
	Training Item
	Who doing
	When booked

	Hubstaff:
· Show how to track time
· How to create the report
· What to send to Charlotte on a Monday morning
	Irina & Training video
	1st Day

	Candidate Profiles & Headhunting approaches:
· Who is a good, ok and bad candidates
· What type of candidate backgrounds we look for
· What candidate we don’t work with
· What questions to ask
· LinkedIn (inc. Interesting Views, Profile looks, Work anniversaries, Promotions etc.), Whats App, Text Us, Hintro’s & Facebook 
	Dualta & Training video
	1st Day

	Types of messages sent:
· Examples of headhunting messages sent 
· What has worked and what has not
· Messaging sequence (Connect, thanks for accepting, then headhunting/podcast messages, join our facebook group etc.)
· Role specific messages
	Irina & Document
	1st Day

	Sourcing: 
· Running searches on LinkedIn
· Viewed profile looks
· Commenters and people engaging
· Companies like 
· University searches
· Headhunt companies
	Charlotte
	1st week

	Key Performance Indicators (KPI’s):
· Messaging numbers
· Calls booked 
	Charlotte
	1st week

	Team Breakdown and Accountabilities: 
· Focus areas for them 
· Mine, Dualta and the rest of the teams roles
	Charlotte
	1st week

	Loxo (provide log in details):
· How to create a job and just 1 per client (and explain why)
· How to create a candidate
· How to create a client
· What sort of information to log
· How to change the status of a candidate 
· Attaching candidate resumes
· Terms of business
	Andreea / Vincere training team
	1st week

	Technologies:
· LinkedIn helper
· Sales SQL
· LinkedIn Recruiter if applicable
	Charlotte / training videos
	2nd week

	Social Media & LinkedIn engagement:
· Follow us on Facebook, Instagram, Twitter, LinkedIn & You Tube
· Share, like and comment
· Get engaged with the conversation
· Join relevant groups on LinkedIn & Facebook and be active
	Dualta
	1st month

	Marketing:
· What information to send re. creation of Canva Images for job posts/location promotion
· How you can best help Georgiana/Marketing to do her thing
· Posting one video a week on engaging content 
	Georgiana
	1st month

	Hinterview & Hintro:
· Take through the system
· Show how to use Hinterview 
· Show how to use Hintro
· Create Hintro’s – Thanks for connecting, job specific, here’s a link to our podcast etc.
	Irina
	2nd month

	Candidate Management & Post Placement Management:
· Take through Candidate process flow chart
· Spec Profile Template
· Terms of Business
· Aggressively book interviews/follow up specs out
· Whatsapp/Email
· Diary coordination of post placement follow ups and management of this
· Diary coordination of old spec’s – chase pre 12 months before ownership up
	Charlotte
	3rd month

	Interview Scheduling & PRS Tracker:
· How to use the tracker and what information to include
· Who need’s to be cc’d in on the email and diary invites
· How to chase for interview confirmations and feedback
· Roughly how many stages to expect
· Using Whatsapp and emails
· Interview confirmation email template
· Diary invites and what to include
	Irina
	3rd month

	Business development activities:
· Market Mapping – LinkedIn & Job Boards
· Spec’ing to new clients
· Approaching to be on the Podcast
· Participating in zoom calls with new clients
	Dualta 
	4th month

	Terms of Business & Docusign (provide login details):
· To discuss our standard term of business (20%, 3 month guarantee, 14 day payment terms)
· Show how to amend terms in word for when speccing
· Show how to amend terms in Docusign and send to clients
· Show how to attach any PDF’s to Google drive 
	Andreea
	4th month

	Initial Hinterview/Phone Interviews:
· Listen in on candidate interviews Dualta does for candidates
· Dualta to listen in on the interviews and provide feedback
	Dualta / Cloudcall or VOIP recorded calls
	5th month



