%’ THE A-PLAYER HIRING PLAYBOOK

A Founder's System for Building an Unstoppable Team

L/ INTRODUCTION: YOUR HIRING SUPERPOWER

Why This Matters

Every exceptional hire doesn't just fill a role—they multiply your impact. While average hires
require constant management, A-Players operate as force multipliers: they solve problems you
haven't identified, bring energy that elevates the entire team, and turn your vision into
executable reality.

The truth about scaling: You can't build a billion-dollar company with B-players. Your early
hires become the cultural DNA of everything that follows. Get this right, and you've unlocked
exponential growth. Get it wrong, and you'll spend months (or years) recovering.

What You'll Gain From This Playbook

This isn't theory—it's a battle-tested system that transforms hiring from a dreaded bottleneck
into your competitive advantage. You'll learn to:

{74 Attract talent that's mission-aligned, not just skill-matched
"4 Evaluate candidates with data, not gut feelings alone

74 Move fast without sacrificing quality

74 Onboard for immediate impact, not slow ramp-up

4 Build a hiring machine that scales with your business

Your new reality: Confident hiring decisions. Teams that execute. Culture that compounds.

Let's build your dream team.

@ SECTION 1: THE HIRING FRAMEWORK

Purpose



Before you post a single job description, you need strategic clarity. This framework ensures
you're hiring for impact, not activity—and that every new team member accelerates your
mission rather than dilutes it.

STEP 1: Define the Role Before You Hire

The Role Definition Canvas

Element Your Answer
Role Title (Be specific: "Growth Marketing Lead" beats "Marketer")
Mission Statement What does success look like in this role? (1-2 sentences)
Primary Outcomes (90 What must they achieve to prove they're crushing it?
Days)
- Outcome 1:
- Outcome 2:
- Outcome 3:
Non-Negotiable Skills What can't be trained? What's essential day one?
Nice-to-Have Skills What would be a bonus but isn't required?
Cultural Fit Indicators What values/behaviors must they embody?
Reporting Structure Who do they report to? Who reports to them?
Success Metrics (6-12 How will you measure their performance?
months)

STEP 2: Create Your Hiring Timeline

Timeline Template (Adjust based on urgency and role complexity)

Phase Duration Key Activities

Prep Phase 3-5days Finalize role definition, create job post, set up interview
scorecard



Sourcing 1-2 Post on job boards, activate network, outbound outreach

weeks
Screening 1 week Review applications, conduct 15-min phone screens
First 1 week Deep-dive interviews with top 3-5 candidates
Interviews
Work 3-5days Real-world task to assess skills and work style
Challenge
Final 2-3days  Meet with team, culture fit assessment, vision alignment
Interviews

Offer & Close 2-3days Extend offer, negotiate, secure acceptance

Pre-Boarding 1-2 Prep tools, access, and welcome materials before Day 1
weeks

Total Timeline: 4-6 weeks (faster for urgent roles, slower for senior leadership)

STEP 3: Sourcing Strategies That Work
Inbound Sourcing (They find you)

1. Job Boards
o Niche boards first: AngelList, Remote.co, We Work Remotely (for
startups/remote)
o General boards second: LinkedIn, Indeed, Glassdoor
2. Your Network
o Post in founder/entrepreneur communities
o Ask for referrals from advisors, investors, and existing team members
o Referral incentive: Consider offering bonuses for successful hires
3. Content & Brand
o Share your mission on social media
o Write about your culture and vision
o Show what it's like to work with you

Outbound Sourcing (You find them)

1. Direct Outreach
o Identify dream candidates on LinkedIn
o Craft personalized messages (not templates)
o Lead with mission and opportunity, not just role details



2. Warm Introductions
o Leverage mutual connections
o Ask: "Who's the best [role] you've ever worked with?"
3. Talent Communities
o Join Slack groups, Discord servers, or forums in your industry
o Be visible and helpful first, recruit second

PRO TIPS: Hiring Framework

ax

Hire slow, fire fast: Rushing bad hires costs 10x more than waiting for the right one
Always be recruiting: Build relationships with A-players before you need them

Test for learning velocity: Skills can be taught, but hunger and adaptability can't
Red flag: Anyone who doesn't ask questions about your mission isn't mission-aligned

7/ SECTION 2: JOB DESCRIPTION TEMPLATE

Purpose

Your job description is a sales pitch disguised as a job post. It should attract A-players, filter out
misaligned candidates, and communicate what makes your opportunity unmissable.

