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With HireMojo, you can fill any job with the most qualified candidate faster, 
cheaper and easier than ever before. Just follow these 3 simple steps:

STEP 1 : Go to hiremojo.com to search our library of successful 
hiring campaigns. Just enter the title of the position that you 
need filled to get started with your job posting.

FAQ : What determines the list of prior “successful hiring campaigns” I see from my search? 
Successful campaigns are based on a perpetual learning algorithm that includes such factors 
as the quantity and quality of candidates that were received, the speed in finding the 
candidate that was hired and the hiring manager’s satisfaction.

FAQ : What’s the advantage of using HireMojo’s library?
Only HireMojo gives you a huge head start on launching your job by tapping into to our 
library of Job Descriptions & Interview Questions that led to successful hires. No more 
staring blankly at a Word doc with Job-Description writer’s block. We provide you with real-
time examples of what’s attracting employees in your industry, which will help you find the 
best fit possible for your open position. Our library keeps growing and gets smarter with 
every hire (kind of like a weird brain-creature from a 50’s sci-fi movie, but instead of taking 
over the world, it helps you hire great people!).

F A L L  I N  L O V E  W I T H  Y O U R  H I R I N G™

Q U I C K S T A R T  G U I D E
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Click on a job description that best describes your available 
position… and you’ll be taken to the details of that job

Notice that you’re on tab 1 of 4 at the top of the page: Job Information, Initial Interview 
Questions, Essay Interview Questions and Job Statistics. You’ll want to review these other 
sections briefly as well to ensure the job you’re evaluating is a good arting point for your 
own posting.
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First, let’s review the Job Statistics Tab...

It probably feels like a no-no, but skip to the fourth tab first - it’s where you’ll find all of the 
valuable performance data for this hiring campaign. It details how the applicant pool was 
narrowed from the initial group down to the hire. You can also see what channels were used 
to create the initial applicant pool, and how long it took to find the person hired.

HireMojo is a cloud hiring platform and uses a variety of premium and specialty job boards, 
email campaigns and social networks to attract the most qualified candidates.

BENEFIT : These stats remove the guesswork about how and where to connect with great 
people, saving you time and making you more efficient. It also gives you insight into how 
long it may take to make your hire so you can plan accordingly.
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Next, let’s poke around in the Job Information Tab...

You probably know this best as the “Job Description” - the descriptive, specific qualifications 
and responsibilities of the candidate you’re looking for. You’ll see a description of the job in 
the Candidate Message field. This is where the job is “sold” to candidates. It speaks to the 
interesting technologies they’ll be using, the fast-track growth path, and the cool projects 
they’ll own. A good Candidate Message will make the candidate say “wow, that sounds like 
something I want!” The other elements are pretty self-explanatory.

TIP : Market your job to the right candidate with love and care, don’t just describe the role. 
Illustrate why your ideal candidate would want to work for your company.
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Now let’s check out the Initial Interview Questions Tab...

Please understand Initial Interview Questions are not questions asked in a physical 
interview. They are questions candidates answer online to determine those that match your 
needs & company culture. By asking the candidates a series of multiple choice questions 
around experience and core skills as well as about basic requirements such as location, work 
authorization, compensation, travel, etc., our system scores and ranks the candidates. This 
ensures you’re evaluating the best candidates first (and weeds out the ones that shouldn’t 
have even applied in the first place).

The online interviews are completely customizable and feature a point system and threshold 
that an applicant must clear in order to advance to the next stage in the hiring process.

TIP : You’ll be able to Search our Library of thousands of questions and Add and Customize 
them to create the best mix for your job. Need them to be Bi-Lingual? Do a Search for Bi-
Lingual and pick a question that is all ready pre-made. 

BENEFIT : This vetting process effectively eliminates the headache of sifting through 100s of 
resumes, replacing it with a simple test of qualifications. Besides being an unprecedented 
time saver for you, HireMojo saves time for your applicants as well by automatically sending 
follow-up notifications of “thanks but no thanks” to those who don’t make the cut.
This is part of the Magic of HireMojo!
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Finally, review the Secondary (Essay) Interview Questions...

