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Hire Education: A Guide to Hiring 

Stock Plan Professionals 

Andrea Best, Ph.D., Stock & Option Solutions, Inc.

Carrie Kovac, CEP, CPA, Symantec Corporation

Disclaimer

• The following discussion and examples do not 
necessarily represent the official views of Stock & 
Option Solutions, Inc., or Symantec Corporation with 
respect to any of the issues addressed. 

• Moreover, this presentation and the views expressed 
by the individual presenters should not be relied on 
as legal, accounting, auditing, or tax advice. The 
outcome of any individual situation depends on the 
specific facts and circumstances in which the issue 
arises and on the interpretation of the relevant 
literature in effect at the time.
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Agenda

1. Importance of Hire Education

2. Company Culture

3. Job Analysis & Competencies Modeling

4. Job Descriptions & Postings

5. Candidate Identification

6. Candidate Assessment

7. “Take Aways”

8. Questions
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IMPORTANCE OF HIRE EDUCATION

“People are not your greatest asset—the right people are.  The wrong 
people are your greatest catastrophe.  Mediocre people are your 
greatest drain on resources.  We may all have equal value as human 
beings but we don’t all bring equal value to the workplace.” 

–Dave Anderson, President, LearnToLead an international sales and 
leadership training and consulting company  
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Unemployment Rate Declines
Finding Qualified Candidates is a Challenge
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Reference:  www.tradingeconomics, Bureau of Labor Statistics

Importance of Hire Education

• Equity Compensation field continues to 

evolve towards complexity

• Employing techniques in Hire Education are 

an investment in your department’s success

• The high cost of hiring the wrong person is 

3.5 times his/her annual salary

• Nearly half of hires fail!
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References:  

TKO Hiring!  Ten Knockout Strategies for Recruiting, Interviewing, and Hiring Great People , Dave Anderson

Hiring for Attitude, Mark Murphy
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Top 5 Reasons New Hires Fail

1. Coachability (26%)

2. Emotional Intelligence (23%)

3. Motivation (17%)

4. Temperament (15%)

5. Technical Competence (11%)

*89% of bad hires result from attitudinal issues

Reference:  Hiring for Attitude, Mark Murphy
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Top Characteristics of Low Performers

• Negativity

• Blaming Others

• Feelings of Entitlement 

• Lack of Initiative

• Procrastination

• Resisting Change

• Creating Drama for Attention

Reference:  Hiring for Attitude, Mark Murphy
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Hiring with Assessments

Traditional Hiring 

with 

No Assessments 

14% 

Success Rate

Traditional Hiring 

with 

Assessments 

75% 

Success Rate

Reference:  Michigan State University Study

COMPANY CULTURE
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Job Fit

• Power

• Personal Work Style

• Decision Making Latitude

• Management Style

• Work/Life Expectations

Reference:  “The Importance of Cultural Fit”, Bob Corlett
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Management Work Style

• Hands-on 

management or 

encourage 

independence?

• Written status reports 

or conversations?

• How does your work 

style compare?

• Look at past successes 

and failures

Reference: Institute for Management Excellence
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JOB ANALYSIS & COMPETENCIES 

MODELING

“Hiring people is an art, not a science, and resumes can't tell you 
whether someone will fit into a company's culture. When you realize 
you've made a mistake, you need to cut your losses and move on.” 

–Howard Schultz, Chairman and CEO of Starbucks 

Selecting a Soft Skills Assessment Tool

• 1. Begins with a Benchmark

• 2. Validated and Tested for Selection and 
Development?

• 3. Compliant with Legal Requirements and 
Professional Requirements 

• 4. Measure Multiple Areas

• 5. Includes Interviewing Questions for Training 
Hiring Managers

• 6. Facilitates Candidate Comparison

• 7. Includes Data with a Retention/Development 
Focus
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Selecting a Soft Skills Assessment Tool

• 1. Begins with a Benchmark

• 2. Validated and Tested for Selection and 
Development?

• 3. Compliant with Legal Requirements and 
Professional

• 4. Measure Multiple Areas

• 5. Includes Interviewing Questions for Training 
Hiring Managers

• 6. Facilitates Candidate Comparison

• 7. Includes Data with a Retention/Development 
Focus

Reference: XB Consulting 

and The Outsourcing 

Institute

Benchmarking the Job

*Defines the soft skills (competencies and attitudes) 
and problem solving skills required for superior 
performance in the job

• Identify the job to be benchmarked

• Identify Subject Matter Experts

• Identify Key Accountabilities, Competencies and 
Attributes

• Prioritize and weigh Key Accountabilities, 
Competencies, and Attributes

• Compare the personal talent to the job benchmark
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Reference: XB Consulting, Inc. and 

The  Outsourcing Institute
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Job Benchmarking Flow

Reference:  XB Consulting, Inc. and The Outsourcing Institute
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Sample Job Profile/Benchmark Report

Job Benchmarking

Reference:  

www.tradingeconomics, 

Reference: 

XB Consulting, Inc. and The 
Outsourcing Institute
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Sample Top Competencies
Benchmark Report 

Reference: XB Consulting, Inc.. and the 

Outsourcing Institute

Critical Thinking Attributes Sample

Job Benchmarking
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Reference:  XB Consulting, Inc. and The Outsourcing Institute
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Sample Values

