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ABOUT THIS GUIDE 
 
Hiring the right people is essential to the success of a residence and enables its leaders to meet the company mission 
to "provide the highest standards of quality of service, environment and care to residents." The right recruitment efforts 
can showcase senior living as a profession and Legend Senior Living as the best place to work.  
 
Legend is committed to providing every individual the opportunity for employment regardless of race, color, religion, 
sex, national origin, age, disability or genetic information. Each manager involved in the recruiting process should take 
proactive steps to promote a diverse workforce and positive work environment. 
 
This Recruitment Guide provides the strategies and tools needed to guide the entire recruiting process. It will help 
managers efficiently engage the most qualified candidates with the best chance of retention. Sections are tabbed for 
easy look-up with each tab providing materials and detailed steps. 
 
 
 

TABLE OF CONTENTS 
 
RESOURCE: Applicant Tracking System Recruiting Flow Chart 
 
TAB 1: Search & Talent 

How to make the most of the search. 
 
TAB 2: Application Review 

Filtering the applications for the best fit and reaching out to establish contact. 
 
TAB 3: The Interview 

Asking the right questions to ensure candidate experience fits and the company's values align. 
 
TAB 4: The Offer 

Making a timely employment opportunity to land the candidate. 
 
TAB 5: The Acceptance 

Beginning the on-boarding journey. 
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THE ATS RECRUITING PROCESS FLOW CHART 
 
The ATS Process Flow Chart (shown below and also on LNET) provides a concise visual overview of the recruiting process. 
While this Recruitment Guide provides step-by-step instructions, the flow chart can be a quick reference of which steps 
have been completed and which steps are next.   
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JOB POSTINGS 
The way a job is described plays a huge factor in turning a passive job seeker into an active applicant. The posting should 
generate excitement for the opportunity to do what our associates do every day--make a difference in the lives of 
residents. It should also convey the company's commitments to associates. 

 

WHAT ARE THE FACTS? 

To maintain a consistent message across the company, Home Office provides most of the information on the job 
posting, such as: 

1. An engaging introduction: Inviting applicants to become a part of an exciting team. 
2. Basic duties and requirements: Giving clear expectations and helping applicants determine if they're qualified. 
3. Legend’s unique personality: Differentiating the company by describing work culture, Great Place to Work, etc. 
4. A list of benefits: Explaining how the company cares for the whole associate. 

 
There are occasions when the requester may need to provide additional information to the job posting, such as: 

1. Hours: Daytime, overnight, weekends only, etc. 
2. Status: Full time or part time 

 

 
RECRUITMENT TIP: Great leaders recruit every day 
 
Look for candidates well before there is a need. Be proactive and keep a pool of applicants available to draw from. 
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WHAT ACTION STEPS SHOULD I TAKE? 

To post a position on the company careers site, visit www.lslcareers.com/request (shown below). This process allows 
the job to be shared across a host of other websites – national and local – to generate interest.  
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Next, a new page (shown below) opens that allows:  
• Selection of the open position 
• Selection of additional posting options, such as advertisements 

o Free options will be automatically picked up or "scraped" by websites like Indeed 
o Ads that require additional funds will require the consent of the requester  

• Review of free local resources 
• The option to add social media and Google preferences 

o There is no question that social media has drastically changed communication. It also allows more 
proactive, direct recruitment with candidates by using text and email options. 

o Legend's ATS makes both of these options easy to use  

 

 

Once submitted, the requester will receive an email confirmation of the job posting. 
For questions about posting a job, please contact the Home Office recruitment team at 316-616-6288. The recruitment 
team can pull information from ATS that helps determine the best posting strategies. 



  10  March 2021 
 

The steps above will post the job to the Legend Senior Living career website, www.lslcareers.com (shown below). The 
website attracts job seekers to Legend, showcases company core values and provides candidates a view of a day in the 
life of associates at work.  
 

 

 
WHEN SHOULD I TAKE THESE ACTIONS? 

• When to post a position: As soon as someone has given notice, or there is a continual need (for example: 
Resident Assistant openings) 

• How often to review posted positions: Weekly 
o Determine if any positions should be added or removed. 
o Evaluate candidate flow to determine if there are enough candidates to meet hiring needs, or if 

additional paid ads should be requested. On average, one associate Is hired for every 12-15 
applications. 

o Selecting the right media and/or paid ads depends on the position, location, schedule and a variety of 
other factors. To evaluate candidate flow, note how many applications are coming in from the 
different sources. Are there a lot from Craigslist for a particular position, but not for others? Is 
Facebook really popular for nursing, but not as much for dining? Has Indeed Easy Apply resulted in a 
high percentage of hires overall? For more support, the Home Office recruitment team is available to 
help evaluate advertising strategies. 
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CAREER CARDS 
Have you ever received extraordinary service by someone at a restaurant, hotel, bank or retailer? Afterward, did you think, 
“I wish they could work for Legend Senior Living. They’d be awesome!” When you experience great customer service or 
believe someone may be a good fit for senior living, you can use that opportunity to introduce the individual to Legend 
Senior Living and the idea of working in senior care. Plus, they get a compliment from you! 

