STAR? Center

Writing Effective Job

Announcements &
Conductin
Successful Interviews

In an ideal world, health centers would never experience job turnover.
However, in practice, staff retire, relocate, or pursue other
opportunities. To navigate these changes efficiently, health centers
should always have essential tools—such as job announcement
templates and interview procedures—readily available when a
vacancy arises. These components should be part of a Comprehensive
Workforce Plan (CWP) and updated regularly to maintain a cohesive
recruitment strategy and ensure consistency in hiring across all staff
positions.

A standardized job announcement template allows health centers to
save time by making minor modifications to fit different media
formats and inserting job-specific details such as duties, salary range,
and qualifications. Having prepared templates for

common positions and advertising formats

also streamlines the hiring process, creating ! CWP describes the process

a quick and adaptable system. for which a health center
assesses the needs of its
) ) ) ) patients and community while
Likewise, structured interview templates identifying strategies for
with standardized questions and a clear building and sustaining its
process ensure that all candidates receive CEJEEg (£ S‘;pport B
neeas.
consistent treatment. This approach \
enhances consistency in the hiring process and

enables the hiring team to effectively compare candidates.
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The Role of Job Announcements & Interviewing in
Recruitment

Attracting Quality Candidates

Job announcements and interviews are more than

administrative steps—they are key touchpoints that
shape a candidate’s perception of your organization.

A clear, compelling, and well-structured job posting

helps set expectations, communicates
organizational values, and begins building trust with
potential applicants. It serves as your first opportunity
to demonstrate that your health center is a welcoming,
mission-driven place to work. Likewise, the interview process is not just about
evaluating candidates; it's also a chance for candidates to assess whether
your organization aligns with their own values and goals. Thoughtful
interviews that reflect the health center’s norms, respect candidates’ time, and
foster meaningful dialogue can significantly influence a top candidate’s
decision to accept an offer.

Converting Applicants to New Hires through Intentional Hiring
Process Design

To attract more qualified and aligned candidates, recruitment strategies
must go beyond generic postings. Well-crafted job announcements that
include a clear salary range, opportunities for growth, and a glimpse into
workplace values are more likely to resonate with high-caliber applicants.
But attraction is only half the equation—converting
applicants into hires requires an intentional,
candidate-centered hiring process. This means
designing interviews that are streamlined and
engaging, while providing timely communication
and feedback. A smooth and transparent hiring
experience can set your health center apart and

ensure that qualified candidates remain invested and
enthusiastic from application to onboarding.
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Promising Practices & Strategies for Writing Job
Announcements and
Conducting Candidate Interviews

Crafting Job Announcements

First impressions matter to candidates during the recruitment process and
can significantly influence their decision to join a team. Candidates are
highly attuned to potential “red flags™ in job searches, such as poorly
written job postings with typos, vague position descriptions, and ineffective
communication through the hiring process. Investing even a small amount
of time in creating a well-structured hiring process—focused on clear,
professional job announcements and effective interview procedures—can
make a significant impact in attracting top talent.

To reach a wider pool of candidates, consider expanding job postings
beyond the health center’'s immediate network. Highlight key aspects such
as the strength of the team, a commitment to innovation, competitive salary
and benefits, and opportunities for professional development and growth.

A job announcement template should include the following standard pieces
of information:

e Type of organization

e Location (rural, urban, frontier)

e A placeholder for statement of position type (full time or part time)

e A placeholder for salary range and benefits

e Organizational background information, which could

include history or mission statement

e Any facility recognition or accreditations (e.g.
Patient-Centered Medical Home [PCMH],
Certified Community Behavioral Health Clinic
[CCBHC], Joint Commission, National
Committee for Quality Assurance [NCQAD

e Possible incentives (e.g., professional
development benefits, bonuses, loan repayment)
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Other promising practices to consider in both job announcements and
communications during the interview process include:

e Answer the WHY? questions - Why is your

health center a great place to work? Why would a
candidate want to relocate to your community.