THE A-PLAYER JOB DESCRIPTION TEMPLATE

None

[ROLE TITLE] at [COMPANY NAME]

&’ THE MISSION
[2-3 sentences about your company's mission and vision. Make them

feel the impact.]

Example: "We're building the future of [industry]. Our mission is
to [specific goal], and we're backed by
[investors/traction/notable achievements]. This isn't just a
job—it's a chance to define an industry."



@ THE OPPORTUNITY

We're looking for a [Role Title] who will [primary
responsibility] and help us [major outcome]. This role is
critical because [why it matters to the business].

In the first 90 days, you'll:
[Key outcome 1]
[Key outcome 2]
[Key outcome 3]

WHAT YOU'LL DO

[Responsibility 1 - be specific and outcome-focused]
[Responsibility 2]

[Responsibility 3]

- [Responsibility 4]

- [Responsibility 5]

@ WHO YOU ARE
You're the right fit if you:

**Non-Negotiables:**

- [Required skill/experience 1]
- [Required skill/experience 2]
- [Required skill/experience 3]

**Bonus Points:**
- [Nice-to-have 1]

- [Nice-to-have 2]

**Qur Ideal Team Member :**



- [Cultural value 1: e.g., "You move fast and iterate based on
feedback" ]

- [Cultural value 2: e.g., "You thrive in ambiguity and create
clarity"]

- [Cultural value 3: e.g., "You're obsessed with customer
impact"]

X* WHY JOIN US

- **Mission-Driven Work:** [What makes this meaningful]

- **Growth:** [Learning opportunities, career trajectory]

- **Impact:** [How they'll shape the company]

- **Culture:** [What your team culture is really like]

- **Compensation:** [Salary range, equity, benefits]

- **Flexibility:** [Remote options, work-life balance, etc.]

@ HOW TO APPLY

Send us:

1. Your resume/LinkedIn

2. A brief note (3-5 sentences) on why this role excites you and
[specific question related to the role]

**Apply here:** [Link]

We review applications on a rolling basis and move quickly with
top candidates.

[COMPANY NAME] is an equal opportunity employer. We celebrate
diversity and are committed to creating an inclusive environment
for all employees.




+ PRO TIPS: Job Descriptions

Lead with mission: A-players are attracted to purpose first, perks second

Be specific about outcomes: "Increase MRR by 30%" beats "Drive growth"

Show personality: Let your culture shine through—don't sound corporate

Include salary ranges: Transparency attracts serious candidates and saves time
Make applying easy: Don't ask for a cover letter AND a video AND a project upfront

;| SECTION 3: INTERVIEW SCORECARD

Purpose

Eliminate bias, increase consistency, and make data-driven hiring decisions. The scorecard
ensures every interviewer evaluates candidates on the same criteria, making it easier to
compare candidates objectively.

THE A-PLAYER INTERVIEW SCORECARD

Candidate Name:
Role:
Interviewer:
Date:

SCORING SYSTEM

1 = Poor Fit — Major concerns, would not hire

2 = Below Average — Some concerns, significant gaps

3 = Average — Meets basic requirements, no strong positives or negatives
4 = Strong Fit — Exceeds expectations in this area

5 = Exceptional — Top 10% talent, hire immediately

EVALUATION CRITERIA

Category Weigh Score (1-5) Note
t s

ROLE-SPECIFIC SKILLS 30%



Technical ability/expertise

Relevant experience

Problem-solving approach
CULTURAL FIT 25%
Alignment with company values
Communication style

Team collaboration signals
EXECUTION & DRIVE 20%
Bias toward action

Ownership mindset

Results orientation

LEARNING VELOCITY 15%
Curiosity and adaptability

Growth mindset

Self-awareness

MISSION ALIGNMENT 10%
Passion for the problem space

Long-term commitment signals

WEIGHTED TOTAL SCORE

Calculation:
e Role-Specific Skills: x 0.30 =
e Cultural Fit: x 0.25 =
e Execution & Drive: x 0.20 =
e Learning Velocity: x0.156 =
e Mission Alignment: x0.10 =