 

WHAT ARE THE FACTS? 

• Recruiting is selling. People who know nothing about working with seniors may come to love the profession 
if they only knew about it. 

• You and your team could have a tremendous impact by making one introduction a day. Let's do the math: 
 
 

41 communities x 
5 department heads or managers x 

365 days annually = 
_____________________ 

74,825 

Opportunities for introduction 
 

 
 

WHAT ARE THE RESOURCES? 

• Career cards (wallet size, shown below) are available on the LNET Sharpe Portal 
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WHAT ACTION STEPS SHOULD I TAKE? 

• Consider how you were introduced to the senior living profession and specifically Legend Senior Living.  How 
can you do that for others? Have a simple "why" explanation prepared. 

 
“My mother had dementia and had a wonderful caregiver. I watched her and wanted to 
provide that same love to other mothers and grandmothers."  

 
• Have the career cards available at all times. If you see someone demonstrating a core value or going above 

and beyond, hand them a card and explain how their attitude, value or service stood out to you. Share that 
their caring, servant attitude would be ideal in senior living. Think broadly about people’s experiences and 
skillset and how that could translate to your community.  
 

“You seem to really enjoy engaging with customers. That is one of the characteristics that 
is valuable when working with seniors. That’s what I do for a living. This card will tell 
you where you can learn more about working with seniors. This is my phone number, I 
am looking forward to talking to your more about working with seniors." 
 

• Practice your 30-second commercial. 
 
"My name is John and I’m glad to meet you. I am responsible for Sales and Marketing at 
Legend Senior Living. I have been there for almost 3 years. I love what I do because I get 
to help families make good decisions for their loved ones. I really care about residents 
and their families and I make a positive difference in their lives every day. I look forward 
to helping you." 
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NETWORKING 
 
Networking with local groups, organizations and businesses connects individuals and benefits everyone involved. 
Networking requires some work and forethought on the front end, but the efforts will be well worth the investment. 
 

WHAT ARE THE FACTS? 

Networking locally can create a future pipeline of applicants that makes recruiting easier in the long-term. The next time 
candidates are looking for a job, they will remember the positive interactions they had with Legend hiring managers. 
Creating this type of applicant flow will increase the number of qualified candidates available to hire when there are open 
positions.   
 
The following institutions are great candidate sources: 

• Universities 
• Community Colleges 
• Technical & Vocational Schools 
• Workforce Centers 
• Churches 
• Employment Offices 
• Chamber of Commerce 

 

WHAT ARE THE RESOURCES? 

Recruitment "Start Your Journey" Brochures (shown below) highlight the benefits of working in the senior living profession 
and provide information about Legend Senior Living. Always have brochures ready when visiting these institutions. The 
brochures are available on the LNET Sharp Portal.  
 

  

 
Additional resources are available and listed in the following "hiring fair" section (starting on page 15). 



  14  March 2021 
 

WHAT ACTION STEPS SHOULD I TAKE? 

1. Make a list of networks in the area. A Google search of the institutions listed above is a great start. Create a list 
including the name, address, phone number and contact name.  

2. Call the institution's main number and ask to speak with the career office, employment office, or a guidance 
counselor: 

 
“Hello, I’m ___ with (residence name).  Can you direct me to the person I can speak to 
regarding employment opportunities we have in our residence?” 
 
“Hello, I’m ___ with (residence name).  I would like to be a resource for students or job 
seekers by giving presentations or practicing interviewing. Who can I speak to about 
this?"  

 
3. Once a quarter, offer to:  

• Serve pizza and have an informational session on careers in senior living.  
• Speak in a class about the senior living profession. 
• Perform mock interviews. 
• Invite groups to tour the residence and to get a snapshot of a day in the life. 
• Be a vendor during a networking event. 
• Reach college/university students about open positions. 

 

WHEN SHOULD I TAKE THESE ACTIONS? 

• How frequently to contact local groups for networking:  
o Schools: At least once per semester 
o Workforce centers, churches, social groups, etc: Quarterly 

 
 

 

RECRUITMENT TIP: Ask local institutions to be notified of upcoming career fairs and events 
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HIRING FAIRS & RESOURCES 
There are two types of career fairs – internal and external. External career fairs are usually sponsored by local 
universities, newspapers/media sources or vocational schools. Internal career fairs are held within the residence and 
provide opportunities for candidates to see senior living firsthand. Both external and internal fairs should showcase 
what positions are currently available and how senior living can be a fulfilling career path. 

