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B.E.S.T. Profile

The B.E.S.T. Profile is an employee requisition form designed to provide hiring managers with the guidelines necessary to describe the ideal employee for the position he/she requires.  It focuses on the B.E.S.T. model that moves the hiring focus from education and skills to behaviors and traits.  Employees with appropriate behaviors and traits will be able to learn the job and obtain the skills needed.  Employees with the ideal skills but poor behavior and traits create conflict within the team and organization and often become short-term investments.

The B.E.S.T. model is detailed below:

	Behavior
	Education
	Skills
	Traits

	How one acts or reacts to specific circumstances
	The knowledge one carries with him/her.  Includes the experience someone brings

	The ability to put knowledge into action
	Characteristics that define someone’s personal nature

	Demonstrated through: 
· Performance
· Actions
· Conduct

	Demonstrated through: 
· Diplomas
· Certificates
· Years of success
	Demonstrated through:
· Activities
· Assignments 
	Demonstrated through:  
· Presentation
· Actions


	Examples:
· Expressing self clearly
· Meeting project deadlines
· Calm under pressure
· Handling conflict 
	Examples:
· Bachelor of Science
· Master’s in Business Administration
· HazMat Certificate
· Habitat for Humanity volunteer

	Examples:
· Technical writing
· Accurately interprets results
· Proficient in Excel and Access
	Examples:
· Accountability
· Integrity
· Enthusiasm
· Optimism
· Collaborative




Focusing on the B.E.S.T. model will require a change in how managers look to hire people.  By bringing a focus to the behaviors and traits, the hiring manager will need to focus less on the skills and education.  That’s not to say the skills and education of a candidate aren’t important, but they are  

[image: ]The hiring manager may have some suggestions of where to advertise for candidates, such as professional publications or web sites.
Although this document emphasizes the importance of behaviors and traits, the value of experience, education, and skills are not ignored.  Complete the skills, education, and experience sections as you would any employee requisition form
List as many behaviors and traits as you can think of.  One way to complete this exercise is to ask “What would the ideal employee in this position act?  What would he/she do to be successful? 
What are 5 – 6 accomplishments you want to see in the first 6 – 12 months.  By understanding what you expect, you are in a better position to identify the traits required to meet your expectations
Although the template is one page, it’s common that it wraps into two pages to provide thorough descriptions.  The value of describing the ideal candidate to HR and recruiters is incalculable and could be the difference between hiring a long term and short-term employee.



B.E.S.T. Profile
	
	Requisition / Position Description
	Req. #:
	

	
	
	Date Posted:
	



	Person Requesting
	
	Date Requested
	
	Desired Start Date
	



	Complete the Appropriate Information about the Position



	Replacement for: 
	
	
	Full-Time (36 – 40 hours)
	

	New Position:
	
	
	Part-Time  (number of hours)
	

	Budgeted (salary):
	
	
	On-Call (number of hours)
	

	
	
	Temporary (length of service)
	



	Position Description



	Title: 
	
	Grade:
	
	     Reports To: 
	

	Location of Position: 
	
	Service Line:
	
	  Dept. #: 
	
	 Section #:
	


						                
Describe at least 6 performance objectives expected (long and short term): 
	1
	

	2
	

	3
	

	4
	

	5
	

	6
	



	Behaviors, Education, Skills, Traits (B.E.S.T.) Requirements



Competencies required for this position (see page 3 for examples):

	Behaviors  and Traits Required:
	



	Degree or education level:
	
	Focus of study or discipline:
	
	Professional Certifications or Registrations:
	



	Yrs. Experience in similar position:
	
	Years Total Experience:
	



	Skills Needed (such as software, language, special equipment, etc,
	



	Prospects



	Any internal candidates?  Name(s): 
	
	External candidates? Name(s):
	



	Candidate Sourcing Options



	For advertising purposes, describe what the employee will be doing in the position, primary responsibilities, selling points, etc.:

	




All positions will be posted on [list sites].  Please list other potential sourcing opportunities (e.g. AWMA website, Monster.com, specific organization/association websites, journal ads, newspaper ads, etc.) 
	





© The Employee Engagement Group   All Rights Reserved

			

	Approvals



	Person requesting:
	
	
	HR Manager:
	

	
	
	
	
	

	Supervisor:
	
	
	VP or other:
	



[bookmark: Sample]Sample Performance Objectives

These are examples of performance objectives from each typical job categories.  There is overlap between job functions and performance objectives from one category may fit another category; feel free to combine.