TOTAL SCORE: /5.0



DECISION FRAMEWORK

4.0 - 5.0: Strong hire—move to next round immediately

3.5 - 3.9: Solid candidate—proceed with caution, look for standout qualities
3.0 - 3.4: Average—only advance if pipeline is weak

Below 3.0: Pass—not the right fit

FINAL RECOMMENDATION

L] Strong Yes — Exceptional candidate, would be a game-changer
] Yes — Good fit, move forward

(] Maybe — On the fence, need more data

1 No — Not the right fit

Key Strengths:

Key Concerns:

Overall Impression:

. PRO TIPS: Interview Scorecards
Use for every candidate: Consistency is key to fair evaluation
Adjust weights for your role: Technical roles might weight skills higher; leadership
roles might weight cultural fit higher
Compare scores across interviewers: If scores diverge wildly, dig deeper
Avoid "consensus bias": Score independently before discussing as a team
Trust low scores: If someone scores below 3.0, don't rationalize—move on

# SECTION 4: INTERVIEW PROCESS BLUEPRINT



Purpose

A structured interview process ensures you evaluate every candidate fairly while uncovering the
insights that matter most: Can they do the job? Will they thrive in your culture? Are they aligned
with your mission?

THE 4-STAGE INTERVIEW PROCESS

STAGE 1: PHONE SCREEN (15-20 minutes)

Goal: Quickly assess basic fit, communication skills, and interest level
Who Conducts: Founder, hiring manager, or recruiter
Key Questions:

1. "Walk me through your background in 2 minutes—focus on what's most relevant to this
role."

"What excites you most about this opportunity?"

"What are your salary expectations?"

"Tell me about your ideal work environment and team culture."

"What's your timeline for making a decision?"

aRr0bd

What to Evaluate:

Communication clarity

Enthusiasm and energy

Basic role fit

Alignment on compensation and logistics

Decision: Advance to first interview or pass

STAGE 2: FIRST INTERVIEW (45-60 minutes)

Goal: Deep-dive into skills, experience, and problem-solving ability
Who Conducts: Founder or hiring manager

Interview Structure:

PART 1: Experience & Skills (20 min)



e "Tell me about a project you're most proud of. What was your role, and what was the
outcome?"
"Describe a time you failed or made a significant mistake. What did you learn?"
"Walk me through how you'd approach [specific scenario related to the role]."

PART 2: Problem-Solving (15 min)

e Present a real challenge your business is facing
e "How would you think through solving this? Talk me through your process."
e Watch for: structured thinking, creativity, asking clarifying questions

PART 3: Culture & Values (15 min)

e "What kind of work culture brings out your best performance?"
e "Tell me about a time you had to give difficult feedback to a peer or manager."
e "What's your approach to handling ambiguity or unclear direction?"

PART 4: Questions (10 min)

e Letthem ask YOU questions
e A-players ask about mission, challenges, and growth—not just benefits

Decision: Advance to work challenge or pass

STAGE 3: WORK CHALLENGE (3-5 days)

Goal: See how they think, work, and deliver—not just talk about it
Format: Real-world task that mirrors what they'd do on the job

Examples by Role:

Role Challenge
Marketing  Create a 30-day content strategy for [product/audience]
Sales Develop a pitch deck for [specific customer segment]
Product Design a feature spec for [user problem]

Engineerin Build a small feature or solve a coding problem
9

Operations Optimize [process] and present recommendations



Guidelines:

Keep it to 2-3 hours of work (respect their time)

Pay them if it exceeds 3 hours or you'll use their work
Provide clear instructions and success criteria

Give them 3-5 days to complete it

Evaluation:

Quality of thinking and output
Attention to detail
Communication and presentation
How they handle feedback

Decision: Advance to final interview or pass

STAGE 4: FINAL INTERVIEW (30-45 minutes)

Goal: Confirm culture fit, vision alignment, and close the deal
Who Conducts: Founder + 1-2 team members (if applicable)
Interview Structure:

PART 1: Culture & Team Fit (20 min)

e Have team members ask about collaboration style, work preferences, values
e Look for chemistry and mutual excitement

PART 2: Vision Alignment (15 min)

e "Where do you see yourself in 2-3 years?"
e "What impact do you want to have in this role?"
e "Why us? Why now?"

