
Remote Hiring Guide



Since the pandemic, many tasks, events and jobs have been 
conducted “remotely” more than ever before. Hiring has been 
no exception.
In a world full of uncertainties, adopting to a new way of working 
and staying innovative are crucial for success in any business.
In this “Remote Hiring Guide”, we’ve put together key tips to help 
improve the perception of your brand and how you can establish 
a smooth hiring process remotely.
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How to attract some of the best talent online?

Attracting and retaining the best talent in the market is key for any organisation, even more so in highly competitive sectors 
where niche skillsets are in high demand. Therefore, it’s important for you to create the right impression of your brand by 
promoting the benefits of working for your organisation.

Establish your employer brand online

An employer brand refers to the way your organisation is perceived by current and potential employees. It’s about how 
they view the company, from how you conduct yourselves in the market to what they think it would be like to work for your 
organisation. An effective employer brand presents your organisation as a good employer and a great place to work. This can 
help with recruitment, retention and positive market perceptions of your company.

To showcase your employer brand which can also ultimately increase visibility to potential employees, you could start with the 
following:

Create an Employee Value Proposition (EVP) and share it on your website
Your website is also likely to be the first (and maybe the only) place potential employees would visit if they are interested in 
applying to your company. So make sure to create a “Career” section on your website and present your EVP clearly. An EVP 
introduces what your organisation offers your employees. This could include:

• Company culture and rewards

• What success in the organisation looks like

• Introduction to current employees

• Awards and accreditations such as ‘Top 100 employers’ 
or ‘Great Place to Work’

• Commitment to CSR

• Commitment to career development and training

• Diversity and Inclusion policy as well as family 
leave policy
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Display your company culture through social media channels
Whether it’s Facebook, LinkedIn or Instagram, social media is a great platform to display your company culture  
given corporate websites would usually focus more on facts and information about the organisation.  
Whether you work for a small start-up or a global giant, your Social Media account is the opportunity for you to  
give potential applicants a sneak peek into the approachable staff they will be working with or the type of office  
environment they would be looking for. If you can get employees engaged in these channels by asking them to like and share 
the post, that will be even more appealing to a potential applicant; and can potentially increase the reach of those channels.

How can we make use of social media?

Share stories of career transformation on your LinkedIn company page. Ask current employees to describe 
how they have used learning to transform their careers at your organisation. Discuss how they have moved into 
leadership roles and developed new skills for success.

Emphasize that your organisation is invested in the learning and development of all employees. Clearly state 
the mission and goals of your learning programme. Use your careers webpage to celebrate the tools and 
technologies that help your employees grow.

Employees are the biggest stewards of your culture and your most valuable business resource. Collect and share 
testimonials that highlight your amazing company culture and outstanding leadership.

Displaying your company culture on social media allows the public to see and connect with that. It humanises 
your company and makes it more accessible to your customers. It allows your audience to put faces to names 
and see the real people that make your company run every single day. If you are an agency style business, focus 
on the work you do, and showcase the key projects or clients you have worked with. This shows your credibility 
and value you offer.

Choosing the right platform and target audience

If your company is clear on the personas and demographics of the type of people you wish to hire, you can then 
go about choosing the right platforms to showcase your business. If you are trying to recruit a younger audience, 
for example, Instagram may be a consideration. Typically, however, LinkedIn or Facebook are better if you are 
looking to attract professional or senior level talent. Content and material should be tailored to each platform so 
make sure to mix up your posts.
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Write an attractive Job Description (JD)

A JD will determine an applicant’s first impression for the job. A good JD should therefore include:

• Introduction of the business

• Why this position is necessary

• Who will they report to and what division of the company 
this position falls within

• What the main responsibilities are

• What career opportunities there are

• What kind of skill-sets and experience are required

• What is the company culture like

Apart from specifying the technical requirements, it would also be helpful to explain why this role would be beneficial to an 
applicant, what your organisation can offer (culture / work-life balance / benefits, etc) and what would make this opportunity 
more appealing than others.
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How to conduct an interview 
remotely?

Once you have a clear idea on the right talent for your organisation, it’s time to 
progress to the interview process. As many companies adapt their talent attraction 
and hiring processes to the new normal of remote working, video and telephone 
interviews are now important than they’ve ever been.  
Below is a checklist to conduct a seamless virtual interview.

Before the interview

• Choose the correct software for your business

• Let your interviewee know if they need to install the app or software beforehand

• Make sure everything works fine with your device (battery, camera and 
microphone)

• Check the environment including internet connection, lighting, and background

• Communicate clearly within the invitation to the interviewee on how much time 
you have available for the interview

• Take sufficient time to study the applicants’ documents in advance

• Be prepared to answer questions about the current climate by communicating 
with the key decision makers in your business

• Turn off other apps and notifications that might distract you during the 
interview

• Dress professionally
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During the interview

• • Be mindful of your tone of voice and demeanor. It might give them a different 
impression via screen compared to face-to-face interview

• Pause before you start speaking as connections can sometimes lag and they 
might have something to say

• Try to make good eye contact and pay attention to facial expressions

• Be mindful of the time even if it is a virtual interview

• Give some information about the post interview process so the applicant is not 
left wondering what is next.
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After the interview

• Assess the candidate using a rating scale.  
A typical scale used to rate competencies after an interview:

• Collate feedback from all interviewers

• Always keep in touch with the candidate – do not let them wait for more 
than 2 weeks!

5 Superior skills in this competency; could mentor or teach  
others in this

4 Good skills in this competency; above-average ability 
is apparent

3 Adequate skills in this competency; no additional training 
is needed at this time

2 Marginal skills in this competency; some training would be 
required to bring skills up to an acceptable standard

1 Not competent in this area; competency needs 
substantial development
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How to know if a candidate is suitable for 
your company?

