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The best way to work through this teaching
guide is to follow along on the Audio CD with
Ricardo Gonzalez. To learn more about Ricardo
see his brief bio below.

On the Audio CD he will teach you
the best ways to implement and use
each component of the Hispanic
Hiring Kit. Please go through this
teaching BEFORE using the data
files. As a special bonus, on Track 1 of
the Audio CD, Ricardo will teach you
the five places you absolutely need to
be recruiting Hispanics. Sit back, grab a

cup of café con leche and learn with Ricardo how to leverage the amazing suite
of tools provided to you in the Hispanic Hiring Kit. Enjoy! iDisfrute!

Ricardo Gonzalez is the founder
and CEO of Bilingual America. He is
considered by many to be the leading
national expert on strategic business
and labor relations with Hispanics.

Ricardo is a member of the Home
Industry Leadership Board sponsored
by Home Advisor, is a regular conference
speaker for Owens Corning, and writes for
several industry trade magazines. He is a highly
sought after conference speaker, writer and course developer.

Ricardo travels extensively throughout Latin America on research projects. He is
married and has three children. His full bio is at: bilingualamerica.com/ricardo







Culturally Relevant and Fully Customizable Suite of Cutting Edge Tools

RECRUITING TOOLS goal is to help you attract the Hispanic people

with a culturally relevant and professional image.

The Hispanic Hiring Kit provides you with many
very powerful recruiting tools. These are templates that are designed for

customization. We encourage you NOT to
Make sure to listen along with Ricardo on the change color schemes or wording of the lead
Audio CD as he goes into detail on how to use and subtitles as they are important. That being
and get the most out of each component. Our said, make it look and feel like yours.

POSTERS
{LE GUSTARIA TRABAJAR EN ;JEAGEI:IARE&TR‘?EBCK&E‘{J POSTERS IN SPANISH FOR EXTERNAL RECRUITING
Ny R TN TSl (2 design options in Spanish

We love both of these posters! If you really want to show
your love for Hispanics, use the flag poster. The flags
respresent a deep emotional connection for most Latinos
and is a very effective symbol in marketing.

The six words on both flyers are: Respect, Security, Good
Pay, Training, Opportunity, and Professionalism. These six
things matter a lot to Hispanics with respect being ndmero
uno. On your Audio CD Ricardo will give you some great
insight into the use and placement of these posters.

:HN (000)000-0000

WOULD YOU LIKE TO WORK
WITH A COMPANY THAT
RESPECTS LATINOS?

POSTER IN ENGLISH TO RECRUIT ENGLISH DOMINANT HISPANICS

Demographic trends show that companies are going to have to learn to recruit
second-generation English dominant Latinos. This poster in the right places can
help. Second-generation Hispanics still value their culture so cultural relevance is
important. In your Social Media training that’s part of the Hispanic Hiring Kit, you’ll
learn more about recruiting second-generation Hispanic millenials.

ZCONOCE A ALGUIEN QUE af:gggf& II:\L%‘!,II\EBT\ ﬁ:JRE POSTERS TO ENCOURAGE INTERNAL
AT e ERer sty RECRUITING BY EXISTING EMPLOYEES

E 50! iBONO DE ©50

- «\‘ -y

Sometimes our internal employees can be a big
help in our recruiting efforts. These posters are
designed to encourage them to engage in this
effort. If the $50 signing bonus of a new recruit is
too much or too little for you, change the amount.

By the way, listen closely on the Audio CD as

PASE POR LA

OFICIN, EL NOI - . . .
PERSONA QUE USTED QUERE REFERIR PASE POR LA OFICINA CON EL NONERE DE LA PERSONA GUE Ricardo discusses the negative consequences of

USTED QUIERE REFERIR PARA AS| PODER CONSIDERALO.

@ romscncrem hiring from a friends and family network.
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MEDIA ADS

3 sizes, Color and B/W, Spanish and English

These ads are suitable for both newspapers
and magazines. When you replace the template
picture, make sure to use a picture of someone
who is Latino and get a good close up shot
similar to what we have.

¢LE GUSTARIA

TRABAJAR EN

UNA EMPRESA
QUE VALORA
AL PUEBLO
LATI

“Me encanta trabajar en
esta empresa. Me tratan bien,
respetan a mi familia
y me ofrecen la oportunidad

e crecer”
~ Ricas Gonzilez,
Superintends

“En esta empresa
valoramos y
respetamos a
nuestros socios

empleados.”