 

INTERNAL CAREER FAIRS 

BENEFITS 
 

• Controlled environment: The applicant's entire experience -- from the time the applicant walks in to the time 
they walk out -- should be planned. It is the perfect opportunity to make a great first impression and showcase a 
place they want to come back to. 

 
"Hello Sarah, nice to meet you! I'm so glad to meet you today. Did you find us OK? Would 
you like a water before we start? Let's step into the office so we can discuss how you'd fit 
with the team." 
 

• Captive audience: Applicants who attend internal career fairs have already conveyed an interest in the position 
or community by attending the internal career fair.  

• Applicants evaluate the company: Applicants want to know what it will be like to work for a potential employer. 
Give candidates a tour of the beautiful building and let them talk with the outstanding management team. This 
will help potential applicants picture themselves working there. 

 
"I'm excited to introduce you to Chef, John. He and his team do a great job of getting the 
meals out on time, and they always look so mouth-watering! He makes the best meatloaf, 
and the residents ask for it every month!" 

 
• Gauge the right fit: Determine how the applicant will fit with the existing team and the Legend Senior Living 

culture. It is the perfect time to evaluate the applicant's attitude, communication style and social skills. 
• Rapid interviewing: Internal career fairs offer the opportunity to do many interviews in the same day and 

narrow the candidate pool quickly. Applicants don't have to return for second interviews and offers can be made 
on the spot. 

 
TIPS & BEST PRACTICES 

• Promoting the internal career fair is critical to the success of the event. Unlike external marketing events where 
the host handles the advertising, it's important to do additional marketing for internal career fairs. Here are 
some suggestions: 

o Post flyers in college and university student employment offices, vocational schools, state employment 
offices, churches, etc. (see the resources listed in this section, starting on page 18) 

o Add your event to local community calendars (contact newspaper and TV stations) 
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o Pay for local newspaper advertising (visit www.lslcareers.com/request for a local list) 
o Post on social media – Residence Facebook pages, LinkedIn or Twitter (contact the Home Office 

marketing department at 316-616-6288) 
o Use your associates – Ask current associates to invite the individuals they want to work with 

• Offer applicants a nominal gift or have giveaway drawings for attendees (Order from the "Promotional products 
request" link on LNET's operations page) 

• Ask a few star associates to lead tours and talk with candidates. Getting associates involved will help create 
positive connections with candidates.  

• Offer snacks and beverages  
• Have appropriate literature about Legend Senior Living readily available 
• Make a plan for after the event, such as who is making follow-up calls and/or offers of employment 

 

EXTERNAL CAREER FAIRS 

BENEFITS 
• Gain access to a large number of candidates in a one-stop environment. More individuals attend these events 

than internal events. The goal of these events is to engage with a high number of job seekers to increase the 
candidate pool.   

• An introduction to the senior living profession: Be prepared to speak to many individuals who have never 
considered working in the senior living profession. This provides an amazing opportunity to explain how it can 
become a passionate profession. 

 
“I have developed such meaningful relationships with the seniors I serve. I don't see it as 
a job. I see it as a way to care for my friends, enrich their lives and make a difference 
every day." 
 

• Serve as an initial screen of talent: External career fairs are usually more of a meet-and-greet environment. It 
can be an opportunity to identify stronger candidates and schedule a formal interview later. 

• Increases brand awareness: External career fairs are a form of public relations for the residence and the 
company. Hundreds of eyes will see the company logo, visual displays and collateral.  

• Opportunities to meet non-traditional candidates: Be open to a non-traditional candidate who has built up a 
rich and diverse skill set. 

 
TIPS & BEST PRACTICES  

• Create an attention-grabbing display that will make people stop and visit. The more job seekers that are 
attracted to the booth, the greater the talent pool to choose from at the end of the day. (Refer to the Career 
Fair Display Kit listed on page 21.) 

• Move from behind the table and be engaging. Show enthusiasm for the Senior Living profession and for Legend 
Senior Living specifically. 

• Help job seekers translate their current skillset into a senior living setting. 
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“You're a server at a restaurant currently? We have servers too. You will get to serve the 
same people every day and provide their favorite meals. How does that sound? You can 
visit us tomorrow at 1 p.m. to see what that could look like for you." 

 
• Explain the career opportunities beyond nursing (administration, life enrichment, culinary, maintenance) and 

the opportunity for growth and advancement.  
• Clearly identify the job openings within the residence. Display a board that reads, “Now Hiring for….” and list the 

available opportunities. It can go a long way to ensure the right candidates stop instead of walking by. (Request 
this from the Home Office marketing team at 316-616-6288.) 

• Don’t just refer individuals to the website. The top complaint from career fair participants is that, after a 
conversation, job seekers are told to “go online and apply.” Candidates want an “in” or a special relationship 
because they came to a career fair. Otherwise the job seekers could have stayed at home and applied online. 

