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Introduction  
Who needs a talent acquisition playbook? Yes, we know, we 

know…..Recruitment teams are super busy looking for the right 

talent and are always short on time. But we really need this 

team across the hierarchy (if any), to go through this playbook 

because it will save you a lot of time. It’s both informative and 

will help Talent Acquisition (TA) teams learn some strategies to 

work efficiently and smartly. 

In this playbook, we have a mix of best practices, processes, checklists, strategic approaches to attract, evaluate and onboard 

talent here along with some recommendations for technology solutions. And this is why you must go through this playbook. Here 

are some favorable outcomes of going through this playbook:

Streamline the talent acquisition process.

Ensure consistency and fairness in recruitment.

Enhance the quality of hires.

Improve candidate experience.

Support the company’s growth and strategic 

objectives.

The Why Behind the Playbook
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Talent Acquisition 
Strategy
A comprehensive talent acquisition strategy aligned with 

organizational goals, clearly defined talent needs, a strong 

employer brand, and robust talent pipeline development 

positions the company for long-term success.

TA Playbook

How can the recruitment team align with 
organizational goals?

By working these tips, the recruitment team can forecast 

talent needs accurately and prioritize roles that will drive 

strategic initiatives. 

PRO Tips

Regular collaboration with senior leadership and 

department heads

Understanding business priorities and growth plans 

Stay informed about evolving business goals and 

adjust recruitment strategies accordingly.

Defining Talent Needs

This is a critical step in the talent acquisition process and 

sets the tone for attracting the right talent. Understanding 

both current and future talent needs allows the organization 

to build a proactive recruitment plan, ensuring that the right 

talent is available when needed.
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Building an Employer Brand

of recruiting leaders worldwide agree that 

employer brand has a significant impact on hiring.72%

How to create a compelling 
narrative that resonates with 
potential candidates?

Why is branding 
important?

By consistent online presence, employee 

testimonials, and showcasing the company culture 

on social media and career sites.

Branding reflects the company’s values, culture 

and is vital to attracting the right talent. It also 

helps retain current employees by fostering a 

sense of pride and belonging.

Identify roles in 
the company

Identify specific 

skills, experience, 

and competencies 

needed for the role

Do a detailed 

job analysis for 

the vacancies

Create accurate 

job descriptions

Create a roadmap 

for sourcing and 

evaluating 

candidates
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Talent Pipeline Development

Ensure that the organization has a pool of qualified candidates 

ready to fill key roles as they become available, reducing time-

to-fill for critical positions. This proactive approach involves 

building relationships with potential candidates long before a 

position opens. Tactics for pipeline development include:

engaging with passive candidates,

attending industry events,

leveraging employee referrals, and

maintaining a database of pre-screened candidates

communicating regularly with pipeline candidates
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How to Find Good 
Resumes on Job 
Portals?
Finding high-quality resumes on job portals involves a strategic 

approach to sourcing, filtering, and evaluating potential 

candidates. By systematically using these strategies, you can 

efficiently navigate job portals to find high-quality resumes, 

ensuring a robust talent pipeline for your organization.

Steps/Strategies to find 
good resumes Where/How? Examples

Identifying Key Job Portals Major job portals

Niche job boards for specific industries or 

roles

LinkedIn, Indeed, Glassdoor)

Stack Overflow jobs or Github jobs for 

tech jobs)

Location, education, and certification 

filters

Use Advanced Search Filters Keywords, job titles, skills, 

experience levels

E.g. search for “Java Developer” with 

keywords like “Spring Boot” and filter by 

experience level (e.g., 5-10 years)

Filter for candidates within a 50-mile radius 

of New York City with a Bachelor’s degree in 

Computer Science and AWS certification.

Create Boolean Search Strings Crafting effective Boolean search 

strings to refine results

E.g. (‘digital marketing’ OR ‘online 

marketing’) AND (‘SEO’ OR ‘content 

marketing’) AND (‘Google Analytics’ OR 

‘GA’)

Setting Up Job Alerts and 

Resume Databases

Automating the search process with 

alerts
Utilizing resume databases and saved 

searches

On Indeed, create an alert for “Senior 

Data Scientist” and specify desired 

qualifications and experience levels.
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Steps/Strategies to find 
good resumes Where/How? Examples

Evaluating Resume Quality Criteria for initial resume screening. Look for relevant work experience, 

educational background, and specific 

skills or certifications.

