
 

Chapter 9 

 

THE SEARCH ASSIGNMENT  

 

he search assignment is an additional way to get detailed information about the 
position, and it is used in conjunction with the job description. Do not use only 
job descriptions, they are very incomplete for what you need to know. You really 

need to dig into this position and all of the aspects of the job. The pre-search sets the stage 
for this step, which is the search assignment.   

The search assignment is designed to go into greater detail then any job description 
or pre-search. As with the pre-search, when you are taking a search assignment you are really 
looking for additional problems with this company, or position, that are going to give you 
difficulties in filling the position.    

Hopefully the company has a job description, if they do not, the search assignment 
will help you put together a job description for the company and for you. Obviously, if the 
company does not have a job description you will have to ask a lot of general questions that 
you typically see on job descriptions. As in, title of the position, duties and responsibilities, 
job requirements, location, etc.  

 Whether you have a job description, or not, it is very important to dig into specifics 
when trying to figure out if this is a great, good or poor search assignment this company is 
giving you. Digging will help you determine if you are going to pass or take-on this search. 
Do not work on searches you cannot fill. This is a big problem with new recruiters. You 
have to realize that if you cannot fill this search, there is no reason whatsoever to take it. It 
will only hurt your reputation in the industry and you will get a reputation that you cannot 
fill searches. Remember, we want to retain clients and get referrals. The only way to do that 
is to work on good searches and pass on the bad ones.  

 Now let’s focus on the areas to dig into when taking a search assignment that are 
typically not on a job description. These are questions you should ask along with any job 
description provided by the company. You should put together some type of search 
assignment questionnaire to have in front of you when you are speaking to a potential client.  

 The areas of the search assignment questionnaire you should really dig into are, 
duties and responsibilities, compensation, hiring procedure and any additional 
recruiting questions regarding your efforts. Under these specific areas you should focus on 
a list of typical search assignment questions to ask. You might want to tailor some of these 
questions to your specific industry.  

 

T 



SEARCH ASSIGNMENT QUESTIONS 

 

DUTIES AND RESPONSIBILITIES 

 

Will there be any staff reporting to this person?  The reason why you are asking this 
question is because you need to know how large of a staff, if any, and get the titles of the 
individuals that will be reporting to this person. Sometimes companies will give you a job 
description, and search assignment for a position titled, regional vice president or area 
manager and they will have no direct reports. You need to know this because if the new 
position has a big staff you will have to find a candidate that has big staff management 
experience. If you work on this search and start presenting candidates that have the title your 
client is looking for, but they do not have any direct reports, those candidates will not work. 
You are going to frustrate yourself unless you know the details of the staff, if any, so you 
know which way to go when you start recruiting for this position. If the position has a 
fantastic title but they do not have any direct reports, you may want to think twice before 
working on this search assignment, unless this is a standard practice in your specific industry.  

 

Is there any overnight travel required?  If they answer yes, you will have to find 
candidates that are open to travel. As you know, not everyone is open to travel and being 
gone from their family for any extended time. Heavy travel in a position is a situation where 
you will want to know how much travel, how long, where, etc. If the travel is extensive, you 
will have to use your best judgment if you can fill the position. For instance, if this position 
in your industry typically requires travel, then it shouldn’t be a problem. I will only caution 
you on this, I have had situations where I took a traveling position and when I started 
recruiting, I found most of the candidates would only make a change if there was less travel, 
not the same or more. If they answer no to travel, that usually isn’t a problem.    

 

What are your thoughts about education?  The reason why you are asking this question, 
even though education requirements are typically on job descriptions, is because you want to 
know if this company is open to interviewing candidates in their industry that are doing the 
same job now, but maybe they do not have a certain degree, or a degree at all. There is 
nothing more frustrating then to find an excellent local candidate that is in the same industry 
as your client, only to find out they will not bend on the college degree requirements. Most 
companies put degree requirements for positions as a screening tool, more so than a 
rejection factor. If this company is open to the educational requirements, that is fantastic. If 
they are not, you may want to pass on this search, unless it is for a specific position that 
most likely requires a license like a doctor, lawyer, engineer, or accountant. In that case, most 
likely when you start recruiting individuals in these positions, they will already have the type 
of degree your client is looking for, so it shouldn’t be a problem.    

 



 

 

What about years of experience?  The reason why you are asking this question is because 
you want to expand the search beyond the number of years they have on the job description. 
Let’s say on the job description the company has put five to ten years of experience required. 
You want to ask if they are open to see someone with three years of experience. Then you 
should ask if they are open to someone with fifteen, or twenty years of experience. If they 
are open to those years, you just expanded the search to three to twenty years of experience, 
instead of five to ten years, without the company even noticing it. Most companies will 
expand the years of experience with no problems whatsoever, if they don’t, I would find out 
the reasoning for having the parameters so tight, and I would consider passing on this search 
assignment if they don’t bend.  

