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An introduction from

Julien Gibert

Senior Executive Director, Michael Page

Nicolai Mikkelsen
Executive Director, Michael Page

There is little doubt that we are living in unprecedented times, as the world adapts to the complex
human and economic realities of the coronavirus outbreak. First and foremost, it is important

to underline that as a business, Michael Page is following Government advice and taking every
precaution to ensure that the health and safety of our clients, candidates and our own people are
paramount.

Whilst it is natural that there may be some level of uncertainty over your plans for hiring at the
moment, it is our firm belief that recruiting top talent is still the best way to future-proof and grow
your business. We also recognise that the established process for recruiting new members of staff,
particularly meeting face-to-face for interviews, needs to adapt quickly with the times. This is the
moment for video technology to truly come to the fore.

On the following pages we will break down each stage of how to recruit remotely,
explaining how to source, assess and then embed top talent into your team using our
leading-edge technology, access to comprehensive market data, and over 40 years of
recruitment expertise.

Internally at Michael Page, we have already adapted our key business functions to new ways of
working, transitioning to home working and activating our suite of digital tools to ensure that our
operations continue to run smoothly. Our consultants are available through email, landline, mobile,
and video to assist you in all of your recruitment needs. You can also get in touch with us and
request a call back by clicking here.

Above all else, we wish you and those close to you good health at this challenging time.

Yours sincerely,

Julien Gibert, Senior Executive Director &
Nicolai Mikkelsen, Executive Director Michael Page Switzerland



https://www.michaelpage.ch/contact-us

Recruiting remotely

It’s all about the right technology, processes and know how

There can be no doubt that within a few short weeks, the global health emergency has already
fundamentally changed how the world does business. This is an unprecedented situation and
evolution of processes and adaption of approach is going to be key across all areas of commerce.
Although many companies will have had contingency plans in place for such situations, it is clear
that there are many unknowns, and professionals at all levels are learning as they go.

It is important to remember that before the outbreak, the hiring process was already fundamentally
evolving due to the huge acceleration in recruitment technology. In recent years at Michael Page,
for example, we have been incorporating video technology, such as Skype and Not Hinterview,
into our recruitment processes, allowing us to speed up the interview process for clients and
candidates.

In this guide we will break down the process step-by-step and offer helpful tips and
advice from our consultants.




Step 1

Attracting the right talent

How to adapt your recruitment strategies

Remember: Your company brand remains the most
important factor

Whilst the global health emergency is clearly necessitating change in a number of key areas of
the recruitment process, one fundamental that will always remain the same is that your company
brand is a key first step in attracting top talent. There are so many factors that come into play
when a candidate is considering applying for a role, so it is crucial to ensure you effectively

manage your controllables. Hiring the right people starts long before the offer stage of the
recruitment process — it begins with your brand.

There are five things that make businesses stand out to top
talent: culture; development; flexibility; salary and benefits
packages; and reputation.

Julien Gibert, Senior Executive Director, Michael Page

Today’s candidates are very proactive when it comes to thoroughly assessing the opportunities
available to them. Gone are the days when salary was the prime factor that an individual would
consider when looking at opportunities. More than ever, the best talent is looking for a company that
will not only help them achieve their career goals, but also align with their personal values and beliefs.




Scrutinise your employee value proposition (EVP)

Your employee value proposition L)
is a great way to showcase why .
professionals should want to join your

team. A key starting point in developing
and improving your EVP is to properly

identify what it is that you want it to say
and do for you. H

What is your culture?

&y \Vhy do employees enjoy working
& foryou?

What can you offer in terms of benefits,
flexibility, training and development?

These questions are important to answer and outline in your EVP before you share it with the wider
business and potential employees. Your EVP should be unique to your business and if it is a true
reflection of what it is like to work in your company, it will attract the right talent.
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Five ways to better promote your brand

1 Have a clearly defined mission, purpose, and set of values

Invest time into creating a brand overview which provides insight into the company values and
ambitions. Showcase the company background and culture, and ensure that they are available
to candidates. Where professionals are bought into your mission, purpose, and set of values, the
opportunities to work for your brand are consequently more appealing to this talent.

2 Share your company journey and goals

Regardless of where your business is or how well you are doing against your targets, if you are
clearly communicating how you are overcoming challenges and share your overall journey and
goals, professionals will be more bought into your organisation.