 

TESTIMONIAL  
 
"I first met Matt during an external career fair. Matt knew we would have a booth and was interested in finding out 
more about The Windsor. My first impression of Matt was very positive. He asserted himself in a professional manner 
and was honest and candid. He came from a retail background, but had been thinking about making a change and had a 
passion for taking care of the elderly.   
Shortly after the job fair I offered him a Resident Assistant. Since Matt has joined The Windsor, he has completed his 
C.N.A. certification, and is currently enrolled in Florida State College, pursuing a Bachelor’s Degree in Human Services. 
He also plans to take a Certified Dementia Practitioner course offered through Legend.  
Matt loves the residents and this is demonstrated through his sincere passion and commitment to the memory care 
residents he serves. Hiring Matt has proven that participating in the external career fair is certainly worthwhile."   
-- Residence Director, Florida 
 
 

WHAT ARE THE FACTS? 

Career fairs are both a short-term and long-term investment. The short-term benefits come when a job seeker is hired 
immediately after an event. The long-term benefits come when the star candidates remember and seek out Legend 
Senior Living for a job later on. Both are beneficial to the recruiting effort and worth the investment. 
 

WHAT ACTION STEPS SHOULD I TAKE? 

• Search “Career Fairs (city)” or “Job Fairs (city)” online. 
• Inquire about career fairs from local media sources (newspaper, tv, radio) as they frequently host events. Ask to 

be notified about future events. 
• Contact the local Chamber of Commerce and workforce centers. Ask to be notified about future career fairs or 

other events. 
• Ask the Home Office Recruiting team to help find other events. 
• Promote events by using the flyers and display kit listed on the following pages (page 18-23). 
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WHEN SHOULD I TAKE THESE ACTIONS? 

• How frequently to attend a career fair:  
o Twice a year. This will keep Legend Senior Living top-of-mind for job seekers. 

• When to use the "now hiring" flyers (page 20) 
o This depends on current hiring needs. If there are multiple care positions open, but there is not an 

adequate applicant flow, this is a great time to use flyers. 
 

WHAT ARE THE RESOURCES? 

There are many resources to help promote open positions at career fairs. Most resources are available at 
www.lslcareers.com/request. 

 
Once the location and category are selected, the ordering page "Recruitment Sourcing Request" will appear (shown 
below). Three gray boxes will display the following options, which will allow for orders of promotional material: 

• Job fair events (example on page 19) 
• Order hiring flyers (example on page 20) 
• Hourly referral program (example on page 23) 

 

 

There is also one Career Fair Display Kit available per region (see page 21).  
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CAREER FAIR FLYERS  
Career Fair flyers are customizable and can be ordered at wwwl.lslcareers.com/request by selecting "job fair events." 
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NOW HIRING FLYERS 
Now hiring flyers are customizable and can be ordered at www.lslcareers.com/request by selecting "order hiring 
flyers." 
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CAREER FAIR DISPLAY KIT 
The Career Fair Display Kit provides everything needed to set up an eye-catching display that showcases Legend and its 
exciting opportunities. Brightly colored banners, brochures, career cards and additional supplies are all included in the 
lightweight display that is easy to set up and tear down. One kit is available per region. Contact the Home Office 
Recruitment Team or the Regional Director of Operations to request the kit for events. 
 
Included: 

• Tablecloth (1) 
• Floor Retractable Banner (1) 
• Tabletop Retractable Banners (2) 
• “Now Hiring” Sign in Acrylic Holder (1) 

o Career Cards for holders attached to 
this sign (order additional from Sharpe) 

• Giveaway Box (1) 
o Drawing Slips (see Marketing for PDF) If 

not using Air Pods as a giveaway, see 
Marketing for new sign design. 

 

Not Included: 
• Giveaways 

o Order Promotional Products on 
LNET>Departments>Operations  

o If attending the event with multiple 
locations, add a note to split the 
cost. 

• “Start Your Journey” Brochures 
o First order of brochures included 
o Order more from Sharpe portal 

 

• Great Place to Work Rectangle Sign (1) 
o Sign Stand included (1) 
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ASSOCIATE REFERRAL PRORAM 
Legend’s Associate Referral Program is a recruiting strategy which encourages current associates to refer qualified 
candidates for open positions through financial incentives. It is a proven effective strategy. Research confirms that 
employee-referred new hires tend to be better performers and have higher retention rates. The Associate Referral 
Program can also be more cost-effective than other recruiting strategies and can be the fastest way to find external talent. 
For Legend Senior Living, roughly 25% of all hires are associate referrals.  
 
To make the most of the referral program: 
 

• Announce the referral program frequently and build excitement. The more it's talked about, the better the results.  
o Message associates on Redeapp monthly to continue program engagement. 