When writing your own performance objectives, remember to use action verbs at the beginning, e.g., build, change, improve, establish, develop, design, analyze, identify, prepare, conduct, and lead.


	All
	· Maintain work quality and quantity at or above standards of the department; demonstrate ongoing improvements in quality and quantity after achieving standard levels.
· Attend and participate in all department meetings and company information meetings.
· Develop performance objectives for first year; work with supervisor to identify and set goals.


	Admin
	· Provide administrative support such as word processing and production of reports and proposals using Word, entering data in Excel spreadsheets, etc for 6 project managers on multiple projects.
· Improve organization of department by creating and maintaining an accurate filing system for both hard copy and electronic version of material.
· Create and lead team of admin personnel in same job function to share information and resources in order to improve efficiency within all departments.
· Evaluate and create plan to improve Intranet site for ease of use, aesthetics, and navigation.


	Project Manager
	· Successfully manage at least 4 projects to conclusion; manage to within ______% of budget and _____% of deadline.
· Create and develop team of 4 people to share work and reach utilization of ________%.
· Recognize and propose at least 5 new contracts with established clients; win 2 of the contracts by working with sales and client.
· Refer 2 legitimate prospective clients to sales for follow-up and promotion.
· Conduct detailed analysis of current project teams to improve resource allocation.
· Attend at least 3 company Project Management workshops.


	Line Manager
	· Reengineer team structure to prepare for _____% increased [production, backlog, etc.] first year
· Hire and train 2 new employees within 9 months of hire date.
· Provide mentoring and developmental feedback to staff on a regular basis and via the company’s 3-month, 6-month, and annual EDP.
· Complete and conduct 100% of employee evaluations by [date].


	Sales 
	· Close _____% of all sales opportunities 
· Increase sales revenues by $__________ in the first year from previous level
· Identify _#_ new clients/opportunities.
· Regularly participate in key account meetings and play an active role in proposal development.
· Develop $ _____  in new business bookings each year.


	[other]
	· 

	[other]
	· 

	[other]
	· 




[bookmark: Best]
B.E.S.T. Characteristics Matrix

These are examples of characteristics of high performance employees; this is meant to be a guideline for creating the B.E.S.T. Profile

	Position
	Behavior and Traits
	Education/Experience
	Skills

	All employees
	· Demonstrates integrity, optimism, confidence, and extra-mile mentality
· Open to feedback and is willing to learn
· Expresses self clearly
· Proactive and innovative
· Follows health and safety guidelines appropriately
· Treats others/self with respect
· Responds to adversity and change appropriately
· Promotes the company
· Works well with others
· Sets and achieves realistic goals
· Focuses on results and is accountable for outcomes

	· Specific to job function (see below)
	· Specific to job function (see below)

	Admin
	· Takes initiative in looking for additional work
· Communicates amicably with other admin personnel

	· Some administrative experience
· Coursework in MS Office or equivalent experience
	· Minor maintenance on office equipment
· Proficient in Microsoft Office programs

	Project
Manager
	· Changes communication style for technical and non-technical conversations
· Anticipates potential problems and plans contingencies with teams and clients
· Maintains self control
· Provides clear, specific direction and feedback
· Efficient in time, cost, and safety management

	· Degree in technical field
· Certificate in Project Management
· Prior experience as PM in similar industry
· Professional certifications (PE, RG, etc)

	· Technical writing
· Proposal writing
· Able to use time management tool(s) effectively

	Line Manager
	· Hires high performance employees
· Provides clear, specific direction and feedback
· Maintains open communication
· Creates environment that motivates and inspires
· Creates and facilitates productive team
· Coaches and counsels employee development
· Analyzes situations and responds appropriately
· Efficient in time, cost, and budget management
· Exemplifies and accountable for compliance of safety guidelines

	· Degree in technical field
· Certificate or classes in supervisory skills
· Experience in industry
· Some experience in management preferred
· In-house: Attended company’s leadership training
	Same as Project Manager plus:
· Facilitate team meetings
· Follow a problem-solving process

	Sales
	· Creates and builds relation-ships with clients/prospects as well as within the company
· Demonstrates indomitable ‘must win’ approach
· Handles rejection objectively
· Attends networking functions to proactively build contacts
· Addresses customer concerns
· Looks for opportunity
· Recognizes sales maturity and process
· Efficient in time and cost management
· Represents the company with passion and enthusiasm