3 Mirror your external comms internally

Your employee value proposition will fail if the feedback from your current employees is misaligned
to the brand and culture you are selling externally. Communicate clearly that the company is
engaged with employees and is actively making changes to ensure they are happy and engaged in
their roles.

4 Invest in quality external contact points

The way people interact with your website, social media, job descriptions, and even your interview
processes are key in setting the right tone and messaging. The best talent will explore these and
use them to scope what it is like to work for your company.

5 Promote a clear value proposition

How well does your value proposition sell your products or services? It is key that your value
proposition demonstrates your understanding of the customer through clear selling points. The
stronger your value proposition and the better you highlight the qualities you offer, the more
appealing your company is.
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How to write a great job description

To appeal to top talent in today’s market, it is important for businesses to tell a story.
Employers must move past the traditional process of simply talking about the job. It is
important that you understand the need to sell your long-term strategy. A great job description
can play a key role in this process.
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Many of the markets we recruit in are still incredibly skill
and talent short, and therefore, your brand, advert, and job
description must differentiate you from the other options
candidates have available to them.

Nicolai Mikkelsen, Executive Director, Michael Page

A well-written job description is invaluable. It is important that this is brought to life so that
any potential candidate can imagine working for your company, understand the benefits of
applying, and really buy into the culture and the company’s purpose.

When reading a job description, candidates want to know:

What does the organisation do?

What is the purpose and mission?

What does the business want to achieve

and how?

Where is the business function or company

on its journey?

How does the role fit into this journey?

How is the culture described?

Are there role models in the business?




Step 2

Assessing CVs and covering letters

Do applicants have the right skills and competencies?

In any recruitment process, the CVs and covering letters that you receive from candidates for
a role form the foundation of your shortlist and provide the first insight into your potential new
employee or employees.

What to look for in a CV

When hiring for a permanent role it is important to consider the following:
Do they have a fluid CV? Has their career progressed up a level
after each role they have held?

If there has been a sign of stagnation in the CV history? This may not be a good sign for a
progressive role unless there is a valid reason.

CVs need to be reviewed in line with the objective of the role. For
example, if you are looking to recruit a progressive role, with the
expectation that the candidate will develop quickly, you should
focus on their career journey so far.

Julien Gibert, Senior Executive Director, Michael Page

If you are looking to bring in someone for their unique skill set it is likely to be a sideways move for
the candidate, so look at:

@ The experience If they utilised the @ The length of time
have they skills you are they have been in their
\ demonstrated \ looking for \ current role

When recruiting temp roles, some businesses are put off by CVs that show multiple roles
including shorter-term contracts. However, this is not a negative for a temp role. Moves from one
contract to another with no gaps suggest that they have completed the role successfully and are
good enough to move straight into another role.




It is important to remember that the CV is a first introduction to a candidate and these should be

explored further at the interview stage.

How to quickly identify a good CV

When first assessing a CV, use the below checklist to identify whether the CV you are reviewing is

a likely match for your role.

Basics

A clear and presentable format

Key achievements throughout
their career

Previous experience of similar
markets worked in

Transferable skills

Time spent in previous roles

Professional training courses
and qualifications

Performance against targets
and results

If the fundamentals are right, it is key
Consider | to ask the following questions

Do they have key skKills that can be
applied in the role?

Do they have a unique skill set that
you would like to bring in?

Have they worked with a similar client base?

Have they used similar products,
systems, and processes?

Have they impacted change in other
organisations?

How qualified are they for the position?

Were they successful in their previous
roles?

10




Step 3 A

Utilising video technology for interviewing

Adapt your approach to communicate with candidates remotely

One of the most fundamental shifts in the recruitment process as a result of the global health
emergency is a pivot towards the utilisation of video technology to conduct interviews. At Michael
Page, we have been utilising video technology for a number of years, allowing us to assess multiple
candidates for roles remotely.

However, with the Government’s social distancing guidelines stating that people should avoid
unnecessary in-person contact and isolate their households, there is now a need to use video
interviewing for all stages of the process, whether this is one, two, or even three stages.

