read, and include only

the most essential information about the role.



How to Write a Job Description

 Use an accurate job title

 Write a brief summary paragraph

 Create a list of responsibilities

 List the essential qualifications

 Have someone proofread it

 Make sure it is easily accessible for employees

1.

2.

3.

4.

5.

6.





Questions to Think

About When Writing

a Job Posting

Why is this position open?

What type of person is the ideal candidate for this position

and will fit with you company culture? 

What type of personality usually succeeds in this role? 

How many caregivers on staff? Resident per caregiver

ratio?

What are skills must-haves and what skills are nice to have

but not required? 

Do you offer any benefits or perks that stand out?

What is the biggest selling point of your job opportunity? 

What is the best way to attract candidates to your position?



Tips for Writing a Job Posting

Choose relevant job titles 

 

Make your job posting easy to look at 

 

Set clear expectations 

 

Keep the content of the job posting brief 

 

Capture the candidate’s attention 

 

Include the location of the job 

 

Include compensation 

 

Be honest 

 

Ask for help



01

Introduction

02

Pay range,

benefits,

and perks

Duties &

responsibilities

03

Requirements &

Qualifications

04 05

Describe the

interview process

Job Posting Structure





Poll Question #2

 

What recruitment

strategies have been

the most effective?

A) Word of mouth

B) Job posting sites

C) Job fairs

D) Training schools

E) Students/volunteers



Recruitment

Outreach

Strategies

Treat candidates like customers

Social media

Employee referral program

Update job description/job posting

Search for resumes online

Consider past candidates

Include company website



How to Stay Compliant

During the Interview

Give everyone a fair chance

Don’t ask inappropriate interview

questions

How old are you?

Are you a U.S. citizen?

Do you have or plan to have

children or are you pregnant?

Don’t discuss sensitive information



Interview Questions

Include a number of

questions that will

help you get to

know the candidate.

Open-ended questions

encourage candidates to

provide longer responses

and to expand on their

knowledge, strengths and

job experiences.

Closed-ended question

can enable the

employer to receive

direct responses and

specific information

from the candidate.



Open-ended Questions Closed-ended Questions

Tell me about your past work experience?

What are you looking to gain from your next position?

Why do you want to work here?

Why did you leave your last job?

How many years of experience do you have?

How long did you work for your previous

employer?

How may times were you late for work last year?

Have you worked under pressure before?



Phone Screen Tips

Schedule the phone screen around

the candidate’s availability

Create a connection with each

candidate

Ask focused interview questions

In-person interview strategies

Don’t multitask during the interview



What to Look for During

a Phone Screen 

Level of interest

Positive attitude

Good communication skills

Availability

Salary expectations

Job history and qualifications
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Make eye

contact

Ask open-ended

questions
Listen Take notes

Keep questions

focused on 

the job



Selection

Process

Trust your instincts

Look at talent and cultural fit

Look past the resume

Evaluate work ethic and attitude

Experiences and accomplishments



Reference Checks

Employers get additional information on the

candidate’s performance, behavior and other

traits.

Can help avoid hiring an undesirable candidate

with timely information through reference checks.

Examples of references check questions to ask:

What was it like to work with this candidate?

What are this candidate’s greatest strengths?

Would you recommend this candidate?
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Posting job advertisements 

Screening applicants 

Interviewing candidates 

Scheduling interviews for candidates for adult family home

providers

Identify qualified candidates through various recruiting and sourcing

strategies and build and maintain relationships with long-term care

workers. 

You can reach Cassheina Penfield at cassheina@ltcfwa.org



Poll Question #3

 

Have you heard about

the Long-Term Care

Foundation’s 

Pilot Program?

A) Yes

B) No



P
il

o
t 

P
ro

g
ra

m
 The Pilot Program helps assist eligible adult

family homes to recruit, train, and retain

new qualified long-term care workers.

The Pilot Program helps to provide a sponsorship

benefit to cover the cost of the training necessary

for your caregivers to become a certified long-

term care worker and an opportunity to further

long-term care worker development.

Reimbursement for completion of training hours

for trainings that result in a certified long-term

care worker. Reimbursement of application and

testing fees to start the certification process.

What is it?

How does it work?

How can I apply? 

You can find more information and download the Pilot

Program applications under the Training section on our

website at

www.longtermcarefoundationwa.org/pilot-

program

Who can help me with this process?

For questions or additional information about the

Pilot Program, please contact Shereice Brown,

Workforce Development Manager. 

 

shereice@ltcfwa.org 

360-764-7438



Pilot Program Breakdown

Funding

Helps provide the funds necessary for your caregivers to become

certified long-term care workers

Qualifying

Only Medicaid-contracted adult family homes are eligible to

participate in the pilot program

Sponsoring

You may sponsor more than one individual

Applying

Simple application process 

www.longtermcarefoundationwa.org/pilot-program 

Please send Pilot Program applications to Zenaida Woosley-Almodovar, 

Workforce Development Specialist 

zenaida@ltcfwa.org



Pilot Program Updates

Application process

Your role as the provider

The caregiver’s role

Check-ins

Online applications coming soon



Questions?

Stay Connected!

www.longtermcarefoundationwa.org

@LTCFWA

info@ltcfwa.org