PART 3: Sell the Opportunity (10 min)

e Paint the picture of their future with your company
e Address any concerns they might have
e Get them excited to join

Decision: Make offer or pass




@ POWER QUESTIONS TO ASK IN INTERVIEWS

Assessing Skills & Experience

"What's the hardest problem you've solved in your career? How did you approach it?"
"Tell me about a time you had to learn something completely new. How did you do it?"
"Describe a project where you had to work with limited resources. What was the
outcome?"

Assessing Cultural Fit

"How do you handle feedback or criticism?"
"Tell me about a time you disagreed with a manager or teammate. How did you handle
it?"

e "What does 'high-performing team' mean to you?"

Assessing Drive & Ownership

e "Tell me about a time you went above and beyond what was expected."
e "Describe a situation where you identified a problem no one else saw. What did you do?"
e "What's something you're currently learning or working to improve?"

Assessing Mission Alignment

e "Why does this problem we're solving matter to you personally?"
e "What's the most meaningful work you've done, and why?"
e "What would make this role a success for you in the first year?"

» RED FLAGS TO WATCH FOR

Blames others for failures (no ownership)

Vague answers with no specifics (lack of depth)

No questions about the mission or business (not curious)

Talks only about what they'll get (money, title) instead of what they'll give
Negative about past employers (toxic patterns)

Can't explain their decision-making process (lack of self-awareness)

PRO TIPS: Interview Process

L

e Sell before you assess: Great candidates are evaluating you too—inspire them
e Work challenge > Resume: You learn more in 2 hours of real work than 10 hours of
interviews



Involve your team: They'll work with this person—get their input
Move fast with top candidates: A-players have options—don't lose them to slow
processes

e Reference checks matter: Always call references, and ask: "Would you hire them
again?"

{4 SECTION 5: ONBOARDING CHECKLIST

Purpose

Great onboarding turns new hires into productive, confident team members fast. A structured
onboarding experience reduces ramp-up time, builds loyalty, and sets the tone for long-term
success.

THE 30-60-90 ONBOARDING PLAN

PRE-DAY 1: PREP PHASE

Goal: Make them feel welcome and set them up for success before they start

[1 Send welcome email with first-day logistics (time, location/Zoom link, what to bring)

(1 Ship equipment (laptop, monitors, company swag)

[1 Set up accounts (email, Slack, project management tools, relevant software)

[1 Assign an onboarding buddy (someone who can answer questions and show them the
ropes)

L1 Prepare welcome kit (digital or physical: mission, values, team bios, org chart)

(1 Schedule first week meetings (1:1s with key stakeholders)

[ Create a Day 1 agenda so they know what to expect

DAY 1: THE FIRST DAY

Goal: Create an unforgettable first impression and eliminate confusion

[1 Welcome message from founder/CEO (video or personal note)

[] Team introduction (even if remote—do a casual virtual coffee chat)

[J Mission & vision presentation (why the company exists, where you're going)
[1 Review role expectations (refer back to their 90-day success metrics)



[] Tools & access walkthrough (make sure everything works)
1 Assign first "quick win" task (something they can complete in 1-2 days)
[ End-of-day check-in ("How was today? Any questions?")

WEEK 1: IMMERSION

Goal: Context, clarity, and early momentum
Learning & Context

1 Review company history, product/service overview, and customer personas
[ Introduce to key team members (1:1s with each)

1 Shadow customer calls or product demos

[1 Read core documentation (SOPs, playbooks, key resources)

Early Execution

1 Complete first "quick win" task (builds confidence)
[ Participate in team meetings (observe how decisions get made)
[] Start on first real project or responsibility

Check-Ins

L1 Daily 15-min check-ins with manager (first week only)
[ End-of-week feedback session: "What's clear? What's confusing?"