So, how do you do this successfully?

n Widen your technology options

There are numerous options in the market for video calls, including Zoom, Skype, and Microsoft Teams
to name but three. Rather than adopt one platform over the other, it is worth having access to as many
as possible, given that not all professionals will have access to the same platforms themselves. If your
company does not already have a preferred video technology provider, speak to your IT team as soon
as possible. This is important as you will need to ensure that the platform(s) you adopt are compliant
with your internal IT security and can be configured for use on your remote cloud systems.




E Adapt your interviewing approach

Even the most experienced hiring manager will need to adapt their approach to interviewing when
pivoting to a remote model.

Although many of the video interviewing platforms generally offer good visual and audio
quality, it will never completely replicate being in the same room as someone, reacting to
facial and body language cues and building rapport.

While you should be cognisant of the limitations of video interviewing, try not to see it as too much of
a barrier. An interview should run in much the same way as it would in person, allowing you to cover
off the fundamentals around assessing competencies and asking questions on experience and team
fit. Do not be afraid to incorporate an element of informal conversation, just as you would in person to
break the ice and get to know a bit more about the candidate’s personality.

Ask questions about remote working

One of the key questions to ask is how the candidate would feel about working remotely for the

initial period of their employment, until Government restrictions on social distancing have been lifted.
They may even have examples of how they have been approaching this in their current role or have
experience of flexible or dynamic working where homeworking was offered by an employer. Of course,
a lack of experience of home working should never be a deal-breaker when hiring a candidate, but it is
important to understand how a prospective employee would approach this in their new role.
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Top tips for video interviewing

E Power, connection, and your device

It may seem obvious, but if you are using a laptop make sure that it is properly charged or plugged
in throughout the interview. You do not want to get cut off in the middle of your conversation. Make
sure you choose a location with a reliable internet connection too. Laptops and desktops are
preferable to tablets and mobile phones, although be aware that not all candidates have access to
every type of technology — so do not be afraid to adapt to interviewing on a smaller device if need

Light, background, and what to wear

bo| ¥

Try to arrange your space so that there is a good source of natural lighting. Otherwise, ensure you
have strong lights overhead and slightly behind. Shadows can make you look strange and your
interviewees will want to see you clearly. A plain, light-coloured background is best. Avoid setting
up in front of your feature wallpaper, bookcases, or posters.

Treat the video interview in the same way as you would a normal interview. Do not dress down in a

t-shirt and jeans just because you are not in a formal setting. You need to look as professional and
put together as you would if you were meeting face-to-face.

Distractions

You need to be away from all distractions when you sit down to conduct an interview. Choose a
quiet room somewhere and make sure that any people who are around are aware that you should
not be interrupted.

Camera

Make sure your camera is set in line with your eyes. If it is too high, your interviewees will see the
top of your head and if it is too low your face will be distorted. You want them to be able to see
your head and shoulders clearly, so do not sit too close or too far from the camera.

During the interview, do not make the mistake of looking at the person on the screen. Yes, when
they are speaking to you, you should be picking up on body language signals, but when you are
asking questions, try to look into the camera.

Pause before speaking

Often on camera, there is a delay. Like on news broadcasts, it is a good idea to wait a few seconds
before responding to a question in case there is a delay. You do not want a situation where you
accidentally end up cutting off your interviewee mid-sentence.

—
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Since the Government’s
social distancing measures
were introduced in March,
many of our clients have
lbeen adopting video tools
to continue processes.
We can help with this,
particularly during the
earlier filtering

stages. Some

companies have

also expedited

the decision-

making process,

by foregoing or
shortening the

final senior

stakeholder

interview — providing the
hiring manager is confident
enough in the candidate.

This is a terrible situation
but it’s also an opportunity
for organisations to start
moving with technology
and utilising it for the future.
Some companies have
been working like this
for years — dynamic
working attracts
dynamic talent.
Law is one of the
most ‘traditional’
professions and
could do with a
shakeup. Maybe
this is what we
need to get the
profession to
embrace technology and
adapt their businesses
and recruitment processes
going forward.

Julien Gibert, Scnior Executive Director, Michael Page Switzerland




Step 4 A

Making a strong offer to secure top talent

More than ever, it is about much more than money

When competition for top talent is fierce, it is important to secure the people you want through a
strong offer. However, what comprises a great offer to one person, may not necessarily appeal
to another. This makes it difficult when competing for top talent, particularly in markets that are
candidate short. This is where the salary vs benefit debate often arises.

Enthusiasm and positivity are so important when making a job offer.