 

What is the potential for this position?  The reason why you are asking this question is 
because most of the candidates you will be recruiting are gainfully employed and not 
looking, so they are totally looking for an opportunity to leverage their careers. They will 
be looking for the career path in any new position. If this company tells you “there isn’t 
any” or “well, I never thought about that” that is a big red flag. You need to seriously 
consider working on a search if it doesn’t have any potential. Unless there is an ownership 
situation, or a candidate has other motivations like where your client is located, it will be 
hard to fill any position with a company that offers absolutely no potential. Use extreme 
caution on this one. Obviously, you want to recruit for companies that have great potential 
and an excellent career path. 

 

 

 

 

 

 

 

 

 

 

 

Hint: Clients always end up hiring the person they 
LIKE the best, over any other qualifications, or 

characteristics.     



COMPENSATION 

 

What is the salary range for this position?  The reason why you are asking this question, 
and it somewhat ties into the years of experience, is for prescreening purposes. In other 
words, you do not want to waste your time with a candidate that is over the salary range. So, 
for example, if you ask this question and the company says something like “$85,000 to 
$125,000” you need to make sure the salary ranges they give you are in-line with the 
marketplace. A good thing to do at this point is to ask the question “if we find someone 
making $150,000 would you want to see them?” and if they do, you just expanded the search 
to $150,000. Another way to deal with a possible salary issue is to ask “do you have any 
flexibility on the $125,000 top base salary?” most companies will say they do for the right 
person. Now, you are not doing this just to get a higher placement fee, you are doing this to 
include as many candidates as possible on a search, and if you find someone that fits the 
search and is making close to the top of the salary range, you know they will have flexibility 
to attract them. Now this only covers the base salary, so you will have to get all of the details 
on any additional benefits. For example, bonuses, profit sharing, 401k, pension, vacation, 
company vehicle provided or allowance, medical plan, dental, vision, prescriptions, optical 
and any other fringe benefits. You will want to get the full details on the additional benefits, 
as far as, when they can get in these plans, how they work, how much they cover, etc. You 
will have to compare this company’s benefits with any candidates you are dealing with for 
this position. If the benefits are out-of-line for the industry, or the market, you have to let 
your client know. I will not work on a search, if the compensation for the position is not in-
line with the industry, or the market. Recruiting is difficult work and you do not need to 
make it more difficult with a company that has a terrible benefit package. If you cannot get 
them to change the benefits for the better, pass on the search assignment. 

 

Does your company have a relocation policy?  You need to know if this company has a 
relocation policy for the level of the position you are discussing. Some companies may have 
a relocation policy, just not for the position they are discussion with you. Make sure they 
have a relocation policy for the position, if you have to leave the market where this company 
is located. If you know you will have to leave the area and they do not have a relocation 
policy, I would pass on this assignment. If they do have a relocation policy get all of the 
details, including any interim living, house hunting trips, etc.  

 

 

 

 

 

 

Hint: Relocations are the number one 
reasons why candidates turn down positions. If 
you can stay local during your recruiting efforts, 
it will enhance your chances of filling the search 

assignment.   



 

HIRING PROCEDURE 

 

How many interviews and how long does it take?  The reason why you are asking this 
question is because most of the candidates will be asking you this question, so you need to 
know. And the other reason is because you need to know how long this company takes to 
hire. Do they want to speak by phone first? How many in-house meetings? How many 
people will be in these meetings? You need to make sure you have a clear understanding of 
how many meetings, what type of meetings and how long their hiring procedure takes. If the 
hiring procedure is extensive and requires a lot of people to make the decision, I would think 
twice about this search. It is hard to get one person to agree on a candidate, let a lone a 
whole group of people. I have had candidates get by the first way of interviews, the second 
way of interviews and the third way of interviews, only to get knocked out in the forth 
interview. No thanks. I advise you to get another search before you take on anything like 
that. So, what is reasonable? I would say depending on the level of the position, but typically 
three meetings and then an offer is sufficient. Anything else, I would look at on a case-by-
case basis.  

Is there anyone else who can interview?  You need to know if someone else within the 
company can interview if your main contact, or hiring manager is out of town. This step will 
save you time. What if your main contact is on vacation for two weeks and your candidate is 
in town for only two days? It would be great if some else can interview your candidate, 
especially if your main contact cannot. 