Completing the whole hiring process virtually is becoming increasingly common 
these days. However, assessing candidates through virtual interviews are usually 
harder than doing so in person. There are three key questions to make your 
decision easier and more balanced:

Can they do the job?

First and foremost, it is of top priority to find out if a candidate is able to do the job. 
Start by asking about their competencies. This will allow both parties to evaluate 
the following – capabilities, knowledge, and skill sets. Assessing their past work 
experience as well as qualifications will also enable you to identify skill sets that 
can add value to your company. 

To go a step further, you may even choose to conduct a hands-on or technical test 
to evaluate their competency levels in greater depth to understand if they would 
match the requirements needed. This is especially important for roles that require 
special expertise like coding, testing and even software engineering.

However, soft skills are as important as technical expertise. These can include 
organisational skills, planning, collaboration, and multi-tasking. In addition, time 
management and the ability to work autonomously are even more essential if you 
are thinking of onboarding the candidate virtually, since they will be spending a lot 
of time working remotely.
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Will they do the job?

Assessing the willingness of a candidate is an area that various hiring managers 
tend to overlook. A candidate that possess the right skills may not necessarily 
suggest that they would have the right motivation to do the job. How can we clarify 
this doubt?

Ask them these sample questions:

• How did you overcome significant obstacles for which you are proud of?

• What projects did you tackle without being asked?

• How did you push through challenges?

• What’s the lowest point you have had at work, and what did you do?

Motivation is often related to resiliency. It is the means to help someone stay 
focused and positive despite the inevitable obstacles. Hence, it is essential that 
questions about failure should be asked during the interview. On the other hand, 
you as the interviewer would need to listen more intently to their response and 
gauge their levels of self-awareness.
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Will they fit in?

In our experience from placing various candidates for a job, evaluating a 
candidate’s fit has always been tricky. Generally, organisations have often used 
values, beliefs, behaviours and experiences of a candidate and whether they are 
aligned to that of the organisation’s environment to determine suitability.  
However, this approach has caused hiring managers to be more susceptible to 
unconscious bias over time. As such, it leads to the exclusion of those who do not 
seem to ‘fit the bill’.

To curb this, diversity and inclusivity is one strategy that has been adopted and 
embraced by various organisations to overcome and challenge such biases. 

Google is a prime example of an organisation that upholds a culture of diversity. 
Being transparent with its data, they highlighted a good 72% of Googlers who 
have taken steps to understand and address their unconscious bias. In addition to 
that, 700 Googlers from 90 offices across 42 countries are driving over 30 projects 
through a programme that allows employees to devote 20% of their work time to 
diversity efforts at Google. 

Such practices are not the easiest to cultivate. But it is a collaborative effort as an 
organisation to embrace such differences, as much as hiring managers who may 
only be interested in finding the ‘best fit’. Google is a great example that show a 
variety of great talent who have a good culture fit despite consciously embracing 
efforts in overcoming unconscious bias.

During the interview, it would also be good to get your interviewee to elaborate 
deeper on how they have demonstrated skills in areas of team work, compassion, 
integrity and other values that are intangible as it would give you a more holistic 
view of this candidate.
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How to on-board remotely?

If you find the right talent for the role after several rounds of virtual interviews and they have accepted your offer, 
congratulations! Your next step is onboarding. Remote onboarding may be something which is a completely new concept for 
most of us, and therefore will take some getting used to, for both organisations and new starters alike. 
In order not to get lost during the process, be fully aware of the ultimate purpose of onboarding:

• Integrating new employees into the business

• Introducing them to new software, technologies, and ways of doing things

• Keeping them engaged and making them feel included

Bearing these in mind, let’s look at some tips that will help your onboarding process.

• Ensure you have adequate technological resources to carry out the process effectively and do your best to put the  
new starter at ease

• Stick to the general phases of the onboarding process, such as Pre-boarding (communicating vital information such 
as working hours and dress code), Orientation (meeting the other members of the team and getting to know about the 
business), and Training and integration

• Create an onboarding To-Do list and share this with the new starter

• Keep all the necessary documents and information in one place

• Encourage socialising and integration by organising a virtual team lunch or coffee

• Prepare an organisational chart to give them a better understanding of the company structure

• Ensure to communicate that you are eager and willing to help

• Assign them a ‘’buddy’’ or mentor to help them feel more included

• Set clear expectations and objectives in the first 90 days

• Evaluate the process, review, and ask for feedback
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About us
Progressive Recruitment is a global specialist 
recruitment company, dedicated to providing fully 
compliant staffing solutions for the following core 
industries; Manufacturing, Construction and Energy.

With more than 25 years of experience, our highly 
skilled teams work with exciting startups to 
multinationals to place niche specialists, permanent 
employees and contractors.

Why choose Progressive Recruitment?

Extensive success in assisting organisations in search of top global talent with desired skill-sets

Strong market knowledge to advise our clients and candidates about the market

Our success: More than 85% of our clients are repeat customers

A proven track record of successfully placing top-tier talent within all kinds of organisations

Worldwide presence with one of the largest global database to ensure we can effectively source  
for the best talent

Highly experienced recruitment consultants, whom are experts within  Energy and Engineering in Japan
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Progressive Recruitment Japan

Kabukiza Tower 9F, 4-12-15 Ginza,   
Chuo-ku, Tokyo, Japan 104-0061 

+81 50 3150 9911

contactjapan@progressiverecruitment.com 
progressiverecruitment.com

http://www.linkedin.com/company/progressive-recruitment/
mailto:contactjapan%40progressiverecruitment.com?subject=
http://progressiverecruitment.com 
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