
HIRING
HANDBOOK
5 Steps to Hiring Hourly Employees



How do I get more quality candidates? 

Why am I not getting any applicant traffic? 

How do I keep onboarding easy for my managers? 

How quickly can I hire a new employee? 

How do I stay compliant? 

With over 10 years of experience helping franchisees with paperless

hiring we put together the top minds on the Efficient Hire team to

bring you a simple handbook to make hiring easier. 

These minds have helped over 2,000 customers hire over 6.6 million

new employees. They have guided customers just like you through

hiring needs, onboarding new employees, training location

managers, and staying in compliance. Over the years the same

problems popped up surrounding hiring hourly employees. This

issue is even more problematic in today's economic climate. This

handbook is filled with simple and easy solutions to the top 5

common problems when hiring hourly workers.  
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1STEP ONE
Finding Quality Candidates 

The truth is, there are multiple
components involved in finding quality
candidates. The top 3 reasons our
clients aren’t finding quality candidates
online are because of their job listing
content, time of contact, and their
recruiting funnel. If one of these three
components isn’t optimized, you will
get a slow candidate flow. 

Why Your Job Posting Matters

Your job posting is not only the first
impression to the applicants, but the
way you write your job posting content
will affect how the job boards rank the
posting in their systems. Job boards
have their own internal algorithms to
determine which job postings will
perform the best with their viewers. If
you know how to speak the algorithm's
language, then the job boards are
more likely to show your posting to
more applicants.

HOW TO WRITE AN ALGORITHM
WORTHY JOB POSTING

Job Title

The first step is to get specific with your
job title. Having a highly targeted title
that uses the right keywords is one of
the most important parts of telling the
search engines and job boards what
the job is. For example, instead of
saying “Dough Roller” or “Pizza Maker,”
try “Shift Lead” and “Store Customer
Service Rep.” Titles with 1-3 keywords
outperform those with longer 6-10
keywords titles. Another tip is not to
abbreviate words. For example, use
Senior instead of Sr. as the algorithms
can’t recognize abbreviations. 

Job Description

The next step is to craft a compelling
job description that accurately outlines
the core responsibilities and highlights
day-to-day activities. Open with a
strong company overview containing
straightforward details that tell a job
seeker why they want to work for you.
Do you have great benefits? Paid time
off? Tuition reimbursement? Flexible
Schedules? It is important to list these
benefits as attention grabbers at the
top of the job listing. Your job post has
a 22% higher application rate by listing
one or more benefits.



According to Indeed, one of the
largest job boards on the market,
job descriptions should not exceed
2,000 characters but should be
more than 700 characters.
Descriptions that stay within that
character range receive 30% more
applications. 

Job Details

The last step before publishing
your job is to include the other
essential components such as job
location, compensation, required
experience, any physical demands,
and skills. It is also important to
note that more than 60% of
applicants apply on their mobile
phones. Therefore, keep the
language simple and easy to read.

KEY TAKEAWAYS

Craft a specific job title in 1-3
keywords

Benefits listed at the top of a job
description

700-2,000 Character job
descriptions

Include job location,
compensation, and high-value
propositions



2STEP TWO
Engaging with Candidates

Speed-to-hire

The second biggest problem our team
has noticed over the years is speed-to-
hire. Now that you have completed
your job posting, you will start to get
quality candidates. Clients who reach
out to applicants within 24 hours are 5
times more likely to hire than clients
who took 2-3 days longer to reach out.
Understanding that the hourly
workforce prefer immediate
engagement during the hiring
process, will increase your applicant
flow. We live in an economic climate
where candidates don’t have to
compete for an opportunity. Therefore,
being quick to the first point of
contact will increase your hiring rate.

When hiring new talent, an applicant
tracking system (ATS) will aid in
responding quickly via immediate
notifications, test message responses,
email outreach, and internal
communication to managers.

Text Messaging

Using text messaging systems to
engage with applicants further
enhances your instantaneous
response. 

Why? 

Text messages encourage
applicants to respond quicker. 

On average, it takes people 90
seconds to respond to a text
message compared to 90 minutes
for an email. Furthermore, the
response rate for texts is about 45%,
whereas, with email
correspondence, the chance of
response further reduces down to
6%. (Source: Business 2 Community)

It is critical to communicate directly
to applicants them in a way that
makes it easy for them to engage,
respond and ultimately get hired.

https://www.business2community.com/infographics/email-marketing-vs-sms-marketing-stats-infographic-02021390


Scheduling & Interviewing

Once the initial engagement has
happened via text message, you can
work to schedule their interview in
whatever way is convenient to you. 