Julien Gibert, Senior Executive Director, Michael Page

Salary

If you like a candidate, it is key to
ensure that you are assessing their

skill set and experience against the
market rate. It is rare for a candidate to
accept an offer purely based on salary,
but their requirements will depend

on what stage they are at in their life
and other personal circumstances.
However, if you start with an offer

that is too low, you risk losing that
candidate to a competitor. Check out
our comprehensive for
more details on average salaries for key
roles across our sectors.

Benefits

What really makes an offer stand out
are the benefits highlighted in addition
to the salary. Particularly if there is a
comprehensive list of both core benefits
and unique benefits offered. Typically,
this might include dynamic and flexible
working policies, days off on birthdays,
or cycle to work schemes to name

a few. In the current climate, you will
need to review these benefits in light
of the fact that the role may need to
be performed from home for many
weeks or months. It could be that
some of these benefits come into play
once Government restrictions are lifted
and the working population returns to
offices and begin commuting again.



https://www.michaelpage.ch/news-and-research-centre/studies/our-salary-factsheets

Make a great offer: Four steps

| swmmarise

Following the decision that you would like to offer the role, summarise why they have been selected
as the preferred candidate. Additionally, run through the reasons the role fits the candidate’s needs
and why. Reinforce that your role is right for them.

2 cofrm ]

Once you have given a summary, confirm how the candidate is feeling about the process and the
experience they have had with the company. Ensure that the reasons they want to change jobs in the
first place still stand and that this role meets their needs.

8 petats ]

Next, run through the details of the offer including the role and responsibilities, reporting structure, and
how the professional will directly contribute to the organisation’s wider goals and objectives.

Finally, share the full salary and benefits package with the candidate including base salary and the
monetary values of the benefits on offer. If possible, visualise this in way that reiterates the full value
rather than focusing purely on the base salary.

Total salary and benefits package of an ‘

Area Sales Manager 189°'700.-

The most successful

Expenses Expenses Home Office: companies | work with offer
CHF 6’000.- CHF 1’800.-

Equipment a pie chart, which shows a
:::eunstial :;“p‘t't’:':’ cte breakdown of the monetary
CHF 40°000.- CHE 50’0._ Bl value of every part of the
offer. This demonstrates to
c candidates how highly valued
ar
allowance they are as the investment is
CHF 21°400.- significantly higher than their

basic salary.

Nicolai Mikkelsen
Base salary Executive Director,

CHF 120°000.- Michael Page




Step 5 A

Adapting your onboarding to a remote process

It is still very possible to give a new employee a flying start remotely

Conduct pre-boarding

This step can sometimes be missed, but is ever-more important when onboarding someone remotely.
It all comes down to one key question: what do you want your new employee to do on their first day?
A welcome email should be sent to your new starter a week or two before they begin their new role
to tell them just this. It should set out the itinerary for the first few weeks, day one to five, grouped into
morning and afternoon. This will give the employee a mental prep about what to expect once they
commence their employment.

The email should also provide details for a point of contact, their line manager or HR, in case the new
starter has any initial questions. Also, guide them through your digital learning platform if you have
one. And, if possible, assign a work buddy or mentor to the new starter to help them through those
early stages of their tenure. As well as providing a wealth of knowledge, mentors can play a key part
in aiding a new starter’s personal and professional growth. Work buddies will be fundamental to new
starter’s support network when learning to navigate their way around their new environment, so it’s
worth arranging this at this stage.

Send your company handbook, or provide links to key areas of the business, preferably ones that are
directly related to the role. This will help them to become immersed within the business culture, vision,
and values.

Set up tech

With the pre-boarding phase complete, make sure that your new employee is set up to work remotely.
Are you going to provide them with a work laptop and phone or will they need to source this themselves?
It is important to be clear on details like this from the outset. You should also check that they have a
suitable workspace and access to a reliable internet connection. If possible, let them have access to a
team or an individual within [T that can offer dedicated support during the early part of the onboarding
process. This can be structured as a set of meetings or in the shape of a dedicated online portal. Finally,
company security is a necessity, So make sure the new starter is clear with the [T policies and logs on
through a secured VPN network.