WEEK 2-4: FIRST 30 DAYS

Goal: Build competence, autonomy, and confidence
Execution Milestones

L1 Own their first project end-to-end

[ Deliver measurable result or output related to their role
[1 Contribute ideas in team meetings

(] Start building relationships across the team

Learning & Development

L] Attend any relevant training sessions
1 Complete onboarding courses (if applicable)
[1 Ask for feedback early and often



Check-Ins

1 Weekly 1:1s with manager
[ 30-day review: "How are you feeling? What support do you need?"

30-Day Success Looks Like:

74 Understands the company mission, values, and product
{74 Comfortable with tools, systems, and team dynamics
{4 Delivered at least one meaningful outcome

{74 Asking great questions and taking ownership

DAYS 31-60: SECOND MONTH

Goal: Increase ownership, deepen expertise, and accelerate impact
Execution Milestones

[1 Take on increased responsibility and autonomy

[1 Contribute to strategic conversations

[J Begin to mentor or support others (if applicable)

[ Hit key performance metrics outlined in role definition

Development

L1 Identify skill gaps and create learning plan
L1 Seek feedback from peers and stakeholders
[] Start proposing improvements or new ideas

Check-Ins

U] Bi-weekly 1:1s with manager
[1 60-day review: assess progress against 90-day goals

60-Day Success Looks Like:

{4 Fully autonomous in core responsibilities

{74 Consistently delivering high-quality work

{4 Integrated into team culture and dynamics

{74 Proactively solving problems without hand-holding

DAYS 61-90: THIRD MONTH



Goal: Full productivity, strategic contribution, and cultural integration
Execution Milestones

[1 Operating at full capacity in their role

[J Driving results that impact company goals

[ Identified as a go-to person in their domain

(] Contributing to long-term projects and strategy

Development

L] Set goals for the next quarter
[J Explore growth opportunities within the company
[1 Deepen expertise through advanced training or projects

Check-Ins

1 Weekly or bi-weekly 1:1s (as needed)
[1 90-day formal review: evaluate performance against original success metrics

90-Day Success Looks Like:

(74 Achieved all or most 90-day outcomes from role definition

{74 Operating as a trusted, valuable team member

{74 Demonstrating A-player characteristics (ownership, growth, impact)
{74 Excited about their future with the company

{3 ONBOARDING WELCOME KIT TEMPLATE
What to Include:
Physical or Digital Welcome Kit

Company-branded swag (t-shirt, notebook, stickers)

Handwritten welcome note from founder

Mission & values poster or card

Team directory with photos and fun facts

"How We Work" guide (communication norms, meeting etiquette, etc.)
Access to key resources (passwords, tools, documentation)

Digital Welcome Kit

e Loom or video message from the CEO
e Notion/Google Doc with onboarding roadmap



e Links to key resources (Slack channels, shared drives, playbooks)
e Company culture deck or handbook
e First-week agenda and meeting calendar

. PRO TIPS: Onboarding
Assign a buddy: Peer mentorship accelerates integration and reduces anxiety
Quick wins matter: Give them something they can succeed at in Days 1-3 to build
confidence
Overcommunicate early: Daily check-ins in Week 1 prevent confusion and build trust
Celebrate milestones: Recognize 30, 60, and 90-day anniversaries—make them feel
valued

e Feedback is a gift: Ask for onboarding feedback at 30/60/90 days to improve your
process

e Culture is caught, not taught: Model the behaviors you want to see from day one

- SECTION 6: HIRING BEST PRACTICES

Purpose

Hiring is a skill that improves with practice. These best practices will help you avoid common
pitfalls, sharpen your instincts, and build a repeatable system for attracting and retaining
A-players.

THE GOLDEN RULES OF HIRING

1. Hire Slow, Fire Fast
Hire Slow:

Don't rush to fill a role just because it's painful to be short-staffed

Take time to find the right fit—bad hires cost 10x more than waiting

Trust the process: sourcing, screening, interviewing, and work challenges exist for a
reason

Fire Fast:

e |f someone isn't working out, act quickly (ideally within 30-90 days)
e Keeping underperformers hurts team morale and slows growth



Be kind, be clear, but don't delay the inevitable

2. Avoid Founder Bias

Common Biases to Watch For:

Affinity Bias: Hiring people who remind you of yourself (same background, same
interests)

Halo Effect: Overvaluing one strong trait (e.g., "They went to Stanford!") and ignoring
weaknesses

Confirmation Bias: Looking for evidence that supports your initial impression and
ignoring red flags

Recency Bias: Weighing the last interview most heavily instead of evaluating the full
picture

How to Combat Bias:

Use the interview scorecard (data > gut feel)

Involve multiple interviewers with diverse perspectives

Score candidates independently before discussing as a team
Focus on outcomes and evidence, not credentials alone

3. Hire for Potential, Not Just Experience

What to Look For:

Learning velocity: How quickly do they pick up new skills?
Curiosity: Do they ask thoughtful questions?