• Ask associates to consider speaking with the following people about applying: 
o Individuals they know are looking for jobs 
o The best co-workers they’ve worked with previously 

• Remind associates they can: 
o Receive a $200* bonus if the applicant writes the associate’s name on their application and the 

applicant is hired.  (Please note, if the applicant mentions in the hiring process that they are a referral, 
add a note to the application in the ATS) 

o Receive an additional $300* bonus if the new associate stays employed for 90 days 
o Note: Amounts are subject to change and may be community specific 

• Show associates how to post job openings on their social media by: 
o Going to www.lslcareers.com  
o Finding the specific job and click on “details” 
o Scrolling to the bottom to find the social media links for sharing (see below) 

• Each interval of the bonus should be requested via check request to HR. 
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Referral program flyers are customizable and can be ordered by contacting the Home Office recruiting team 

 

 

 
 
  

RECRUITMENT TIP: 
Employee Referral Programs are among the most successful recruiting practices: Referred new hires are often 
a better culture fit, less likely to leave and more engaged.  Publicly recognize associates who earn referral 
bonuses to help promote the program to other associates.   

*Limited use as 
approved by COO 
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THE APPLICANT TRACKING SYSTEM (ATS) 
 
Legend's Applicant Tracking System (shown below) provides a streamlined approach to the application review process 
because all applications are in one place, regardless of the source. Filters and visual aids help identify an applicant's 
information quickly and determine if they're qualified for an interview.  
 

WHAT ARE THE FACTS? 

• ATS provides filters such as name, application date, job and status (contacted applicant, phone interview, hired, 
etc) at the top of the screen. These filters help sort applications and keep all notes in the same place. 

• ATS has the capability to email (yellow envelope icon) and text (black phone icon) the applicants, and keeps a 
record of these interactions in the activity log (red bubble icon). 

• ATS brings in applications from websites like Indeed. These applications will come in as "easy apply" in the 
"status" column. This integration makes it easier for candidates to apply, resulting in more applications. 

• ATS also integrates with a pre-employment assessment called Arena, which assesses the applicant's likelihood 
for retention. The results are listed in the "Arena retention" column. 

o Green = Best fit (Likely to stay) 
o Yellow = Neutral 
o Red = Not a best fit (Unlikely to stay) 

• The "dashboard" tab will display tasks needing attention, such as applications or texts needing attention. 
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WHAT ARE THE RESOURCES? 

• Many Residence Directors request their department heads be given access to ATS. This helps the department 
heads manage the recruiting of their team members more directly. Request this access from the Home Office 
Recruiting team. 

• ATS User Guide (shown below) is emailed to new users upon hire 
• ATS Flow Chart (page 5, also available on LNET)  
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WHAT ACTION STEPS SHOULD I TAKE? 

• Review applications daily, and change the status in ATS with each step with each application. Examples include: 
o Called/left message 
o In-person interview 
o Not qualified 
o Background/drug screen in process 
o Hired 

• Ensure department heads are the only ones making judgment calls about applications.  
• Look for red flags on applications or resumes: 

o Gaps in employment or conflicting dates 
o Job hopping 
o Hiring relatives 
o Poor reasons for leaving 

 

WHEN SHOULD I TAKE THESE ACTIONS? 

• Reviewing ATS and contacting candidates: 
o Contact candidates that you’re interested in as soon as possible, no greater than 24 hours. The sooner 

the better. 
 

RECRUITMENT TIP:  
Senior living experience isn’t required for most positions. Be willing to teach candidates about the great 
opportunities that await them in senior living. Hire for great attitude and train the skills. 
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ENGAGING CANDIDATES  
One of the most important things in hiring the best talent is to engage candidates quickly and enthusiastically. 
Applicants will be excited to work for an employer if the employer is excited about the applicant. It's important to 
engage candidates before another employer does. Improving these interactions will result in greater success with filling 
open positions. 
 

WHAT ARE THE FACTS? 

• Applicants have a greater response rate if they are contacted within 24 hours. After this time, job seekers are 
more likely to get offers from other employers.  

• While the unemployment rate may change, the need for quality staff in the senior living profession will remain 
constant. In fact, statistics show that finding quality staff will become increasingly difficult in the coming years 
due to increased competition and need for senior living communities. 

 
 

SENIOR LIVING GROWTH PROJECTIONS 

The U.S. assisted living residence market size is expected to register an annual growth of 6-7% per year through the end 
of the decade. Individuals residing in assisted living facilities (ALFs), largely senior citizens, seek companionship, security, 
and assistance with daily activities. According to the U.S. Census Bureau, the percentage of senior population above the 
age of 65 stood at 13.0% in 2010, which is expected to reach more than 20.0% by 2030.  

 

WHAT ARE THE RESOURCES? 

• ATS Flow Chart (page 5, also on Lnet)  
• ATS User Guide (page 26)  

 

WHAT ACTION STEPS SHOULD I TAKE? 