Since they have familiarized themselves
with your job and wish to interview, you
can consider doing this via a phone call
as they are more likely to accept the call
now that they know it’s regarding the
job they are interested in. 

Nonetheless, text messages still play a
vital role as you can use them to remind
candidates a day (or an hour) before
their scheduled interview. 

This will help increase the attendance
rate and decrease the chance of a no-
show candidate. 

TIPS FOR SCHEDULING INTERVIEWS

Be flexible

A candidate may need to drop out of
the interview process if you’re offering
zero flexibility on the time you meet.
Remain flexible and open about when
and how you’d like to conduct the
interview. 

Allow the candidate to book their
own time

To keep this flexibility, it’s helpful to
allow candidates to pick a suitable
time from a schedule. This will
empower them during the process
rather than force them to meet at a
time that doesn’t work. 
Send reminders: This doesn’t mean
you need to bombard them with
messages.

However, a gentle reminder is helpful
to avoid no-shows or growing
frustrations from you or your hiring
manager. 



TIPS FOR THE INTERVIEW

Be prepared

Make sure you understand what
you’re seeking to learn about your
candidate and structure your
questions to gather that information. 

Allow them to speak

If you control the interview, you won’t
learn the details you need to gain
about your candidate. So instead,
leave enough space for them to fill the
silent gaps. This will encourage them
to speak more so that you can
understand if they are the right match
for your needs. 

Watch for nonverbal signals

Sometimes, the greatest things you
can learn about a person is through
the things they do rather than the
words they say. Keep an eye on body
language, courtesies, professionalism,
and manners, as this will tell you a lot
about your potential candidate. 

Speed up your response time 

Use text messages to
communicate 

Send reminders before an
interview 

Be flexible, and allow candidates
to schedule a time that works for
them

Be attentive to verbal and
nonverbal communication in
interviews

KEY TAKEAWAYS



3STEP THREE
Onboarding

Why is onboarding important? 

No matter what role you’re trying to
fill, you must have an onboarding
period, whether an hour, a day or a
month. This is when you train your
new hire about company policy,
expectations, rules, regulations, etc.
Once you’ve gone through a thorough
onboarding process, you can feel
secure knowing that you’ve done all
you can; the rest is up to your new staff
member. 

Onboarding is a huge part of the
market today, and staff expects to
have some run-through before they
get to work. This is part of what will
build their confidence to do the job to
your satisfaction, reducing errors in
every step of the process. If you didn’t
tell them the ins and outs of your
business and what you expect from
them, how can they know? 

Training and orientation

Beyond initial onboarding, it’s helpful
to schedule a training and orientation
period. Make sure you match your new
hire with an accomplished team
member who does their job to a high
standard. That way, they can learn
good habits from the start. During the
training process, try to break it into
milestones that you can tick off along
the way. This makes it easier for you
and your new hire to know what they
have yet to learn.

Reduces the company’s tax bill by
up to $9,600 per qualified
employee
No limit to the number of eligible
individuals you hire and can claim
for tax credit
Free up tax savings for use with
other company programs

What is WOTC?

The Work Opportunity Tax Credit
(WOTC) is a federal tax credit for
employers who hire and retain
individuals with significant barriers to
employment, such as Veterans, long-
term unemployed, felons, and others
on State assistance programs like
SNAP, TANF, & SSI. This program has
helped a multitude of our clients save
thousands of dollars per eligible
employee. Most applicant tracking
systems (ATS) have an option that
automatically screens new employees
during onboarding for WOTC
eligibility.

WOTC Program Benefits

The WOTC program incentivizes
workplace diversity and facilitates an
excellent job for workers. By hiring an
individual who is WOTC eligible,
employers not only provide a job
opportunity, but can gain a thankful
and loyal employee who stays longer.



However, when you can encourage
them to go above and beyond through
the promise of gifts, gift cards, staff fun
days, and anything else that would fit
your culture, you will boost the
performance, attendance, and
engagement you receive across your
company. Again, it doesn't need to be
a big gesture, but it should be big
enough to motivate people. 

Care for your company culture

Recognize and motivate your
employees

Provide incentives and
recognitions for a job well
done

4STEP FOUR
Retention

Culture 

Find quality candidates that attribute
value to the company. People are
influenced by their environment, so to
ensure a productive and positive
company culture, it starts with
amazing people. It is proven that
employees hired due to culture fit
tend to stay longer and are happier in
their roles. Our current clients have
had tremendous success by
implementing a referral system
encouraging current employees to
refer open positions to their friends.