 

Are you free to interview nights and weekends?  You need to know if they are willing to 
meet your candidates at night, or on the weekends, because most of your candidates will not 
be able to meet during normal working hours. I have had clients meet late at night, and meet 
on a Sunday morning. Do you think they want to fill the position? You bet. I have also had 
clients that would not meet after 5:00 PM or on the weekends, I am not saying they do not 
want to fill the position, but they sure are not being very cooperative.  

 

Does your company do any testing?  I cannot say this loudly enough. If they require any 
type of psychological testing for candidates PASS ON THIS SEARCH! If they have drug 
and alcohol testing, that’s one thing, but if they have these crazy psychological tests that 
some companies do (and this comes in waves, year-to-year, depending of the part of the 
country you are in) absolutely pass on this search assignment. I do not have a problem doing 
testing regarding a certain skill that is needed for a job, or a pre-employment drug test, or 
criminal background test. There is nothing more frustrating than having an excellent 
candidate for your client that is well known in the industry, only to find out he cannot pass 
this crazy test your client makes them take. I have had this happen. Do not work on this type 
of search assignment unless the company agrees that your candidates do not have to take the 
test 



 

 

ADDITIONAL RECRUITING QUESTIONS 

 

Are there any specific individuals or companies you would like this person to come 
from?  You need to get as many names of individuals they want included in the search. Also, 
you need to know if they have any specific companies they want this person to come from. 
You will be surprised on the response you will get when you ask this question. Either your 
client will be total cooperative and give you names of people and companies where they 
want you to focus, or they will say “that’s your job!” if they say that, you know you are not 
working with a very cooperative client. In this case you need to let them know you are in this 
together and you both want the best possible candidate for the position. You have to use 
your best judgment on this one. If they won’t give you the companies, then I would pass. If 
they do not give you specific names of individuals, I would judge them on the total 
cooperation during the whole process. If they have been cooperative on everything else, it’s 
not a deal breaker, but if they have been difficult during the whole pre-search and search 
assignment, I would pass.  

 

Are there any “hands-off” companies?  You need to know if some companies in their 
market, or industry, are “hands-off”. The most frustrating thing, and it is really something 
that can demoralize a staff, is when you have the perfect candidate for the company only to 
find out because they have a relationship with the candidate’s company you cannot recruit 
from that company. This can be avoided if you ask this question. Make sure you have all of 
the companies that are “hands-off” before you start sourcing and recruiting.   

  

As you can notice by these search assignment questions most, if not all, of these 
questions are rarely answered in a job description. If you are not asking these questions now, 
include them from now on, it will definitely help you get a better handle on what your client 
wants, and most importantly, if you can help them!  

If you cannot help them fill the position, based on the pre-search and search 
assignment questions, do not work on the search assignment. It will help your reputation 
greatly if decide to get more choosy on your searches.  

Never accept, or pass, on a search assignment right away. Always ask the questions 
and digest the answers for a day, or two.  

A better way to go about this is to tell your client you will review their company’s 
information and their need with your staff and get back to them in a day, or two. If you want 
to call it a “staff meeting” or “staff allocation meeting” that’s fine. But do not accept, or 
pass, right away.  



If, after waiting a few days, you decide to pass on the search assignment go back to 
the client and tell them the precise reasons why you are passing. Sometimes, the client can 
fix the problems with the search assignment and make it a better search. For example, maybe 
you are going to pass because the salary is too low, or the title of the position isn’t in-line 
with the salary. The client has the option at that point to raise the salary, or maybe change 
the title of the position.  

I have changed searches from bad and unacceptable to very good and fill able. If you 
give your reasons why you are passing and let your client decide to change and fix the 
problems, or not. Let it be their problem, not yours. In any case, you will gain respect for 
passing on a search assignment if you give very precise reasons why you are passing. 

If, after waiting a few days, you decide to take the search assignment you need to go 
back to your client and tell them you are accepting the search assignment and you need to 
give them a start date. Once again, I like to push this out a couple of days. Do not start right 
away you’re busy, right? If it is a Monday, tell them you will get started on Wednesday or 
Thursday. Let them know that is when you will have the next available time to take on 
another assignment.     

A major problem with new recruiters is working and recruiting on bad searches. If 
you incorporate some of these additional search assignment questions when a client gives 
you a job description, it will improve your chances of filling more positions, because you will 
be working on better positions and passing on the bad ones.  

Now that you have all the right answers on the search assignment, and you have 
decided to move forward with this company and their search assignment, let’s move on to 
the research and sourcing.  

 