• Call qualified candidates within 24 hours of application (or sooner if possible).   
• Use a candidate-focused approach: Think "we would be lucky if they chose to work here." Show enthusiasm for 

the individual's potential contributions. Allow applicants the flexibility to schedule the interview when it’s 
convenient for them. 

 
“Hello ____, How are you today? I’m calling about your application for the _____ position 
at Legend Senior Living.  I was looking over your application and I’m very excited to have 
you consider us. We think you could be a great asset to our team, and I would like to 
schedule an interview with you! When are you available discuss coming to work with us?” 

 
• Give candidates a recruiting timeline so they know how long the process will take. Once an interview is 

confirmed, send a confirmation email or text (within ATS) with the time, date, location and interviewer. 
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"This email is to confirm your (position) interview with (residence). We will call you at 
(time) on (date). We look forward to speaking with you!  
-- (Location), (address), (phone) 

 
• Many candidates do not answer calls they do not recognize. If this happens, follow up with a text and email 

(within ATS) immediately after.   
 
VOICEMAIL:  
"Hello, (name). You recently applied to be a (position) at (location). We are interested in 
your application, and would like to schedule a phone interview. Please let me know when 
you’re free by calling (phone). Look forward to hearing from you!" 
 
EMAIL: 
"(Name), You recently applied to be a (position) at (location). We are interested in your 
application, and would like to schedule a phone interview. Please let me know when 
you’re free by calling (phone). Look forward to hearing from you!  
-- (Location), (address), (phone) 
 
TEXT: 
"(Name), Please call (phone) to schedule a (position) interview with (location). Thank 
you!" 
 

 

RECRUITMENT TIP:  
Schedule the interview as soon as possible. If applicant answers the phone upon first contact, conduct the 
interview immediately. This will help get the candidate in the door before they receive another company's offer 
of employment. 
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The Interview 
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FIRST IMPRESSIONS 
First impressions happen instantly, both for the interviewer and the candidate. 

Be aware of any first impressions of the candidate. Keep an open mind and ask the same questions of every 
individual to keep evaluations fair.  
 
To give the candidate the best possible impression of their potential workplace, plan the entire visit from start to finish. 
Think about the greeting, meeting location, team introductions, tours and questions. Refer to the "internal career fair" 
section on page 15-16 for a more detailed list of tips. 

Showcase what Legend offers, such as: 
• Quality of product and care for residents 
• Growing profession and company 
• Benefits, such as the Associate Care Program 
• Commitment to Associates (Care, Communicate, Inspire, Invest, Appreciate) 

 
“Legend is committed to providing the highest possible quality of care to residents, which means 
you get to make a difference in their lives every day. We will invest in you by providing quality 
training, development opportunities and financial resources when you're in need. A career with us 
means shelter against economic uncertainty, as the senior living profession is growing rapidly. 
Legend values a positive and safe work environment that appreciates the individual contributions 
of each team member." 

 

THE S.T.A.R. APPROACH 
Interviewing candidates goes beyond discussing experience and abilities. Asking the right questions in the right way is 
essential to finding the best candidate. Using the S.T.A.R. approach when asking questions: 
 

• Encourages open-ended questions that require a "beginning, middle and end" story rather than just “yes” or 
“no.” 

• Draws on past behavior to predict future behavior.  If the candidate can explain a specific accomplishment or 
skill from their previous employer, they are more likely to demonstrate that behavior at Legend.   

• Identifies candidates that exemplify Legend's Core Values (see the list on page 32) 
 

SITUATION 

• Ask candidates to describe a recent situation applicable to the job. Be sure the candidate responds with a 
specific situation and not generic answer. 
 
YOU ASK: “Tell me about a recent time when you had to be productive." 
GOOD "S" RESPONSE EXAMPLE: Last week we had a lot of residents become ill. 
BAD "S" RESPONSE EXAMPLE: Every day is a busy day. 
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TASK 

• Ask candidates to define a goal or task (pay attention to how they define it). 
• Are candidates dismissive of the task or assignment? 
• Do candidates appreciate structure and defined goals? 

 

YOU ASK: "What were you asked to do?" 
GOOD "T" RESPONSE EXAMPLE: The nurse said we had to make two rounds instead of 
one. 
BAD "T" RESPONSE EXAMPLE: I just do the best I can. 

 

ACTION 

• Make sure candidates explain specifically what they did, not just what was done as a whole. If they use the term 
“we” frequently, drill down to their specific role and actions. 

• Ask candidates to walk through why they took this action. What alternatives could have been used? What 
critical thinking was done on their part? 

 
YOU ASK: "What did you do to complete the task?" 
GOOD "A" RESPONSE EXAMPLE: I made a list of who I had visited, so I knew how many 
times I visited my rooms. 
BAD "A" RESPONSE EXAMPLE: We all pitched in to help each other. 