Develop a checklist of criteria to quickly 

evaluate resumes.

Job titles, key responsibilities, duration of 

employment, and quantifiable 

achievements.

Identifying red flags and standout 

features

Frequent job changes without clear 

progression, unexplained employment 

gaps, or lack of specific details about 

roles.

Identifying standout features Clear and concise descriptions of 

achievements, progression in job titles, 

relevant certifications, and advanced skills.
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How to Attract Talent 
by Posting Good Job 
Descriptions (JDs)?

And this is exactly what we intend to explain here. The best 

practices listed below with examples and tips can guide you in 

crafting detailed job descriptions.

By crafting compelling job descriptions……

The answer is simple.

Best Practices for 
crafting compelling JDs Examples Tips

Use Clear and Concise Titles Use "Software Engineer" instead of 

"Software Development Wizard" to ensure 

clarity and searchability.

Titles should be straightforward and 

reflect the actual role to attract the right 

candidates.

Detailed Responsibilities and 

Expectations

Develop and maintain web applications 

using JavaScript frameworks. Collaborate 

with cross-functional teams to define and 

implement new features.

Clearly outline what the job entails and 

what is expected of the candidate to avoid 

ambiguity.

Required and Preferred 

Qualifications

Required: Bachelor’s degree in computer 

science, 3+ years of experience with 

React. Preferred: Experience with Redux 

and Node.js.


Distinguish between must-have and nice-

to-have skills to help candidates self-

assess their fit.

Highlight Company Culture and 

Benefits (What is the USP of 

your company?)


Join a dynamic team at a leading tech 

company known for its innovative 

solutions and employee-centric culture.

Highlight what sets your company apart, 

such as mission, values, and 

achievements.
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Best Practices for 
crafting compelling JDs Examples Tips

Use Inclusive Language,


avoiding jargon and gender-

biased terms

Use "strong communication skills" 

instead of "strong command of the 

English language" and "team member" 

instead of "he" or "she."

Make the language accessible and 

neutral to attract a diverse pool of 

candidates.

Employee Benefits, Perks, and 

Work-Life Balance

We offer flexible working hours, remote 

work options, comprehensive health 

insurance, and opportunities for 

professional development.

Emphasize benefits and perks that 

improve quality of life and work 

satisfaction.

Ensure Accessibility and 

Diversity in Job Descriptions

We welcome applications from 

candidates of all backgrounds and 

experiences, including those with 

disabilities.

Explicitly state your commitment to 

diversity and inclusion.

Use Relevant Keywords to 

optimize for SEO and job portals

Include keywords like "project manager," 

"PMP certification," and "agile 

methodology" if relevant to the role.

Identify and incorporate terms that 

candidates are likely to search for.

Formatting Tips for Better 

Visibility on Job Portals

Use bullet points for responsibilities and 

qualifications to enhance readability

Structure the JD with clear headings and 

bullet points, and avoid dense paragraphs 

to improve visibility and engagement.
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How to Sift Through/
Filter Resumes, 
Screen, and Shortlist 
Candidates?

1. Initial Resume Screening

This is a critical step in the talent acquisition process 

and sets the tone for attracting the right talent. 

Understanding both current and future talent needs 

allows the organization to build a proactive 

recruitment plan, ensuring that the right talent is 

available when needed.

Tip: Configure the ATS to prioritize resumes 

that closely match the job description and 

to flag potential candidates for further 

review.

Tip: Look for clear, concise resumes that 

highlight relevant achievements and 

professional growth.

2. Manual Review Techniques

After the ATS filters the initial pool, manually review 

the top resumes to assess details that automation 

might miss, such as the quality of past job 

experiences or unique skills.
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3. Application of Screening Criteria

Use the “must-have vs. nice-to-have” qualifications listed out clearly. 

E.g. For a software developer role, must-have qualifications might 

include a degree in Computer Science and proficiency in Java, while 

nice-to-have qualifications could be experience with cloud platforms 

like AWS.

Tip: Clearly define these criteria 
beforehand to ensure consistent 
and objective evaluation.