Growth mindset: Do they see challenges as opportunities?
Scrappiness: Have they done more with less?

Why It Matters: Startups move fast. Someone who was "perfect" at a big company might
struggle in ambiguity. Hire for adaptability and hunger, not just a resume that checks boxes.

4, Cultural Fit # "Someone | Want to Grab a Beer With"

Cultural fit means:

Aligned with company values
Thrives in your operating environment (fast-paced vs. methodical, collaborative vs.
autonomous, etc.)



e Complements the team's strengths and fills gaps
Cultural fit does NOT mean:

e Same hobbies or interests
e Same background or demographic
e "Nice" or "easygoing" (you need people who challenge ideas constructively)

Diversity drives performance. Hire for shared values, not sameness.

5. Always Be Recruiting
Even when you don't have open roles, you should be:

Building relationships with potential future hires
Collecting referrals from your network

Staying visible in talent communities

Creating content that attracts A-players to your mission

Why? When a role opens up, you'll have a pipeline ready—not scrambling to source candidates
from scratch.

6. The Best Predictor of Future Performance is Past Performance
Ask for evidence:

e "Tell me about a time you accomplished [relevant outcome]."
e "Walk me through a project where you had to [specific skill]."
e "How did you handle [challenging scenario]?"

Look for patterns:

e Do they consistently deliver results?
e Do they take ownership or make excuses?
e Do they grow from failures?

Check references thoroughly:

e Ask: "Would you hire this person again? Why or why not?"
e Ask: "What's one area they could improve?"




7. Don't Compromise on Values
Skills can be taught. Values can't.

If someone is brilliant but misaligned with your core values—pass. Toxic high-performers
destroy culture faster than anyone else.

8. Sell the Vision, Not Just the Role

A-players have options. They're not just looking for a job—they're looking for a mission worth
dedicating their energy to.

How to sell:

e Lead with impact: "Here's the problem we're solving and why it matters."
e Show trajectory: "Here's where we're going and how you'll grow with us."
e Be authentic: Share the hard parts too—A-players want challenges, not easy rides.

9. Communicate Clearly and Quickly
Candidate experience matters:

Respond to applications within 48 hours (even if it's a "no")

Set clear expectations for timeline and next steps

Give feedback after interviews (even rejections—briefly explain why)
Don't ghost candidates (it damages your brand)

Why it matters: Top talent evaluates YOU as much as you evaluate them. Respect their time
and energy.

10. Invest in Onboarding

Hiring doesn't end when they sign the offer—it ends when they're fully ramped and delivering
impact.

A great onboarding experience:

e Reduces time-to-productivity
e |ncreases retention
e Builds loyalty and cultural alignment



Don't skip this step. It's the difference between a good hire and a great one.

» RED FLAGS: WHEN TO WALK AWAY

Red Flag What It Signals
Blames others for failures Lack of ownership and accountability
Vague or generic answers Lack of depth or preparation
No questions about the mission Not genuinely interested or curious
Badmouths past employers Potential culture fit issues
Inconsistent stories across interviews Dishonesty or lack of self-awareness

Pushy about compensation before discussing  Motivated by money, not mission

role
Can't explain their thought process Lack of strategic thinking
Dismissive of feedback Fixed mindset, not coachable

Trust your gut—but verify with data.

PRO TIPS: Hiring Best Practices

Referrals are gold: Your best hires will come from trusted networks—incentivize
referrals

Test for EQ, not just IQ: Emotional intelligence and self-awareness matter as much as
technical skills

Hire people who make you uncomfortable: The best hires challenge you and push the
company forward

Document your process: Every hire teaches you something—capture lessons learned
to improve

Celebrate great hires: Make a big deal when someone joins—it sets the tone for their
tenure

{3 SECTION 7: OPTIONAL EXTRAS & TEMPLATES



Purpose

These bonus resources will help you streamline communication, maintain momentum, and
elevate your hiring process to a world-class standard.

e/ CANDIDATE NURTURE EMAIL TEMPLATES

Template 1: Application Received
Subject: We received your application for [Role]!
Hi [First Name],

Thanks for applying to join [Company Name] as our [Role]! We're excited to learn more about
you.