	· Degree in technical field
· Certificate in Sales Training Program
· In-house: Completed company’s Sales Training
	Same as Project Manager plus:
· Build long-lasting relationships with clients and potential clients
· Use appropriate sales software

	Technical
	· Completes tasks in a logical manner
· Documents time and effort accurately
· Works productively win a collaborative team environment
· Listens for potential business opportunities
· Demonstrates growth potential and is eager to learn
· Accountable for safety compliance
	· Degree in technical field
· Certifications a plus
· 8 years experience in field 
· 40 Hour OSHA Health & Safety training
· Professional Certifications (PE, RG, etc)

	· Use appropriate computer software
· Use applicable measurement tools

	[other]
	· 
	· 
	· 

	[other]
	· 
	· 
	· 





Using the Candidate Evaluation Form

The Candidate Evaluation Form is designed to be used in conjunction with the B.E.S.T. Profile.  Once a position has been posted and candidates identified, the interviewing team can use this form to help make the decision.  One Candidate Evaluation Form should be used by each interviewer for each candidate following this process:

Preparation
1. Team reviews the details of the B.E.S.T. Profile and creates a list of behavior-based questions that will be asked.  There should be enough questions so that the candidate is not asked the same question twice.  
2. Once questions are determined, they are weighted on a scale of 1 – 3 (1 = helpful, 2 = important, and 3 = critical). 
3. Questions are divided among the interviewing team; team members write their questions on the Candidate Evaluation Form along with the weighting number

The Interview
4. The candidate is asked questions and the interviewer makes notes of answers, impressions, etc.
Note: It is important to focus on the questions agreed on by the interview team but there is always room for follow-up questions
5. The Interviewer asks the closing questions to conclude the interview

After the Interview
6. After each interview, the Interviewer rates the answer to each question from 0 – 3 (0 = unsatisfactory and 3 = expert/excellent match) and calculates the score.
7. The Interview Team gets together and compares notes to determine the best fit and marks each Candidate Evaluation Form with results.  Remember to include whether the candidate might fit another position
8. Determine next steps with the top candidate(s) (another interview, reference checks) and who is responsible





Candidate Evaluation Form
	Candidate:
	
	
	Position:
	

	Interviewed by:
	
	
	Date Interviewed:
	



	Summary Notes:
	
	Rating Scale:
3 = expert/excellent match
2 = high/good match
1 = satisfactory/acceptable
0 = unsatisfactory
	
	Weighting Factors:
3 = critical
2 = important
1 = helpful

(Note: complete weighting 
prior to interview)



	Education and Skills
	B.E.S.T Questions and Notes
	Rating
	
	Weight
	
	Score
	

	Education / Experience
	
	
	X
	
	=
	
	

	Technical Skills
	
	
	X
	
	=
	
	

	Related Experience
	
	
	X
	
	=
	
	

	Other skill(s)
	
	
	X
	
	=
	
	



	Behaviors and Traits
	B.E.S.T Questions and Notes
	Rating
	
	Weight
	
	Score
	

	
	
	
	X
	
	=
	
	

	
	
	
	X
	
	=
	
	

	
	
	
	X
	
	=
	
	

	
	
	
	X
	
	=
	
	

	
	
	
	X
	
	=
	
	

	
	
	
	X
	
	=
	
	

	
	
	
	X
	
	=
	
	


Go to page 2



Candidate Evaluation Form
	Performance Objectives
	B.E.S.T Questions
	Rating
	
	Weight
	
	Score
	

	
	
	
	X
	
	=
	
	

	
	
	
	X
	
	=
	
	

	
	
	
	X
	
	=
	
	

	
	
	
	X
	
	=
	
	



	Closing Questions and Information
	
	
	
	
	
	



What aspects of the job sound particularly appealing?




What aspects of the job are of concern to you?




What questions do you have for me?




Thank applicant for their time commitment and explain the next steps in the hiring process

	Follow-up for Interviewer and Interview Team
	
	
	
	
	
	



	Is this candidate a good fit for this position and should he/she be interviewed again?     
	YES   NO 

	Why, why not?




	Next meeting:
	
	
	Responsible for contacting candidate:
	

	
	Date
	
	
	

	
	
	
	
	

	Reference request?
	   YES      NO
	
	Responsible for contacting candidate:
	

	

	
	
	
Responsible for contacting references:
	

	
	
	
	
	

	
	
	
	
	

	Is this candidate someone who might be considered for a different position?
	 YES   NO
	

	If YES, outline next steps:


	
	Position
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