 

RESULTS 

• See if candidates can connect their actions to the end result. 
• Are candidates complimentary to others who may have helped in the process/project? 

 
YOU ASK: "What happened in the end?" 
GOOD "R" RESPONSE EXAMPLE: I had to stay a little late that day, but the overnight staff 
came in and didn't have to play catch up. 
BAD "R" RESPONSE EXAMPLE: Everything got done the way it was supposed to. 
 

CORE VALUE QUESTIONS 
The interview process should also include specific questions about the candidate's attitude toward Legend’s Core 
Values. These questions help determine if the candidate is good fit for the company. 
 

CARING 

• "Why do you like being a (job/position)?" 
• "Describe a situation where you went a above and beyond to satisfy a resident." 
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RESPONSIBILITY 

• "Tell me about a past job that you enjoyed. What do you miss about that job?" 
• "Tell me about a work situation that included responsibilities you really liked or 

disliked. Why?" 
 

TEAMWORK 

• "Describe a time when you had to work with a team to accomplish a task. What was 
your part in accomplishing the task?" 

• "Describe a time when your boss instituted a change you didn’t agree with. What did 
you do?" 
 

INTEGRITY 

• "Tell me about a situation in which the pressure to compromise your integrity was 
very strong. What did you do?" 

• "You observe a co-worker pocketing some medications. How do you react?" 
 

SERVANTHOOD 

• "Describe a time when you effectively handled an internal/external customer 
complaint." 

• "Describe a time when you didn’t handle an internal/external complaint as well as 
you would have liked." 
 

PRODUCTIVITY 

• "Describe a recent stressful or high-pressure work situation. How did you react?" 
• "What tricks do you use to make sure everything is done correctly and on time?" 
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THE GENERATIONAL APPROACH 
Individuals tend to be motivated by the value system of their generation. Keep these value systems in mind during 
candidate interactions. 
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WHAT ARE THE RESOURCES? 

• Interview guide (shown below, also on LNET): Parts of the guide are listed in the "STAR approach" (page 31) and 
"Core Value questions" (page 32) sections above.  
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WHAT ACTIONS SHOULD I TAKE? 

• Plan the candidate's visit from start to finish. 
• Be on time. Show the candidate their schedule is respected. 
• Ask the same questions for everyone interviewing for one position. This allows equal comparisons of candidates. 
• Use the S.T.A.R. approach to interviewing (page 31). 
• Include questions about Legend’s Core Values (page 32). 
• Ask knockout questions, such as:  

 
o "Is your certification current?" 
o "Are you at least 18?" 
o "Are you able and willing to perform the essential functions with or without 

reasonable accommodation?" 
 

• When asking about the candidate's availability, avoid using the word “shift” and be open to working around the 
hours they wish to work.  For help scheduling around associates’ desired hours, contact the Regional Director of 
Operations. 
 
“What hours are you interested in working? Would you be willing to be part-time for 
these hours to accommodate those wishes?” 

 
• Avoid asking questions protected by the Equal Employment Opportunity Commission, such as: race, religion, 

color, sex, age, genetic information, national origin, pregnancy, disability, military status or any other 
classification protected by applicable local, state or federal law. These questions could be discriminatory. 

• Avoid offering what Legend pays before asking their desired pay. 
 
“Is there an hourly wage you'd like us to meet in order for you to consider us?" 

 
• Give candidates time to think about their answers. A little silence is OK. 
• Take time to showcase what Legend can offer the candidate. 
• Thank the candidate for coming and give them a timeline of next steps. 

 

RECRUITING TIP: Follow the ATS Recruiting Process Flow Chart (page 5, on LNET). Throughout the process, 

continue to update the candidate’s status, and add applicable notes regarding what occurred. 
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The Offer 
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SEALING THE DEAL 
Making a job offer quickly shows that the employer is enthusiastic about the candidate joining the team. It also 
demonstrates respect for the candidate’s time. Not extending an offer fast enough can give the impression that the 
employer is not interested or can’t make up their mind. This can cause the candidate to look elsewhere. Because 
candidates are usually applying to multiple employers simultaneously, it's important to make an offer as soon as possible. 
 

WHAT ARE THE FACTS? 

• Almost half of declined offers are due to candidates accepting other jobs 
• Communication will help everyone be on the same page in the recruiting process: 

o Hiring managers 
o Anyone managing ATS 
o Candidates 

 

 

 

RECRUITING TIP:  
Be transparent with candidates. Don't lead them on if they will not be offered the position. Avoid statements like, “We 
have a number of other candidates to call and we’ll get back to you if we are interested in moving ahead.” Be sure to call 
candidates as promised.  
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WHAT ARE THE RESOURCES? 

• Salary offer letter (request from the Home Office recruiting team) 
• Hourly Offer Letter (see below, available on LNET) 
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WHAT ACTION DO I TAKE? 