5. Conduct Pre-screening Interviews

Create standardized questions for Initial Screening. E.g. Ask 

questions like "Can you describe your experience with X 

technology?" or "What motivated you to apply for this role?" to 

gauge candidates' technical expertise and interest in the position.

Tip: Develop a standardized set of 

questions to ensure all candidates are 

evaluated on the same criteria.

Tip: Create a checklist to 

quickly match resumes 

against these criteria.


4.
Experience, Education, and Skills 

Alignment

Ensure candidates’ experience aligns with the job requirements. 

For instance, if hiring for a marketing manager, prioritize candidates 

with specific experience in digital marketing and project 

management.

Tip: Look for answers that reflect 

enthusiasm, adaptability, and 

alignment with the company’s 

values.

6. Assessing Cultural Fit and Motivation

E.g. Questions like "What type of work environment do you 

thrive in?" or "How do your career goals align with our 

company’s mission?" help assess if the candidate’s values align 

with the company culture.
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7. Assessment Tools and Techniques

Create skill tests, personality assessments, and ask for work 

samples. Use coding challenges for technical roles, personality 

assessments like Myers-Briggs for team dynamics, and request 

work samples or portfolios for creative positions.

Tip: Select assessment tools that 
are relevant to the job’s 
requirements to effectively gauge 
the candidate’s capabilities.


8. Create Shortlists

At the end of the screening process create candidate shortlists 

based on screening outcomes and maintain a balanced/diverse 

candidate pool. 
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Craft personalized and 
engaging emails/messages

Send personalized emails that mention specific details 
about the candidate’s background and how it aligns 
with the role.

Response time and follow-up 
strategies

Respond to candidate inquiries within 24-48 hours to 
show respect and enthusiasm.

Regular updates and 
transparency in the hiring 
process

Inform candidates of each stage in the hiring process, 
expected timelines, and next steps

Addressing candidate queries 
and concerns promptly

Provide clear and timely answers to questions about 
the role, company culture, and hiring process.

Provide constructive feedback After interviews, give candidates specific and 
actionable feedback on their performance.

Automate repetitive tasks Automate follow-up emails for application receipts 
and interview scheduling while personalizing the 
content by using templates.

How to Communicate Effectively 
with Prospective Candidates?

What to do?How to communicate?
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How to Streamline 
and Schedule Various 
Levels of 
Interviewing and 
Feedback?
Pick and choose some of the strategies 
listed below to create a more efficient, fair, 
and positive interview experience for both 
candidates and interviewers.

Interview Scheduling Tools

Utilizing scheduling software and calendar 

integration can push automated reminders, 

notifications, and handle time zone management. This 

allows candidates to select available time slots, 

automatically syncing with interviewers' calendars to 

avoid conflicts.


Efficient coordination with candidates and 

interviewers is possible through pre-interview 

communication, real time updates and having 

dedicated coordinators to manage schedules and 

handle logistics if any.
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Collecting and Consolidating Feedback

Templates with criteria-based evaluation, a 

scoring system and comments section help maintain 

a structured feedback format for collecting feedback 

from interviewers.

Scheduled de-briefing sessions with interview 

panels help reach a consensus on candidates’ 

performance and next steps.

Set clear timelines and communicate expectations to candidates and 
interviewers.

Handle no-shows professionally by sending courteous notes to candidates 
offering them an opportunity to reschedule.

14

Structuring Interview Rounds

Define different stages of interviews each with a 

specific focus like phone screen, technical interview, 

cultural fit interview etc.

Assigning interviewers with relevant expertise 

and standardizing questions to ensure consistency 

for each stage.
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Ability to tailor 
the recruitment 
process to your 
specific needs.

Customizable 
Workflows

Resume 
Parsing

Automatically extracts 

information from 

resumes, making 

candidate profile easy 

to search and filter.

Collaboration 
Tools

Features like shared 

notes and comments 

for interviewers to 

collaborate efficiently.

Automated 
Communications

Automated emails 

and notifications to 

keep candidates 

informed and 

engaged.

Integration 
Capabilities

Seamless 

integration with 

other tools such as 

calendars, email, 

and HR systems.

