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Sample Hiring Plan

Conference and Events Planner Hiring Plan

What we’re looking for

	MUST-HAVES
	Resume
	Cover letter
	Simulations
	Interviews
	Ref. Checks

	Logistics maven – great with details and big picture
	
	
	X
	X
	X

	Analytical, creative problem-solver
	
	
	X
	X
	X

	Pro-active initiative-taker
	
	
	
	X
	X

	Solid written communication
	X
	X
	X
	
	

	Polished, personable, good with people, good verbal communication
	
	
	
	X
	X

	Highly organized, doesn’t let things slip through the cracks
	
	
	X
	X
	X

	Thrives in fast-paced, multi-tasking environment
	
	
	X
	X
	X

	Good negotiation and conflict resolution abilities
	
	
	X
	X
	X

	Flexible, resilient, handles stressful situations well
	
	
	
	X
	X

	NICE-TO-HAVES
	
	
	
	
	

	Knowledge / longstanding interest in our issue / Washington politics / foreign policy
	X
	X
	
	X
	

	Expertise / familiarity with vendors (production, etc) and registration systems
	
	
	X
	X
	

	Familiarity with DC venues
	X
	
	X
	X
	

	Experience planning events with Members of Congress, Administration, other dignitaries
	X
	
	
	X
	

	Gala planning experience
	X
	X
	
	X
	

	Fun, great sense of humor, people say they’re a joy to work with
	
	
	
	X
	X


How we’ll find that person

1) Build the pool

· Idealist.org
· Event planners I know (Penny Mills, Luis Garza, Owen Jones)

· Check back w/ Kate to see who she sent it to

· Check back w/ Lydia to see if her friend sent it out

· Reach out to specific staff (Ari, Mark, Mara, Rena,  Carlos)

· Reach out to friends/professional contacts who are good connectors (Lucy, Remy Baker, Paula J, Raheed H, Karen L)

· Reach out to vendors that are good (Rob at WW, Sue at YY?)

2) Resume/Cover letter screen

· Scan for event planning experience and solid written communication
· Divide into “Consider” and “Do not consider”

· Send rejection emails to “do not consider” applicants

3) Job simulation exercise: Project plan

· Purpose is to test for “logistical mavens”

· Send to “Consider” applicants by email w/ a deadline
· Check for big-picture logistics: write a project plan, including a timeline

· Send any necessary rejections

4) 30-min phone interview
· Purpose is to screen for polished, personable verbal communicators, note interest/passion level, and begin to probe into event planning experiences (proactivity, problem-solving, detail orientation, organization)
· Send any necessary rejections

5) In-person interview with job simulation
· Probe more on handling stressful situations and thriving in a fast-paced environment

· Test analytical/creative problem-solving and negotiation/conflict resolution skills by probing past experiences and job simulation exercises
· Possible exercises: 

· Review a budget and make recommendations for where to cut

· Propose a plan for on-site registration to solve our line issue with a minimum of funds

· Review our master grid and answer “what would you do if” scenarios, then make recommendations for improving the grid tool

· Scenario: livestream vendor doesn’t deliver and refuses our first request for a refund. How do you handle the situation?

· Scenario: colleague from another department asks for a costly room set-up change a week before the conference. How do you handle the situation?

· Send any necessary rejections

6) Interview with Kate
· Purpose is to have a more experienced manager evaluate the finalists 
· Send any necessary rejections

7) Reference checks

· For finalists
· Focus on qualities we’re not sure we could fully evaluate through interviews, etc. 

· Sniff out any red flags

8) Decision

9) Offer and acceptance

· Then make the final rejections

10) Set start date and plan orientation!
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