e Explain your patient population — Every
community has unique qualities that may attract
a candidate to work with that population. Does

the health center serve a rural population, does it

provide significant obstetric or pediatric care, is it

located in a community known for its work in a specific industry, like
mining or farming?

e Avoid language that connotes a burnout environment — Do not use
problem-focused language — which can put a spotlight on problems or
obstacles facing the health center and its current staff.

e Show that your health center values its workforce — Think about what
you can say to convey to candidates that the workforce is your most
valuable asset. Do you offer opportunities to participate in staff
committees or take on informal leadership roles?

e Include a salary range - It is also important to include a salary range in
the advertisement text. Being transparent about the salary range avoids
confusion and time wasted on candidates who were expecting a
drastically different wage.

e Make it personal - Give candidates a window into the personality of the
health center!

e For clinical postings, ensure clinical terminology is correct — Have
individuals in the position you are recruiting for
review the job announcement.

* Be respectful of the applicant’s time and only
ask for what you actually need - Streamline
your application requirements to reflect what
will actually be reviewed and what will
actually help you make your decisions. For
example, your hiring process does not involve
evaluating cover letters, avoid asking for them. This
saves time for applicants and the recruitment team.
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For a compilation of sample
health center job postings,
visit the Community Health
Association of
Mountain/Plains States

(CHAMPS) Sample Job

Descriptions webpage.

Provide a contact person - Include the
name, title, and contact information of
someone applicants can reach out to
with questions about the position,
application process, or timeline. This
humanizes the process, builds trust, and
improves the candidate experience.

Be brief, but with substance - Keep the
job posting clear and concise while still
communicating essential information
about the role, expectations, and your
health center.
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Setting Yourself Up for Interview Success

The recruitment process may include a few or several
interviews that help to screen candidates and
determine whether they are the right fit for the
open position. The keys to success in this process
are preparation, communication, and tracking.
Like the other steps mentioned above, having
standard interview processes and questions ahead
of time will reduce administrative burden, allowing
the hiring team to focus on the candidates’ qualifications
for the job.

Example interview questions for each step of the way may include:
Screening:
e Can you tell us briefly about your background and what drew you to
apply for this role?
e What interests you about working in a community health center
setting?
e The salary for this position is __. Does that meet your salary
expectations?
e Are you comfortable working with unique populations?
o What experience do you have with [insert specific job requirement, e.g,
electronic health records, health education, training deliveryl]?

First Interview:
e Describe a time you worked in a team to address a challenge in a
healthcare or community setting.
e What experience do you have with quality improvement or data-driven

decision making?

e Tell us about a training or outreach initiative you led. What was the
impact?

e How do you stay current with best practices or changes in healthcare
delivery?

e How do you handle competing priorities or urgent deadlines?
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Team Interview:
e How do you approach building relationships with
colleagues across departments?

e Describe a time you received constructive
feedback from a teammate. How did you
respond?

e What's your communication style when
collaborating in a multidisciplinary team?
e How do you handle conflict or disagreement within a

team setting?
e What role do you usually take in team projects or meetings?
e How would you contribute to our team culture?

Health Center Visit:

e What are your impressions of our health center environment?

e Based on what you've seen, how would you tailor your approach to
working with our patient population?

e How would you contribute to our mission and values in this setting?

e Are there aspects of the workflow or team dynamics you'd like to learn
more about?

e How do you adapt to working in dynamic and sometimes resource-
limited environments?

Conclusion

A well-structured hiring process is essential for attracting and retaining top
talent in health centers. By developing standardized job announcement
templates, expanding outreach efforts, and maintaining clear, organized
interview procedures, health centers can streamline recruitment and create a
positive candidate experience. Investing in these strategies not only
strengthens the workforce but also ensures the health center remains a
competitive and desirable employer in its community.
This project is supported by the Health Resources and Services Administration
(HRSA) of the U.S. Department of Health and Human Services (HHS) as part of an
award totaling $550,000 with O percentage financed with non-governmental
sources. The contents are those of the author(s) and do not necessarily represent

the official views of, nor an endorsement, by HRSA, HHS, or the U.S. Government.
For more information, please visit HRSA.gov.
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