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Disclaimer

This presentation was produced under
U.S. Department of Education 

contract No. ED-ESE-14-D-0008
with Synergy Enterprises, Inc.

The views expressed herein do not necessarily
represent the positions or policies of

the U.S. Department of Education.

No official endorsement by the U.S. Department of Education of
any product, commodity, service, methodology, technique or 
enterprise mentioned here is intended or should be inferred.
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Using Zoom



Certificates

Will be provided for each 
day of the series and 
emailed to you within one 
week.



Identifying Talent: Monday, June 15

Recruiting and Hiring: Tuesday, June 16

Training and Developing Your Team: Wednesday, June 17

Retaining Staff: Thursday, June 18

1 p.m. ET

The Series



Today’s Documents



•Develop an effective interview and 
selection process to recruit qualified and 
competent candidates.

•Utilize Y4Y resources to assist with 
marketing open positions and conducting 
effective interviews.

Objectives



Recruiting Candidates

Identify Qualified Candidates

Interview Process

Extend an Offer



Identify Qualified Candidates

Vetting Process - Crucial Steps:

• Market the Position
• Rank Resumes
• Interview Candidates
• Check References
• Make an Offer
• Hire Staff



Which step do you have the most 
difficulty with?

Poll



Marketing Process

• Create a timeline.

• Develop a marketing strategy for job openings.

• Create and post flyers throughout the community.

• Post job descriptions online – social media, websites.

• Email partners.



Recruiting Timeline



Common Challenges and Solutions

Where to Recruit Quality Staff Members?

Schools

Local University Education Programs

Parents/Guardians/Families

Other



Common Challenges and Solutions

How to connect with potential candidates:

In-person networking

Flyers

LinkedIn

Employee referrals

Website

Professional and community organizations

Open House



How do you share your job descriptions?

How effective has this process been? 

Marketing Strategies



Special Guest

Zelda Spence
21st CCLC Project Director
Plainfield Public Schools

Plainfield, New Jersey

Program Details
- Grades 3-12
- Four (4) sites
- Serving 390 students 

total in afterschool/ 
348 for 30 days or 
more

- # of staff: 55-60



Recruiting Candidates

Identify Qualified Candidates

Interview Process

Extend an Offer



Interview Process

Job 
Descriptions 

posted

Resumes Interviews Offers



Resumes



Resume Ranking



1) Alex Academic

• Science Enrichment 
Teacher, Success Charter 
School (2015-Present)

• Lead Teacher, Little 
Learners Child Care 
Center (2013-2015)

• Teacher Assistant, 
YMCA (2007-2013)

• A.A. Early Childhood 
Development, July 2007 

2) Brooklyn Bilingual

• 4-H Afterschool 
Educator, Pendleton 
University (2017-
Present)

• Summer Program 
Leader, Young Einsteins 
(2016-2017)

• Afterschool Teacher, 
Great Lakes Montessori 
School (2015-2017)

• B.A. Elementary 
Education, May 2015

3) Carlos Cognition

• Youth Counselor, 
Eastern Family Services 
(2019-Present)

• Family Advocate, Hill 
Valley Children’s Center 
(2018-2019)

• A.A. Psychology, May 
2018



Phone Screens

What’s one question you would ask?

What answer would you hope for?



Interviews



Scenario-Based Questioning

❖ Candidate is asked to respond or react to 
a scenario

❖ Provides insight into the presence of 
core skills and competencies



Tell me a little more about your current 
position.

Scenario-Based Question One

Yes No



Describe a time when a student defied your 
instructions. What did you do to defuse the 

situation?

Scenario-Based Question Two

Yes No



Take me through the process you’ve used for 
identifying, engaging, implementing and 

sustaining a partnership for your program. 

Scenario-Based Question #3

Yes No



What would you do if a student behaved 
inappropriately?

Scenario-Based Question #4

Yes No



Special Guest

Zelda Spence
21st CCLC Project Director
Plainfield Public Schools

Plainfield, New Jersey



Interview Process



Reference Form/Survey



Common Recruiting Challenges

Add another round of interviews or a 
15-minute student-based activity.

What other strategies 
have you utilized?



Recruiting Candidates

Identify Qualified Candidates

Interview Process

Extend an Offer



Extend Formal Offer to Candidate

Position title

Rate of pay

Start date

Work schedule

Cycle of employment

Any benefits included with the position 



New Hire Paperwork

W-4 Form

Form I-9 
(Employee 
Eligibility 

Verification)

Emergency 
Contact 

Information 
Form

Copies of 
Qualifications 

(Degrees/ 
Transcripts 

and/or 
Certifications)



Tools & Resources 



Trainings to Go



Questions



Identifying Talent: Monday, June 15

Recruiting and Hiring: Tuesday, June 16

Training and Developing Your Team: Wednesday, June 17

Retaining Staff: Thursday, June 18

1 p.m. ET

The Series



https://y4y.ed.gov/



Contact

Visit y4y.ed.gov

y4ywebinars@seiservices.com