Job Benchmarking 

Reference:  XB Consulting, Inc. and 

The Outsourcing Institute

JOB DESCRIPTIONS & POSTINGS
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Job Description Tips

• Focus on what the job needs to be today, not what 
the job was historically

• Define job tasks and qualifications before you start 
thinking about what special attributes will be needed

• A well-written job description is more than a list of 
the tasks and responsibilities, it reflects a sense of 
priorities and corporate culture 

• Whatever credentials you require must a have direct 
bearing on the candidate’s ability to become a top 
performer

• The job you describe must be truly doable
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Reference:  “How to Write a Job Description”, Judith Lindenberger

Job Posting Tips

• Include Salary Range

• Explain why your company is a great place to 

work

• Ensure the job title matches the job

• Provide details about the position

• Inform candidates about your willingness to 

sponsor visas or pay relocation costs

Reference:  “The 5 Characteristics of Highly Successful Job Postings - Tips for Effective Online Recruiting”, 

Mesia Quartano for LatPro.com
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CANDIDATE IDENTIFICATION
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Where to Look

• Referrals

• Job Posting Sites

• Social Media

• Use Your Network

• Passive Candidates
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Social Media

• Research Social Network Tools

• Leverage LinkedIn

• Employ Facebook

• Tweet new Job Opportunities

Reference:  “How to Use Social Media as a Recruiting Tool”,  Tiffany Black
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CANDIDATE ASSESSMENT

Experience Assessment

• It is important to prescreen as you can filter 
out unqualified candidates while gaining 
information about a candidate’s skills.

• There are several prescreening methods that 
you can use to identify the candidates whom 
you would like to spend your recruiting and 
hiring efforts.

– Resume Review

– Testing

– Telephone Screening

30
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Technical Skills Assessment

• Self- assessments

• Skills Testing

• Process Narratives
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Equity Compensation Skills 

Assessment Areas
• Candidate information

• CEP Status

• Salary Requirements

• Participant Populations

• Stock Plan Software

• Brokerage 
Providers/Systems

• Outsourcing 
Providers/Systems

• MS Office Skills

• Advanced Technical Skills

• Admin- Options

• Admin- ESPP

• Admin- Restricted 
Stock Units & Awards

• Admin- Taxation

• Admin- Legal Issues

• Admin- Special 
Projects

• Public Speaking

• Writing and 
Documentation 

32
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Sample Self-Assessment Tool
SOS Skills Rating Form

Sample Skills Testing Tool
SOS Equity Accounting Quiz
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Interviewing for Soft Skills & 

Problem Solving Skills with the Job 

Benchmark

• Situational Interview Questions

• Behavioral Interview Questions

• Emotional Intelligence (EQ)

• Retention/Development Focus 
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References:  

“Hiring for Emotional Intelligence” , Christina Bielaszka-DuVernay

“Situation Based Interviews and Situational Interview Questions”, Alison  Doyle

“What is a Behavioral Interview and Behavioral Interview Questions and Answers”, Alison Doyle

XB Consulting and The Outsourcing Institute

Candidate Assessment Leveraging Benchmark Sample
Job Benchmarking

Reference:  XB Consulting, Inc.  and The Outsourcing 

Institute
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Top Ten Interview Questions You Should Not Ask

1. Where were you born?

2. What is your native language?

3. Are you married?

4. Do you have children?

5. Do you plan to get pregnant?

6. How old are you?

7. What is your religion?

8. Do you have a disability?

9. Are you in the  Military?

10. Do you smoke or use alcohol?
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“Selling" the Job Realistically

Every step in the recruiting process is an opportunity to 

“sell” the job and your company:

• Well organized and planned selection process 

(from job description, to candidate selection, to 

hiring process)

• Set clear expectations for the candidates

• Be honest (and realistic) about the position

• Know your company and be able to sell it!
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Interview Prep for Interviewers 

• Important to leverage any internal resources in 

the interview process (HR, Legal and similar)

• Decide how you want to structure the process. 

• Consider providing an interview packet to all 

interviewers , which contains:

– the dates/times/locations of the interview

– The candidate’s resume

– A list of questions to ask or areas to focus on

– A copy of the job description
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References: How to Get Valuable 

Insight on Candidates

• Ask probing and thoughtful questions of the 
reference

• Start with a brief overview of the position and 
organization

• Ask the reference to explain the position and 
responsibilities that the candidate had at the 
company

• Ask why the candidate left and if they rehire the 
individual, if given the opportunity

• Treat the process as you would an interview and 
avoid illegal or inappropriate questions
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Reputation Assessment

• Leverage your network

• Check References

• Use LinkedIn

• Attend Conferences

• Check Message Boards

• CEP Status
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TAKEAWAYS

•Determine Company Culture 

•Consider Management Style

•Develop Benchmarking Tools

• Employee Attitude Matters 

•Interview for Soft Skills

•Develop Self-Assessment & Skills Tests

•Create Interview Package

•Use Social Media
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Carrie M. A. Kovac, CEP, CPA

Director, Finance

Accounting and Compliance

Office: (650) 527-6217

Carrie_Kovac@symantec.com

Contact Information

Andrea L. Best, Ph.D.

Director, People Solutions

6399 San Ignacio Avenue, Suite 100

San Jose, CA 95119 USA

Bus: (408) 979-8721

E-mail: abest@sos-team.com
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Questions?