How to Effectively 
Track Candidates?
Using Applicant Tracking Systems (ATS) can smoothen the 

whole process of tracking candidates through a single 

dashboard and is essential for managing the recruitment 

process efficiently.

What to look for in ATS software?

Data Management and Reporting

Recording Interactions and Updates

Keeping detailed interaction logs, status updates and 

interview feedback attached to each candidate’s 

profile, ensures a smooth and transparent 

recruitment process.

Maintaining Candidate Profiles

Tracking Progress Through the Hiring Funnel

An effective ATS can create visual representations of 

the hiring funnel and helps set specific actions/tasks 

for each stage, with automated reminders for follow 

up actions and deadlines.

Generating Reports and Analytics

Data management and reporting are crucial for 

assessing the effectiveness of your recruitment 

process with custom/compliance reports and 

analytics dashboards.

Monitoring Key Metrics

Tracking key metrics like time to hire, sourcing data, 

candidate drop-off rates, offer acceptance rates etc, 

helps optimize the recruitment process and improve 

decision-making.



Steps to Negotiate and 
Onboard Candidates

Effective Negotiation Techniques

Extending Offers
Structuring competitive and fair offers

Clear communication of terms and benefits

Negotiation 
Strategies

Understanding candidate expectations

Effective negotiation techniques

Pre-onboarding 
Engagement

Keeping candidates engaged post-offer acceptance

Pre-onboarding checklists and communication

Onboarding 
Process

Structuring onboarding programs

Continuous support and feedback mechanisms

Integration into team and company culture

How to negotiate for a win-win outcome for both parties?

Be willing to adjust the offer 
based on the candidate’s 
feedback. This might include 
salary adjustments, signing 
bonuses, additional vacation 
days or flexible work hours.

Emphasize the long-term 
benefits of joining your 
company, such as career 
growth opportunities, 
company culture, and work-
life balance.

Give candidates reasonable 
time to consider the offer but 
set a clear deadline to keep 
the process moving

Flexibility Value Proposition Timing
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Technology And Tools

An Applicant Tracking System (ATS) is a software application 

that automates the recruitment process. It helps in collecting, 

organizing, and managing candidate information efficiently 

with features such as resume parsing, job posting distribution, 

candidate tracking, interview scheduling, and reporting 

analytics


HR Management Software encompasses a range of tools with 

integrated modules for recruitment, onboarding, time and 

attendance tracking, payroll management, benefits 

administration, and employee performance evaluations. This 

enhances overall HR efficiency, improve data accuracy, and 

provide comprehensive insights into employee management.

Automation and AI technologies are transforming recruitment 

by improving efficiency, accuracy, and candidate experience. 

There are a variety of automation tools, AI powered tools, and 

chatbots that can be leveraged. Platforms like

integrate automation and AI tools to reduce time-to-hire, 

eliminate bias in screening, and allow recruiters to focus on 

more strategic tasks.

 ImagilityTA 

Applicant Tracking Systems (ATS)

HR Management Software

Automation and AI in Recruitment

ImagilityTA, Workday, BambooHR, and Jobvite are 

widely used ATS tools. Each offers unique features 

tailored to different company sizes and needs.

ImagilityHR, Workday BambooHR, and ADP 

Workforce Now are popular HR management 

systems

Popular ATS Tools

Popular HRMS Tools
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Data Privacy and Security

With the increasing use of technology in recruitment, data 

privacy and security have become critical concerns.

Transparency

Clearly communicate your data privacy policies to 

candidates, explaining how their data will be used, stored, 

and protected.

Regulatory Compliance

Ensure compliance with data protection regulations such 

as GDPR in Europe and CCPA in California, which 

mandate stringent data privacy and protection measures.

Data Encryption

Use encryption to protect sensitive candidate data both in 

transit and at rest.

Access Controls

Implement strict access controls to ensure only authorized 

personnel can access sensitive data.

Regular Audits

Conduct regular security audits and vulnerability 

assessments to identify and mitigate potential security 

risks.

By leveraging advanced technology and tools, organizations can streamline their recruitment 

processes, enhance candidate experience, and ensure data security and compliance.

Imagility’s Talent Acquisition Platform bundles all the top features covered in this playbook. and 

not only improves efficiency but also provides valuable insights that can help in making more 

informed and smart hiring decisions.
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