• Present the offer verbally as soon as possible, and follow up with the printed letter in person or via email. 
 

“(Name), we are pleased to offer you the (position) at (residence). We think you would 
be a great addition to our team and can't wait to get you started!" 

 
• Once the right candidate is found, don’t wait to interview more people--make the offer now. 
• Candidates want to know how long the recruiting process will take, so give them a ballpark timeline. Include 

how long the background check and other pre-employment screens will take. Let candidates know an estimated 
start date if possible. 

• Call references. 
• For candidates who are not selected, inform them with a phone call or use the “not interested after interview” 

pre-defined email in ATS. 
 
“(Name), thank you for your interest in the (position) at (residence). We have found a 
different candidate who is a better match for our needs at this time. We wish you the best 
of luck in your future endeavors." 

 
• For anyone who applied late, mark as “qualified, no position available.” When there is a future need, these 

applicants can be easily found.  
• Ensure staff communicates frequently about when individuals are hired so the job posting can be removed and 

candidates can be informed. 
 

WHEN SHOULD I TAKE THESE ACTIONS? 

• Making an offer: 
o If there is just one opening (i.e. one Maintenance Technician) and there are multiple interviews 

scheduled, complete all interviews and make the offer to the desired candidate as soon as the last 
interview is complete. If there are multiple openings for one position (i.e. four overnight Resident 
Assistants), make the offer at the conclusion of the interview. This shows the candidate enthusiasm and 
reduces time to hire, which increases the chances of their acceptance. 

• Following up post-offer 
o Follow up with candidates every 2-3 days, especially if something is delaying the process (i.e. 

background check). Be sure to communicate where they are in the process and the anticipated timeline 
going forward. Keep them engaged throughout. 
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The Acceptance 
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THE ACCEPTANCE 

What happens after the offer letter is a precise process that gets the candidate started on the correct path and ensures 
the legal steps are executed. Each state has specific guidelines regarding what is considered a compliant background 
check. If an individual has a record on the background check, a specific interactive process must occur to be compliant 
with the Fair Credit Reporting Act. 
 

WHAT ARE THE FACTS? 

• Employers are obligated to make hiring decisions independent from what's on an individual's background check. 
Therefore, it is VERY IMPORTANT that the candidate sign the job offer BEFORE completing a background check 
authorization form or running the background check. 

• A completed background check authorization/release form must be signed in order to request a background 
check.  

• Each state may require additional or alternative checks. Refer to the Background Check Processing Guide (page 
43, also on LNET) for a full list of requirements. 

 

WHAT ARE THE RESOURCES? 

• Background Check Processing Guide (see below, page 43-46, also available on LNET) 
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WHAT ACTION DO I TAKE? 

• Submit the background check(s) per the Background Check Processing Guide (page 43-46) as soon as the 
authorization form is signed.  

• The background check completion time varies. If it takes longer than 72 hours, contact the Home Office 
recruiting team for further direction. Also contact the individual to provide an update on the timeline. 

 
“(Name), this is (your name) with (residence). I wanted you to know that your background 
check is still in process. I will contact you in (time frame) for an update. Here is my 
number if you have any questions in the meantime. Once it's complete, we will schedule 
a time for you to complete onboarding paperwork." 

 
• Once the background check is complete and meets the company guidelines, call the new hire and schedule a 

time to come in to complete new hire paperwork. 
• If a completed background check isn't clear and lists items that require a "review" according to the Background 

Check Processing Guide (page 43-46), follow these steps: 
o Contact the Home Office recruiting team. HR will determine if the onboarding process can continue or if 

the Pre-Adverse Action process should be initiated. 
o Due to the Fair Credit Reporting Act, hiring managers will NOT be able to decide against hiring someone 

based on a background check. Once a background check is run, only Home Office HR can decide to 
withdraw the offer. 

o If the Pre-Adverse Action process is initiated, contact the candidate: 
 
 “(Name), you will be receiving an email and postal letter from the Home Office HR team 
regarding your background check that requires a response within 10 business days. If you 
have any questions about this process, please call them at 316-616-6288." 

 
• Other pre-employment actions may be required such as drug screens (if applicable) and health screenings (if 

applicable). 
• Communicate with department managers to ensure they are ready to train the new hire on their first day. 
• Refer to the Ultipro New Hire Process Flow Chart (on LNET) for next steps. 

 

WHEN DO I TAKE THESE ACTIONS? 

• When to run a background check: 
o The same day the background check authorization is signed 

• When a background check isn't complete within 72 hours: 
o Contact the Home Office recruitment team to determine if a provisional hire is warranted 
o Contact the candidate to keep them updated 

 
 

CONGRATULATIONS ON SUCCESSFULLY HIRING A GREAT ASSOCIATE! 