This customizable section provides a more rounded look at each candidate. Only those 
who score high enough to pass the Initial Interview are forwarded to these open-ended 
questions. It allows them to give you further insight into their experience, biases, work ethic, 
and more. Unlike the previous section, essays are not scored but are automatically passed 
on to you, giving you even more help in choosing which candidates to interview.
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STEP 2. CUSTOMIZE : Now, it’s time to turn YOUR Mojo on...

Awesome. You’ve found a description that’s a good starting point - time to do some minor 
tweaking to customize it for your specific situation – no job is exactly like yours.

Click on the big orange “Like it? Sign in to Customize” button…

If you’re a first time user, you’ll be prompted to enter basic information about yourself and 
your company. There’s also an option to upload your company’s logo as well as one for a 
short description of your company’s services or goals. Enter them once & HireMojo will 
insert the logo and description into your job postings throughout the hiring universe.

Once you’ve filled in all of the required information, click on the “Continue” 
button to go to the Customization Page and prep your job for launch

TIP : If you’d rather start from scratch than base your posting on an example from our 
library, click create job from scratch at the top of the screen.

Next, just go through each tab and fill out with your info. 
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Create & Customize your initial interview & essay questions...

You can Search our Question Library to help you quickly refine your online interview.

Search for questions related to detailed info about the job, languages,
funny cultural references, management level, physical limitations, etc.
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Try creating your own question from scratch by clicking “Add Question.”

Assign point values to each question and sub-values based upon answers.

If the quality that a question tests for is more important, assign it a higher value, say 
15 points. This way, less important questions can be awarded 10 points, and even less 
important ones can be awarded 5 points.

TIP : Each answer has a number to its left: this is the percentage of the total points that an 
applicant would receive for choosing a particular answer.

TIP : The red “KO” option means the user set the answer to be a knock out, or an automatic 
disqualification for the job. Applicants who select a KO answer will automatically be filtered 
out, helping you narrow down your candidate pool to only the most qualified ones.

TIP : The green “FWD” button. The user has set the answer to be an automatic pass to move 
all applicants that choose this answer forward to the Secondary (Essay) Interview Question 
section. This means that the applicants that have exactly what you are looking for will make 
it into the next stage of evaluation no matter what.

Set the Passing Score to a level that gets the right amount of candidates.
 

The Passing Score is in the upper right hand corner of the Initial Interview Questions page. 
This score is up to you and it can be as severe or lenient as you’d like. Too severe a threshold 
may eliminate all candidates while a low one will let more candidates through to the 
Secondary (Essay) Interview Question section. The Passing Score can be adjusted as you go 
depending on the level of interest in the job.

BENEFIT : Those candidates that are eliminated will automatically receive an email notification of 
their status. This act of courtesy ensure scandidates will remember their application process with 
your company as a positive one. After all, candidates are your potential customers and the last 
thing that you want is for them to look at your company in a negative light.
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STEP 3. Market & Launch your job. Push the button!

Once your job description and interview questions are all set up, the next step is to market 
the job. HireMojo automatically connects to 150+ job boards and social networks as well as 
HireMojo’s job database and network of professional recruiters.

BENEFIT : This is where the term “Cloud Recruiting” really comes into play. Using the cloud 
is the most effective way to advertise your job to the largest number of people. This allows 
you to get the largest initial pool of applicants and thus the highest chances of getting a 
handful of excellent applicants at the end of the online interview process.

Upon launch, your Job will be automatically advertised through these
top Job Boards (worth over $1400) included in the $295 price!

There will be an option to review, refine and approve your posting for each 
specific site if you want to target your message towards a particular applicant pool.

Remember to review everything one last time (even though you can
make adjustments after launch through your online dashboard).

3, 2, 1… Launch your Job by checking out in just a few clicks.
Sit back and get ready to meet your new employees!
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A F T E R  Y O U R  J O B  I S  L A U N C H E D

J O B  &  C A N D I D A T E  M A N A G E M E N T

Employee Referral Tracking : A bit of Mojo Magic!
Our unique Employee Referral Tracking takes “word of mouth” online by using your 
employees’ to add more “oomph!” to your hiring campaign. It’s well known fact that 
candidates hired from an employee referral are more likely better than those found from 
external sources.