“Esta es la mejor empresa
donde he trabajado en

mi vida. Invito a mis SRR [ [T

amigos venir a trabajar

, Bldy

Llame al

(000) 000-0000

LETTERS TO COMMUNITY LEADERS

Latino community leaders have great influence.
They are well connected and know a lot of people
at all levels of the community.

Many civic organizations and associations have
job placement departments. You should make it
your goal to get to know at least three community
leaders of your local or regional Hispanic
associations or civic groups. Develop friendships
with the right leaders, and they’ll help you recruit.

LETTER

TO MINISTER

(@)voun oco uexe | carra (@) voun oco wexe

¢LE GUSTARIA TRABAJAR EN
UNA EMPRESA QUE VALORA
ALPUEBLOL TINO?

“Me encanta trabajar en esta empresa. Me
tratan bien, respetan a mi familia y me
ofrecen la oportunidad de crecer”

~ Pedro Gonzalez, Superintendente

@voun LOGO HERE

0000 Main Street, Bldg. 2
Llame al Somewhere, USA 00000

(000)000-0000  www. com

LATINO

TRI-FOLD BROCHURES

THIS IS THE PLACE FOR YOU TO SHARE
YOUR STORY AND OPPORTUNITY!

2 designs suitable for mailings or desk placement

This is one of the most important tools in The Hispanic
Hiring Kit and will require some creativity on your part.

The internals of the brochure need to be your story,
your opportunity, and the future you offer. To take full
advantage of this consider including the provided
“Opportunity Axis” inside the brochure. Have someone
who knows how to write for Latinos with cultural
relevance do your copy. It will pay off mucho.

LETTER YOUR L0GO HERE CARTA YOUR L0GO HERE
TO COMMUNITY LEADER —_ A LIDER COMUNITARIO —_—

LETTERS TO MINISTERS

Ministers want their people to have steady, well-
paying jobs! Ministers know their members at a
deeper level than do most community civic leaders.

Make friends with at least three ministers of the
largest Hispanic congregations in your area. They
can help you fill up your recruiting pipeline. Make
sure to take them your Tri-Fold Brochures so they
can pass them out. Also, don’t forget to make a
donation if you want continued help.
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SOCIAL MEDIA TRAINING

Latinos are high touch and high contact. It’s a high
context culture which means that people seek out group
and social activity in heavy doses. It makes sense then
that Latinos are heavily engaged in social media. Per
capita, Hispanics are more engaged in social media than
the rest of the U.S. population. Social media offers an
amazing opportunity to reach Hispanics in a targeted
and cost-effective manner. This training also include
several online ads for online marketing.

T )

To help you take advantage of the recruiting and
marketing opportunities through social media, the
Hispanic Hiring Kit provides a five user license to the
Using Social Media to Reach Latinos training with
Ricardo. To get access to this training complete the
request form at the following page:

http://bilingualamerica.com/pages/hhksocial

Once we get your request at Bilingual America we'’ll

send you, or your company representatives, information ®

on how to access the training. Again, your company can LlnkEd
send up to five participants for this training as part of

your license with the Hispanic Hiring Kit.

OPPORTUNITY AXIS

The opportunity axis is a powerful hiring tool! People like to know their future potential. Your job as a business
leader is to create an outstanding opportunity for your people. The opportunity axis clearly shows them how to
accomplish their dreams with your company.

On the Audio CD Ricardo will teach you how to leverage this tool with potential new employees. Also, on the
Data CD there is a PowerPoint presentation that you can customize and use within your company.
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HIRING TOOLS things in a professional and relevant manner.”

The array of hiring tools is fully bilingual. Each Print and distribute the guide to legal and illegal
piece allows you to plug in your company logo questions to anyone who does hiring. We’re
and contact information to make it yours. also including culturally acceptable interview

questions with these tools. Choose the ones
Language and culturally relevant hiring tools you want to ask, or ask them all. Also, please
send important messages to new employees. keep in mind that this is not legal advice. If you
Above all they say, “we’re serious about doing need legal advice, consult your attorney.

APPLICATIONS APPLICATION o — sovcrru (G roumsonase

The applications are in both English and Spanish.

They ask for the most important information you’ll
need in order to decide to conduct an interview
with the potential employee.

Pop in your logo and contact information and
you’ll have customized bilingual applications that
will provide you with a highly professional image.

INTERVIEW QUESTIONS

Asking good questions is THE key to getting
the information you really need to make quality
employment decisions.

In this document you’ll find great questions you
can ask a potential employee in Spanish or English.
Pick the ones you want to ask, or ask them all. Of
course, that would make for a very long interview!

ENTRY LEVEL ASSESSMENTS

Have you ever wondered if some of your
employees can do simple math, read well enough
to answer questions, or even read a tape measure?

