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GROUP RECRUIT NIGHT


(First Interview)





Discussion:


This is the first opportunity you have to make a positive impression.  If you make a poor or mediocre impression, you will have no further opportunity with the “best” people.  Perhaps the middle or the bottom tier will not care, but the top people notice when things are done haphazardly or carelessly, even if they notice below the level of consciousness.





Therefore, every item matters.  The air conditioning, the smell, the location, parking, arrows pointing the way, your appearance, how the chairs are arranged…everything!








Orientation:


The focus of the presentation is the “front” where you will be speaking.


The entry door should be at the “rear” of the room.
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Chairs:


The way people are seated makes a big difference.  The purpose is to create intimacy and warmth.  Never, never allow tables to be set up.  They create distance.





The chairs are set carefully in a horseshoe shape.  There is no break in the horseshoe other than at the ends.  It should start approximately 3 feet away from the front table.  When you are standing in front of the table, or at the easel, you want some space before the first person.





Depending upon the size of the room and the number of people in the audience, form one or two rings of horseshoe.  If you require more than two rings, put an aisle down the center.





�����Again, depending upon the number in the audience, pull the horseshoe together as much as possible.  Don’t allow the ends of the horseshoe or the “hoop” to be very far away.
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Before letting the audience into the room, get a feeling for the real attendance you expect.  Then limit the number of seats to about 90% of that.  It is fine to add chairs as people come late, but it looks like something’s wrong if there are any empty chairs.
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The Front Table


This is where people will be looking when they come in.  They need to get a nice warm feeling.





Drape it with a floor length cloth.  Hotels often have drapes.  Make sure it is clean and cloth.  No stained or plastic coverings.  If you supply your own, be sure to check each time you finish to see if it needs to be laundered and/or pressed.





FLOWERS!  Make sure you have a large bouquet of fresh flowers sitting on the table.  Nothing is as warm and inviting as fresh flowers.





Make sure all of your presentation implements are neatly arranged on the table.  Keep a supply of extra pencils and applications.








The Easel:


You will be doing a lot of writing and drawing on the easel.  Make sure there is enough paper on it.  Make sure that your markers have enough ink in them.





If you have some pre-written pages, put them on the first pages.  You can easily come back to the front, but you don’t want to have to jump over or find them later.





Either have a blank page or a welcome message showing on the easel.








Handout Materials:


If you have a prepackaged handout, put it together with the application on the chairs.  Make sure they are neatly put together.  Don’t allow them to be haphazard.
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Refreshments


Have an assortment of soft drinks, both diet and regular.  If you can have tea and coffee, it is best.  If you can have only one kind of coffee, make it decaf.  Have an attractive and tempting assortment of cookies.  You want them to have a drink and cookie when you talk to them.





Make certain you have enough of everything…Including napkins, cups, stirrers, sugar, etc.





Keep the refreshment area neat and attractive.  Pick up any trash left laying there.  Make a trash basket available.








General Room Issues:


Temperature:  Keep it on the cool side of comfortable.  About 70ºF.


Other clutter:  Take away anything extraneous (Hotels are notorious for leaving extra tables, TVs, pianos, etc. in the room.)


Lighting:  You want the light to be intimate, but not romantic.  Make sure they can read the easel and that you can see them clearly.


Windows:  Keep any windows covered.  Close the drapes or the blinds completely.  You do not want to compete with anything going on outside the window, even if it is just the view.


Extra chairs:  Keep extra chairs in the room.  Keep them well out of the circle where they will not be used by shy people to distance themselves from the meeting.  But not outside the room, since you will be adding chairs for latecomers.��Set up chairs for the attending managers after the meeting starts.  They will be mingling before the meeting starts and will sit outside the circle after it begins.
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