Social Promotion
Social networks like LinkedIn and Facebook are the best tools to connect with these referred 
candidates. Pushing your job listings out to everyone in your network - employees, former 
co-workers or even old friends from college - is simple with HireMojo.
 

After launching your job, go to the My Jobs Menu. Look under Job Marketing in the 
Job Menu on the left side of the page and click on Social Networking to get to the 
screen above. Fill out the fields and spread the word about your great open job!
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Scheduling an interview

So now that you have some people interested in working for you (little do they know, right?) 
and they are being automatically qualified due to your great Initial and Secondary Interview 
Questions, it’s time to meet them via phone or in person. Scheduling interviews is easy - 
that’s why you’re using HireMojo in the first place!

1. Log in to your Hiring Dashboard and select “Candidates” rom the Candidate 
Activity section of the Job Menu on the left.

2. Click on the candidate you want to schedule an interview with.
Then, select Schedule Interview from the Make Decision drop-down.

3. Select the
interview type,
time, location (if
it’s in person) a
calendar to add
it to, and the
info for an auto
email to be sent
to the candidate.

4. Add files if
you want to,
click Schedule
Interview - done!

Select the person you 
want to interview

Select Schedule
Interview from this 
dropdown menu
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5. Automated “interview” email

Once your interview is scheduled, the candidate will automatically receive an automated 
email from the HireMojo system that looks something like this...

As you can see this email saves you a ton of time, but also provides the candidate all the 
information they need to get to and perform in the interview - Date, Time, Location, Map, 
Calendaring option, contact info, link to the job listing, etc. Now you can focus on the 
interview instead of managing emails!
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Declining a Candidate

The sad part of any search for a great employee is telling the ones that don’t fit the bill
“thanks, but no thanks.” HireMojo ensures that everyone who applies is treated with the 
kindness and respect they deserve, a simple courtesy that strengthens your employer brand.

1. Log in to your Hiring Dashboard as you did when Scheduling 
an Interview and select the person you want to let down easy...

2. Then select Don’t Hire from the 
Make Decision drop down menu...

3. Choose the reason for declining the candidate from the drop-down menu,

4. Click Don’t Hire and an automated message will be sent to the candidate.

Select Don’t Hire

Fill out all of the info

Select the person you 
want to decline
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5. Automated “decline” email

As we mentioned, telling a candidate “no” can be an unpleasant part of hiring - unless you 
use HireMojo. Once you set up the decline, the candidate receives an automated email like 
this to let them down easy and make sure they know they can move on to the next job...
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Hiring a Candidate

You’ve found that perfect-fit candidate more easily than you’ve ever imagined, now its time 
to hire them and get down to business in a couple of clicks.

1. Log in to your Hiring Dashboard as you did when Scheduling 
an Interview and select the person you want to hire...

2. Then select Hire from the 
Make Decision drop down menu...

3. Select the Accept Date, the Start Date and enter the starting salary.
Be sure to select a Requisition, especially if there are multiples for this job.

Note : By selecting “Close 
job after making this hire” 
the system removes the 
job from active status and 
no one else can apply.

4. Once everything looks 
good, push the Hire
Candidate button and 
you’ve made the hire.
Congratulations!

Doesn’t it feel good to fall 
in love with your hiring?  

Select the person you 
want to hire

Select Hire

Fill out all of the info

Click to make the Hire
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5. Automated “hire” email

Now for some good news about your new hire deliveret straight into your inbox. You’ll 
receive this confirmation and reminder that you have someone coming onboard thanks to 
HireMojo! 

Now that you’ve seen how to set up your next job opening with HireMojo, it’s 
time to start making quality hires, easier than ever before.
By using HireMojo,  finding great talent is no longer a matter of “if” but “when”. In fact, we 
are so confident in the abilities of HireMojo that we offer an unconditional refund if you 
don’t find value in HireMojo within the first 10 days. Ask yourself, are you ready to take the 
pain out of the hiring process?

We knew you would be! Get started with HireMojo today!