We're reviewing applications on a rolling basis and will be in touch within [timeframe] if we'd like
to move forward with a conversation.

In the meantime, feel free to explore [resource, blog post, or company update] to learn more
about what we're building.

Talk soon,
[Your Name]

Template 2: Phone Screen Invitation
Subject: Next step: Let's chat about [Role] at [Company Name]
Hi [First Name],

Great news—we'd love to schedule a quick 15-minute call to learn more about your background
and share details about the [Role] opportunity.

Here's what we'll cover:

e Your experience and what excites you about this role
e An overview of [Company Name] and what we're building
e Next steps in the process

Book a time here: [Calendly link]



Looking forward to connecting!

[Your Name]

Template 3: Moving to First Interview
Subject: You're moving forward! First interview for [Role]

Hi [First Name],

We really enjoyed our initial conversation, and we'd love to dive deeper into your experience

and how you'd approach this role.
Next up: A 45-60 minute interview where we'll discuss:

e Your past work and problem-solving approach
e How you'd tackle challenges we're facing
e Cultural fit and what excites you about [Company Name]

Schedule here: [Calendly link]
Feel free to come prepared with questions—we want this to be a two-way conversation.
Excited to chat more!

[Your Name]

Template 4: Work Challenge Instructions
Subject: Your work challenge for [Role] at [Company Name]

Hi [First Name],

Thanks for a great conversation! We'd love to see how you think and work on a real-world

challenge.

Your Challenge:
[Clearly describe the task, expected deliverables, and any resources provided]

What We're Looking For:

e [Evaluation criteria 1]
e [Evaluation criteria 2]
e [Evaluation criteria 3]



Timeline: Please submit by [date/time] via [submission method]

Estimated Time: This should take approximately 2-3 hours. If it goes beyond that, feel free to
focus on the most impactful aspects.

Questions? Reply to this email anytime.
Looking forward to seeing your work!

[Your Name]

Template 5: Final Interview Invitation

Subject: Final step: Let's talk vision and next steps

Hi [First Name],

Fantastic work on the challenge! We were impressed by [specific positive feedback].
We'd love to bring you in for a final conversation to discuss:

e Vision alignment and long-term goals
e Team dynamics and culture
e Any remaining questions you have

This is the last step before we make a decision, so come ready to envision what success
looks like together.

Schedule here: [Calendly link]
You'll be meeting with [names and roles of interviewers].
Excited for this next conversation!

[Your Name]

Template 6: Offer Extended
Subject: We'd love for you to join [Company Name]! &
Hi [First Name],

We're thrilled to officially offer you the [Role] position at [Company Name]!



Here's what's included:

Title: [Role]

Salary: [Amount]

Equity: [Details, if applicable]
Benefits: [Health insurance, PTO, etc.]
Start Date: [Proposed date]

Formal offer letter attached. Please review and let us know if you have any questions.

We genuinely believe you'll be a game-changer for the team, and we can't wait to build the
future together.

Next steps: Let us know your decision by [date], and we'll get onboarding started!
Welcome to the team!

[Your Name]

Template 7: Rejection (Post-Interview)
Subject: Update on your application for [Role]
Hi [First Name],

Thank you so much for taking the time to interview with us for the [Role] position. We really
enjoyed learning about your background and experience.

After careful consideration, we've decided to move forward with another candidate whose
experience aligns more closely with the immediate needs of the role.

This was a tough decision—you brought a lot to the table, and we were genuinely impressed
by [specific positive feedback].

We'd love to stay in touch for future opportunities. Feel free to connect with us on LinkedIn or
keep an eye on our Careers page.

Wishing you the best in your search!

[Your Name]

»; FOUNDER HIRING PHILOSOPHY TEMPLATE



Use this to articulate your hiring beliefs and share them with your team or candidates.