Employee Recognition

People enjoy being recognized for
their efforts; this is engrained into our
psychology. Therefore, it is important
to acknowledge an employee's hard
work, birthday, or work anniversary. It
doesn't have to be a big gesture but
enough for the employee to feel a part
of something bigger than themselves. 

Incentives

Incentives help to drive your
workforce. If you're seeking to increase
your location's performance, enhance
team efforts, and, overall, up your
bottom line, incentives can be a simple
way to achieve this. Of course,
employees expect to be paid their
monthly wages. 

KEY TAKEAWAYS



5STEP FIVE
Stay Compliant

Before we dig into the details of rules
and regulations, the main reason we
are calling attention to compliance is
to save you money and time as a
franchisee. Compliance, at times, is
seen as an afterthought or as a task
pushed down the road for when the
deadlines hit. 

Modern-day technology will aid your
managers with self-guided processes
that limit the number of errors, time,
and tasks in their day-to-day work. This
will save you money by preventing
fines, and time by not needing to
micromanage your location managers. 

ACA Compliance Management

The IRS requires employers who are
considered Applicable Large
Employers (ALE’s) to comply with the
Affordable Care Act (ACA) rules - the
IRS has no *Statute of Limitations on
the assessment of Fines and Penalties!
Applicable large employers –
employers with 50 or more full-time
employees, must offer affordable
health insurance, provide minimum
value, offer to at least 95% of their full-
time employees and their dependents,
or be subject to penalties. ALEs must
report to the IRS information about
health insurance coverage offered to
its full-time employees (and their
dependents). ALEs are required to
report to the IRS, as well as to their full-
time employees, regardless of whether
the ALE offers health insurance
coverage. 

1095-C: Employer-Provided Health
Insurance Offer and Coverage 

Filed with the IRS, and 
Furnished to employees

1094-C: Transmittal of Employer-
Provided Health Insurance Offer
and Coverage Information Returns 

Filed with the IRS to
accompany Form 1095-Cs

To the IRS:
Paper Returns 
Electronic Returns 

ALEs that file 250 or more
1095-Cs are required to file
electronically through the
AIR Program (ACA
Information Returns)

To Employees: 
Paper by mail 1095-Cs 
Electronic 1095-Cs

January 31
1095-C to Employees 

February 28
Paper Returns to IRS 
(1094-C & 1095-C)

April 1
Electronic Returns to IRS 
(1094-C & 1095-C)

In short, you must report your health
insurance coverage or non-coverage
to the IRS, or you will get fined. 

HOW TO STAY ACA COMPLIANT

Required Forms

How to Report

IRS Deadlines



I9 Compliance Management

An I-9 form is used for verifying the
identity and employment
authorization of individuals hired for
employment in the United States. All
US employers must ensure proper
completion of Form I-9 for each
individual they hire for employment in
the United States, including citizens
and non-citizens. Employees and
employers must complete the form,
and an employee must attest to their
employment authorization. The I-9
must be completed within 3 days of
the employees' start date. The
employee is required to present valid
documents of employment eligibility
and identity, the employer examines
and attests to their appearance of
authenticity. It is important to comply
with the regulations, and just one error
on an I9 form can cost thousands of
dollars in fines. This is where an
electronic ATS can help streamline this
process and prevent errors from
occurring. 

Utilize technology to prevent
errors during form fills

Keep track of due dates with
required ACA forms

Self-audit I-9 forms before
submitting

Using a manual process causes a 90%
probability of at least one error on
every I-9 form. If you have multiple
locations keeping all your forms,
managers, and onboarding process
organized will put time back into your
pocket. 

When talking about I-9's it is pertinent
to mention audits. By law, employers
are provided with at least 3 business
days to produce the I-9 Forms. Often,
ICE will request the employer provide
supporting documentation, which
may include a copy of the payroll, list
of current employees, Articles of
Incorporation, & business licenses.

When technical or procedural
violations are found, an employer is
given ten business days to make
corrections. An employer may receive
a monetary fine for all substantive and
uncorrected technical violations.

KEY TAKEAWAYS



REQUEST DEMO

WE MAKE
HIRING EASIER
At Efficient Hire, we strive to make hiring easy & fast for managers while
ensuring consistent and compliant execution of your company's hiring
process.  

READY TO LEARN MORE?
Sign up for your demo today!

(800)859-7479

sales@efficienthire.com

https://www.efficienthire.com/request-demo/

