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Executive Summary

Hiring has entered a new era of complexity.

More than one million Al-polished resumes are expected to hit recruiter inboxes
each quarter. Screening quality has flattened. Volume has surged.
Time-to-first-touch has become the single most important hiring KPI.

The good news:

You don’t need a new applicant tracking system (ATS).
You don’t need additional recruiters.

You don't need large technology budgets.

You need a workflow redesign.

This handbook provides a structured framework for leaders to modernize hiring
operations using existing tools, basic automation, and Al-supported processes.
These improvements can be implemented within 7-30 days.
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Why Hiring Broke (2025)

1. Al Killed Traditional Signals

Resumes, cover letters, writing samples
— all now easily polished by Al
Traditional “effort signals” no longer
differentiate candidates.

2. Volume Increased, Quality Signals
Decreased

Al-generated resumes multiply
application volume while reducing
meaningful differentiation between
applicants.

3. Candidate Expectations Shifted

Applicants expect:
 Instant replies
« 24/7 engagement
« Clean, structured process
« Transparency

4. Recruiters Are Overloaded

Manual outreach, inconsistent screening,
poor note-taking, and scheduling friction
slow the entire hiring funnel.

Your uploaded content reinforces this
systemic breakdown:
« “You're losing top talent because you're
too slow.”
« Delayed outreaches and manual
screenings cause candidate drop-off.
« Recruiters are buried in repetitive
administrative tasks that prevent them
from focusing on strategic conversations.

Most hiring workflows cannot deliver this.
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The Al-First Mindset
(Not Tool-First)

Most teams attempt to adopt Al the
wrong way:

« Learning tools

« Watching tutorials

« Memorizing commands

This leads to overwhelm.

Al-First £ Learning New Tools

Al-First = Redesigning the Workflow

This shift mirrors how email changed
professional communication:
« Success didn't come from mastering
Outlook.
« It came from rethinking communication
norms.

Al is similar.

The leaders who win in 2026 ask:

“Which parts of our workflow are repetitive,
rules-based, and scalable — and should
be handled by AI?”

This handbook operationalizes that thinking.
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A Low-Cost, High-Impact

Operating Model

This model requires no new system purchases and no new headcount.

A one-page role brief that defines:
« Must-have skills
« Non-negotiables
« Success outcomes
« Red flags
« Screening questions

A repeatable rubric (1-5 scale) evaluating:

« Technical fit

« Experience relevance
« Problem-solving

« Communication

« Motivation

« Values alignment

This alone cuts re-screens significantly.

Use template-driven email and SMS.
Respond within minutes, not days.

Al produces:
» Cleaned notes
« Candidate summaries
» Scorecard drafts
« Strengths/risks analysis

5. Scheduling Workflow Optimization

Use:
« Calendar links
« Interview blocks
» Pre-built confirmations
« Reminder messages

6. Remove Candidate Friction

Insights from your uploaded content
reinforce this need:
« Slow responses and long forms turn
strong prospects cold.

7. Weekly Metrics Tracking

Use a simple spreadsheet to track:
» Time-to-first-touch
« Screen-to-interview conversion
» Re-screen rate
« No-shows
« Offer acceptance

You keep the judgment.
Al handles the writing.
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What Good Looks Like:
Proof From Rebecca

Your automation platform
demonstrates the impact Interview Recording [ 4 o ]
of workflow redesign.

Srijan Bijam

iy Aaeaamans

rbacca’s Summary

1. End-to-End Automation Model

Outreach » Pre-qualification » Scheduling » Screening > Reminders » CRM updates

This is exactly the model an Al-first team should emulate — manually at first, then
through automation.

2. Quantified Outcomes

2.3X faster candidate engagement -50% recruiter workload

+42% faster time-to-hire 89 roles filled in 90 days with the same team

These results validate the operating model in this handbook, even before automation.

3. Friction Removed 4. Hiring Manager
. Off-hours coverage Trust Increased

« No lag between applicant ' ' '
and outreach Structured interviews + standardized

« No missed updates summaries = fewer re-screens.
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7-Day Quick Start

Implementation Plan

A disciplined 7-day rollout using only existing tools.

. Build the Screenin
DAY1| Select a Pilot Role DAY 4 g
Scorecard
Choose a high-volume, high-pain role. Add structured questions.

Create the Role Brief Create Al Prompts

Use the one-page template.

Align with hiring managers. PUEIGEUE FEE

« Cleaning notes
e SUMmMaries
« Scorecard drafts

U U . - Follow-ups
Build Outreach
Templates
Templates for: [ J—
« Email Standardize
« SMS Scheduling

e LinkedIn
Set:
e Interview blocks

« Confirmation templates

/I « Reminders

l' Run a Retro

Re-score 3 recent candidates using
the new scorecard.
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30-Day Process Redesign Roadmap

WEEK ]
Standardization

» Role briefs

« Scorecards

« Outreach templates

« Scheduling templates

WEEK 2
Scale the New Workflow

Apply to every candidate in
the pilot role.

WEEK 3
Measure

Begin tracking:
« First-touch speed
« Re-screen rate
» Drop-offs
« No-shows

WEEK 4
Expand or Tighten

Option A: Expand to a second role
Option B: Tighten quality controls

on the first role

Option C: Add automation (if desired)
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Templates, Prompts & Tools

1. Role Brief Template

« Role purpose

« Must-have skills

« Success indicators

» Red flags

« Screening questions

2. Scorecard Template

Categories + 1-5 ratings + comments.

3. Outreach Templates

« Email outreach
« SMS outreach
e LinkedIn outreach

4. Al Prompts

Prompt:

“You are a recruiting coordinator. Clean
these notes, summarize strengths/risks,
provide a 6-bullet candidate summary, and
draft scorecard ratings using the following
rubric...”

5. Scheduling Templates

e Interview confirmation
« Preparation email
« Reminder email

6. Excel Metrics Tracker

Columns for:
» Application date
« First touch
« Screen date
« Interview date
« No-show
« Outcome

¥
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A Final Note

Hiring teams are not struggling because they lack tools.
They are struggling because the workflow is built for a world that no longer exists.

This handbook provides the structural changes required to return speed, fairness,
and clarity to hiring — with zero budget and zero added headcount.

Once your new workflow is standardized, automation becomes an accelerator rather
than a crutch.
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