Our Hiring Philosophy at [Company Name]

At [Company Name], hiring isn't just about filling roles—it's about building a team that
multiplies our impact and embodies our mission.

Here's what guides every hiring decision we make:

1. Mission-Driven Over Resume-Driven

We hire people who are obsessed with the problem we're solving, not just looking for a job.
Skills can be taught, but passion and alignment can't.

2. Potential Over Pedigree

We care more about learning velocity, curiosity, and grit than where you went to school or
who you worked for. We want people who outgrow their roles and push us to level up.

3. Culture Add, Not Culture Fit

We're not looking for clones. We want people who share our values but bring diverse
perspectives, experiences, and ideas that make us better.

4. Ownership Over Activity

We hire people who take extreme ownership, solve problems proactively, and deliver
outcomes—not just check boxes. We want builders, not taskers.

5. Transparency and Respect

We treat candidates the way we want to be treated: with clear communication, quick
decisions, and honest feedback. Hiring is a two-way street, and we want you to evaluate us
as much as we evaluate you.




6. Hire Slow, Fire Fast

We take time to find the right fit because bad hires hurt everyone. But if it's not working, we
move quickly with kindness and clarity.

If this resonates with you, we'd love to talk.

() REMOTE HIRING ADJUSTMENTS

Key Differences When Hiring Remotely
1. Emphasize Communication Skills

e \Written communication matters more than ever
e Test their ability to communicate asynchronously (email, Slack, Loom)

2. Assess Self-Management

e Ask: "Tell me about a time you had to stay productive without direct oversight."
e Look for discipline, time management, and proactive communication

3. Adjust the Work Challenge

e Make it fully remote-friendly (no in-person components)
e Evaluate how they collaborate virtually (e.g., via shared docs or video walkthrough)

4, Test for Remote Culture Fit

e Do they thrive in asynchronous environments?
e Are they comfortable with video calls and digital collaboration tools?

5. Onboard with Extra Intention

e Over-communicate in the first 30 days
e Schedule more frequent check-ins to combat isolation
e Create virtual social touchpoints (coffee chats, team hangouts)

« PRO TIPS: Optional Extras

e Personalize rejection emails: A little humanity goes a long way in protecting your
brand



e Build a hiring swipe file: Save great job descriptions, interview questions, and
candidate emails for reuse

e Automate where possible: Use tools like Calendly, BambooHR, or Lever to streamline
scheduling and tracking

e Track your funnel: Measure application-to-interview and interview-to-offer ratios to
identify bottlenecks

e Celebrate offers accepted: Make it a team moment—new hires energize everyone

%’ FINAL THOUGHTS: YOUR HIRING ADVANTAGE

Hiring is the highest-leverage activity you'll ever do as a founder. Every A-player you bring on
board doesn't just fill a gap—they multiply your capacity, elevate your team, and accelerate
your mission.

This playbook gives you the system. But here's the truth: great hiring is a skill you build over
time. You'll make mistakes. You'll miss red flags. You'll lose candidates you loved. That's part of
the journey.

What separates winning founders from struggling ones is this: they learn, iterate, and get
better with every hire.

Your Commitment
{74 Hire with intention. Every role matters—treat hiring like the strategic advantage it is.
74 Move with speed. Great candidates have options. Don't let process slow you down.

"4 Invest in people. Onboarding, feedback, and development aren't optional—they're how you
keep A-players.

{4 Build a hiring machine. Make this playbook your own. Refine it with every hire. Create a
system that scales as you grow.

What's Next?

Customize this playbook with your company details, values, and role-specific criteria
Share it with your team so everyone understands your hiring standards

Use it religiously for every hire—consistency compounds

Iterate and improve based on what you learn with each hire

honh =



Now go build the team that builds the future.

You've got this. %’

© [Your Company Name] | Hiring Playbook v1.0

= HOW TO USE THIS PLAYBOOK

Save as PDF: Copy this into a Google Doc or Notion and export as PDF

Fill in your details: Replace all [bracketed sections] with your company info
Customize templates: Adjust language, weights, and criteria to match your needs
Share with your team: Make hiring a shared responsibility with aligned standards
Revisit quarterly: Refine your process as you scale

akrowbd~

This is your system. Own it. Scale it. Win with it.
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