Things They Don't Teach You at Business School About Hiring 
1. Write a proper job description
This sounds obvious, right? However, you might be amazed at how many companies write very poor job descriptions. If you're going to advertise the role somewhere, make sure the text of the advert covers three things. A summary of who you are as a company, a summary of the key functions and tasks this person will do, and the minimum requirements you'll accept.

Every good job description should be laid out with three distinct headings: 
- About us (the company) 
- About the role 
- Minimum skill requirements

In the last section, the minimum skill requirements of the role, make sure that you list measurable criteria. Simply saying, 'energetic' or a 'great team player' isn't going to filter out the duffers. Who is going to say they're not energetic? It is much better to say, 'Candidate should have experience working within the sales team of a mobile telecom company. You will have had previous B2B and B2C experience as well as experience working with FCC compliance procedures', or words to that effect. 
2. Lots of relevant keywords 
If you're going to advertise on a job board or use a recruiting service, make sure you use lots of relevant keywords in the job text; the sort of words that candidates will be searching for. If you are hiring for a sales job, make sure you mention ‘sales’ several times and all related words, such as: B2B, selling, customer, etc. Keywords can be crucial in simplifying the search for good candidates.  Additionally, your competitors are using them.
3. Use a relevant industry job title 
Whatever you do, don't be tempted to come up with some wacky title that no one in the industry is familiar with. If you're hiring a sales professional, then you should call the position Sales Professional. Don't call it something like Cash Flow Enhancement Representative. Remember that job seekers will search using fairly generic terms, such as Sales Person, Sales Professional, Account Manager, or Account Executive. 
4. Avoid putting a salary bracket down. 
Position will pay $45,000 - $55,000.  Does this sound familiar? You might as well just tell your preferred candidate that you'll pay them $55K. Avoid the uncertainty that salary brackets create. You can always start on the low end of a salary range for your job description and then renegotiate the wage after the interview for a more qualified candidate.
5. If you don't want to interview someone then reject them. 
The number one gripe that most job seekers make is that they never hear back after submitting an application. It does nothing for your brand to annoy them like this. If they've put the time and effort into applying, the least you can do is let them know what's going on. Remember, a disgruntled job applicant isn't exactly a walking advertisement for your products or services.
6. Don't wait until you've got a short list of candidates before you interview 
If you read a resume that you think is suitable, interview the candidate ASAP! Why, oh why, do so many companies wait? “I'll just hold off calling them to see what other CV’s we get in.” There’s simply no logic to that thought.  If the candidate seems like the right person now, they'll still be right in two weeks. The longer that you wait, the more chance you've got of losing them.
The above is a modified selection from the article “8 Things They Don’t Teach You at Harvard Business School” by Nick Leigh-Morgan.
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