Intake Form
Date: 2/9/21
 
 
Hiring Manager: Brenda Spence 





 
Job Title: 
 



 
 
Department: Finance 

  
Pay Range:


 
Position Specifications:

· Review Job Description 

· Why is this position open?  How long has it been open? 

· Ask about work environment, work schedule (define required work hours – may be used in must have requirements), tools used, (i.e. Do they have the latest technology?).  

M-F 8a-4p

Position is on site but both right now

Matrix care software would be helpful

Intermediate Excel skills 

· What are the MUST HAVE requirements for this position? (this may include scheduling requirements/hours)?
Positive attitude
Good work ethic

Flexibility 
· What are you NOT looking for in candidates?
None
· Describe the best performer in your department. Why do you consider them the best performer?
· What qualities do you feel it is important for a candidate to possess not only in this position, but overall to be a team member. Elaborate on how these qualities need to be best demonstrated in this specific position. 
· What are the key selling points of this position?

· What is the key purpose of this position? (main function it serves in dept)?
Assist admission office and residents and families with obtaining any financial documents to ensure they can be admitted and they are not double dipping 

If they have done this before 

Willingness and ability to be a collector. Be able to confidently to ask for financial information over the phone. Ask hard phone 

· Scope of duties – i.e. how many direct reports will they have, size of budget managed, departments supervised, what percentage of time is spent on duties)
No 
· Who are the peers of this position – who/how many on team/what level/job titles will they work alongside?

Admissions office. Finance office and social services. 
· What is the career path, development & training opportunities available for this position? 
Endless opportunities to learn new skills in the job. Lateral moves. 

· Find out the critical business issues facing this position – i.e. what are the “big things” they will do during their first 3, 6, 9 months on the job.

COVID
· What is the hiring manager’s style – how does he/she manage?
· Review Candidate Profile/Qualifications

· Confirm number of years of experience/educational requirements/specific technical skills needed.  Confirm that what is listed on the Job Description is accurate.
· Review the Overall Process
· Ask hiring manger if there are target companies/competitors that he knows/what suggestions he has for sourcing candidates.  

· Review the Meeting/Summarize Key Understandings
· Any additional questions:
· Confirm that Hiring Manager has required tools (username and password) in order to access the system.  

*** Will send HM UN/PW and HM User Guide upon going live. 
· If new to the process, schedule a time to walk through the system and view qualified candidates in the position.
· ***Will be done upon launching system/going live.  

· It is the Hiring Manager’s responsibility to set up interviews with qualified candidates in the system and to request reference checks with candidates who interview positively. 

ADDITIONAL NOTES/COMMENTS:

 They will eventually be sharing an office with someone. Need a team oriented and independently oriented. Work well with others. 
Internal: Heather Risser 

Moravian Manor has had a big lay off. Not sure what positions was laid off but she would be interested in those. 