Establish clear lines of communication

Some new starters may be working in their environment alone and feel cut off without regular
communication. This is especially pertinent given they are unlikely to have met many of their colleagues

in person, other than perhaps during the hiring process. For this reason, it is essential to set up a series

of video/phone calls with key people in the business in their first few days. There are a range of good

tools to use from Microsoft Teams, Zoom and Skype, to name a few. This will help the new starter get a
better understanding of how their role fits into the wider business strategy and help them build stronger
relationships. 17



Schedule regular check-ins

It is always good practice to check in with a new starter regularly, but this is even more pertinent
when onboarding someone remotely. In fact, it may well be that these will need to be even more
frequent than if you were inducting someone in a physical location with other team members present.
It is important to strike a balance between creating clear lines of open communication and making
someone feel like they are being micro-managed, even from a distance. For the first week or so, a
check-in once a day is a must, but this can be reduced over the following weeks, particularly as your
new employee gets to know their colleagues and opens further lines of communication over projects
and priorities.

Reinforce your video call or phone chats with clear actions over email — this will also give you
something to refer to in your next catch up. It is also important that induction training is varied. Endless
days of compliance training, for example, will not be motivating. Ensure that your company’s employee
value proposition (EVP) is central to your training — and do your best to bring it to life and make it
relevant to the individual.

Provide feedback on performance

Although this is a unique scenario, the probation process still performs the same function in terms
of allowing both sides to decide whether the role is a good fit and that the new starter is meeting
expectations.

However, you may need to temper some expectations or make allowances around certain elements

of the role given the unusual remote set up and that fact that training or shadowing can be made more
difficult through being remote. It is also a good idea to get feedback on the onboarding programme
overall from your new recruit — you can then feed any learnings back into the process when you onboard
your next new starter remotely.




Michael Page

Why should you partner with us?

In this ever-changing business landscape, we are flexible with our approach to recruitment to best meet the
needs and expectations of the evolving workforce. We provide our customers with a local and specialist
service supported by a network of over 100 consultants, from 3 Swiss locations and 10+ disciplines.

We have operated for over 40 years and our access to exclusive market data drives both our own and

our customers’ hiring strategies to ensure the most efficient processes. Combined with this, we utilise our
established position in the market to enable access to extensive online advertising packages with a strong
focus on diversity and inclusion. We aim to build strong and lasting partnerships with our customers to help
drive success across their businesses and support professionals in reaching their full potential.

Leading recruitment technology

We guarantee the visibility of our customers’ vacancies, ensuring they are seen by top talent.
We ensure speed of response and the quality of candidates is second to none.

We advertise to and engage with candidates before our competition can.

Unique market data and insights

We have access to detailed salary data, which looks at advertised ranges by location and
comparing to offered rates.

28 We can visualise the active candidate market and compare with advertising demand at
aggregated and job title level, showing salaries and locations.

. We deliver market analysis for both internal strategic reasons and to add value to our customer
proposition.
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Michael Page

How to get in touch with us

As you and your business adapt to the realities of the global health emergency, we want to support
you in any way we can. Our consultants are available through email, landline, mobile and video to
assist you in all of your recruitment needs. For an initial confidential discussion, get in touch with your
local Michael Page office to speak to a specialist recruiter for your function, sector and region.

Select your division from the list to get started

Banking & Financial Services Interim Management
Commodity Trading Legal & Compliance
Engineering Procurement & Supply Chain
Finance & Accounting Property & Construction
Healthcare & Life Sciences Sales & Marketing
Human Resources Tax & Treasury

Information Technology

Request a
call back



https://www.michaelpage.ch/contact-us
https://www.michaelpage.ch/contact-us
https://www.michaelpage.ch/recruitment/banking-financial-services
https://www.michaelpage.ch/recruitment/commodity-trading
https://www.michaelpage.ch/recruitment/engineering-manufacturing
https://www.michaelpage.ch/recruitment/finance-accounting
https://www.michaelpage.ch/recruitment/healthcare-life-sciences
https://www.michaelpage.ch/recruitment/human-resources
https://www.michaelpage.ch/recruitment/technology
https://www.michaelpage.ch/recruitment/interim-management
https://www.michaelpage.ch/recruitment/legal
https://www.michaelpage.ch/recruitment/logistics-procurement-supply-chain
https://www.michaelpage.ch/recruitment/property-construction
https://www.michaelpage.ch/recruitment/sales-marketing
https://www.michaelpage.ch/recruitment/tax-treasury