The entry level assessment will provide you with
valuable insight into whether or not your new hires
have the basic skills they need to do well in your

organization, wlmgHH\H&HH]\IEm*\gmw[&mm ww\mz\mm\é\HH|\£H\*I&HHUEHHU
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LEADERSHIP ASSESSMENTS [, @eese DD, @

Inform

All leaders need critical traits and raw abilities.
Companies should take the assessment of , o
potential leaders very seriously. After all, leaders ‘ S oo G ‘
do exercise great influence in your company.

and intelligent than you. How would you handle that relationship?

This is an extensive assessment of personality, ‘
communication skills, logic, and more. Allot

at least 40 minutes to take it. As long as the
person is honest, it will give you an accurate
understanding of their leadership capability.

[LEGAL GUIDE (@ )voun oco uexe

GUIDE TO LEGAL AND ILLEGAL QUESTIONS

Protect yourself and your image by making sure that all people involved in the
hiring process have a copy of this guide in their possession.
Disclaimer: This is not legal advice. Contact your attorney if you need legal advice.

We would suggest you consider providing internal training on this content and
testing your hiring managers. Document that you did this training of your hiring
managers and provide yourself with an important level of insulation in the event
there is ever a discrimination case made against you or your company.

GUIDE TO WORK VISAS FOR FOREIGN NATIONALS PSR GER . LI

Many companies hire foreign nationals to fill needs within their organization.
This guide provides you with the necessary information to consider engaging a
foreign national on your team.

The H2B visa is the most popular for temporary labor workers but you must
understand to whom it can and cannot apply. There are many other types of
work visas that apply to foreign workers. This guide will help you become familiar
with your various options.

Disclaimer: This is not legal advice. Contact your attorney if you need legal advice.

[LETTER (@) voun voso uee LETTER (@) voun voco nene W E LCO M E L E TT E R

This is such a great tool! People rarely get real mail
these days so it has real significance.

Every time you hire a new Hispanic employee, send
them a welcome letter. If they are Spanish language
dominant, send them the Spanish letter, if they are
English language dominant, then, of course, send
the English letter. This will do wonders to solidify
your relationship with your new employee.
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LETTER OF REPRIMAND

Unfortunately, sometimes things don’t go the way
we want and we have to reprimand an employee.

Written documentation is very important to maintain,
as it regards disciplining and perhaps, ultimately,
firing an employee. When you give this letter to
someone, make sure to make a copy of their signed
letter. This shouldn’t be sent in the mail. This should
be handed to them, they should sign it, and you
should keep a copy.

ONBOARDING

We get one chance to establish a proper
mentality and culture with our new employees.

Our Como Tener Exito course is culturally
and linguistically relevant training for the new
employees in your company.

LETTER (®)voun oo wene (oA (@) roun coco nee
F REPRIMAND = DE AMONESTACION J

On the very first day, your new employees are
introduced to a total success mentality in a
60-minute online learning session with Ricardo.

We focus on teaching them how to succeed in
their personal life and in your company. After
the course, there is a 20-day continuity growth
program to make sure things stick.

OVERVIEW OF ONBOARDING TRAINING

Como Tener Exito is a 60-minute online course with
Ricardo Gonzalez, founder and CEO of Bilingual

America. The course teaches Latinos how to succeed

both in their personal and professional lives. By

€) como Tener éxato

providing this training to your new employees you provide them with great information and you send a
message that you’re serious about helping them grow. This onboarding process will have a direct impact on

your retention and quality rates if implemented.

CERTIFICATION

(f' COMO TENER EXITO
This Certifies that
Ramen Rodriy ey

has successfully completed the Como Tener Exito
onboard course and is thus entitled to this official
Certificate of Accomplishment approved by
Bilingual America and its duly appointed

0, N
—
|2 7*3/ Bilingial America

Upon successful completion of both the Como Tener Exito course and the 20-

day growth program, your new employee will receive a certificate of completion
that you can present formally to him or her. This is a great opportunity to
recognize your new employee publicly. This public recognition is important and
helps establish the new employee as an important part of your company.

OVERVIEW OF 20-DAY CONTINUITY GROWTH PROGRAM

As part of the onboarding process, the Hispanic Hiring Kit provides you with five user licenses to our exclusive
20-Day Growth Program. This program is a continuation of the principles taught in the Como Tener Exito
program. Each work day for a period of four weeks (20 days), your new employee will take a 3 to 5 minute
mini-lesson with Ricardo. When a person finishes a lesson, they click a button and our online client system
will tag his record to verify to Bilingual America that your new employee took the training.
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