Key Elements

for Every Search

Our focus is on top performers directing our principal energy and attention to the candidates
who show highest potential of a good match for this position. At ADK, we target and identify top
performing industry professionals who demonstrate a proven track record of success and best cultural
fit for your organization. ADK’s recruitment plan below can be tailored or amended to meet the Client’s
needs and/or expectations.

Communication:

We strongly believe that communication with our clients and candidates is essential to a successful
search. Throughout the search, we communicate with our clients and candidates so that we all have
the same shared expectations.

Strategy Discussion:

At the start of the search we schedule a “Strategy Discussion” that includes our Client (Hiring Manager
and/or Executive Sponsor) and those associated with the search as well as our Project Manager and
the ADK Team members that will work closely on the search. We will collectively determine the profile
of what you are looking for in your new hire, discuss your expectations, express your priorities for the
position, and define the exceptional qualities that you want to see in your new hire. ADK works with
our clients to gain an understanding of their organizations and the community in which they live and
work. This knowledge base continues to grow with every search. The information we gather will help
our team build their strategic approach for the search. With the development and posting of a
recruitment brochure, we will develop a firm timetable for the search.

Direct Sourcing and Team Approach:

Every search is touched by multiple members of our team working collaboratively on all of our
searches. The Senior Project Manager and Project Team who are responsible for your search
thoughtfully create a target list of known potential candidates and a list of organizations that will most
likely provide the best fit candidates for the position. Our team has an incredibly large network in the
industry and first-hand knowledge of key leaders and resources throughout the country. Our role is to
make the opportunity known to passive candidates. Personal contact is critical to success in recruiting
these candidates.

Unmatched Database:

We have been developing a database of industry professionals since 2003. We electronically contact
over 75,000 opt-in subscribers announcing our searches through our widely read e-newsletter. We
believe our database is unmatched because we make a concerted effort to keep contact information
current and continually add new subscribers through our website and new applicants for our many C-
level searches.



Key Elements

for Every Search

Our focus is on top performers... (Continued)

Internal Candidates and External Candidates:

We are your partner in this search irrespective of the source of the candidates. Many of our searches
include internal candidates and our client has the opportunity to see how their internal candidates
compete on the national level. If candidates are generated internally or if Client receives
applications/résumés directly, they should be referred to ADK to be included in the overall candidate
pool. All candidates are assessed on their own merits.

Applicant Tracking System (ATS):

Candidates submit directly through our website to our secure online applicant tracking system,
iCIMS, that is used by companies such as Amazon and Microsoft. At this location, candidates are
requested to respond to initial screening questions that give us additional information about their
background and qualifications related to the position that are not necessarily obvious in their
résumé. Our screening process moves through various phases where our Project Manager advances
the candidates to next steps including written responses to essay questions and self-directed video
interviews explained in Phase 2 Screening. Top candidates and their screening materials are shared
with our client through our dedicated Confidential Client Portal when Client wants to see them.

Notification:

ADK has an outstanding reputation for keeping candidates apprised of their status throughout the
search process. After the search, those who seek guidance as to their possible shortcomings are
given a courteous and professional response. Many candidates have expressed appreciation over
the years for our thoughtful, helpful guidance.



Work Scope

Phase 1: Candidate Pool
Development

Applicable to both
Full Service and HR Assist searches.

Candidate Pool Development

1.0 Startup and Recruitment Brochure Development

ADK will assist Client in the review of the Job Description (JDs) and provide suggestions as appropriate
as part of the project startup strategy. Then we will develop a comprehensive and outstanding
recruitment brochure that reflects on the position we are filling for Client. Other recommendations will
be accepted as well and approved by Client. The brochure allows interested candidates to learn about
the position. the company, and the requirements that establishes what is your ideal candidate. The
approval of the recruiting handout is the “official kick-off” of the search campaign

1.1 ADK Network and Direct Sourcing

ADK retains staff who are specialists for a reason. We are widely known throughout the aviation
industry, have personal knowledge of available talent, and know what the typical requirements are for
the positions we are retained to help fill. We use our direct outreach process to actively recruit
qualified and diverse candidates for this position.

Many of the most talented candidates we have placed come from our direct sourcing and targeted
outreach through personal and direct telephone contacts, our industry leading e-newsletter, and the
multiple recruiting licenses we have on LinkedIn. We add additional recruiting platforms to our
outreach that are specific to the type of position being filled.

Our role is to make this position known to a wide universe of potential applicants and to cultivate an
interest in the vacancy. The quality and diversity of the final list of candidates is totally dependent on
the qualifications of the initial candidate pool; hence, the amount of time we spend on candidate pool
development is critical to the success of our search process.

1.2 Marketing & Advertisement

In addition to the sourcing mentioned in 1.1 above, we will post electronic recruiting ads with
organizations or other mediums utilizing the information developed in our brochure. We also post the
open position on our website and multiple times through our e-newsletter list. Our intent is to capture
passive candidates through our ADK e-Newsletter that is widely read , and through our team strategy
and targeted approach.



Work Scope

Phase 2: Screening

Applicable to both
Full Service and HR Assist searches.

ADK uses a variety of tools to assesses all candidates, internal and external. Through our vetted
and thorough screening phases, we assess background and skill sets, level of enthusiasm for the position,
cultural and personality fit, reputation, and leadership style. We determine the closest match to
background and experience that is relevant to the position.

Level 1 Screening:

2.0 Job Specific Questionnaire:

These questions are the first screening questions that are presented to the candidates at the time
they apply. They are quick multiple choice questions that tell us whether the candidate meets the
minimum qualifications for the position as developed with Client’s input.

2.1 Résumé Review:
Résumés are reviewed by the Project Manager and the Assistant Project Manager.

2.2 Next Steps:
Top candidates meeting the qualifications and expectations are moved to the next stage of ADK’s
screening process.



Work Scope

Phase 2: Screening

Applicable to both
Full Service and HR Assist searches.

Level 2 Screening

2.3 Client’s Application (if required)

If Client has a required application process, candidates will be notified via email and an included link that
leads to the Client’s application that must be filled out to be considered for this position. Candidates will
be notified that this application does not come to ADK.

2.4 Questionnaire

Candidates who meet minimum qualifications will be asked to respond to essay questions at this point.
These supplemental responses give us additional insight into the candidates, how they think, an example
of their written communication skills, and more information than is typically found in a résumé.

2.5 Video Recordings
We provide a video interview snippet to gain insight into a candidate’s presence and demeanor.

2.6 Review of Essay Questionnaires & Video Recordings
The ADK Search Manager and associated team members review all Essay Questions and Recorded Video
Interviews.

2.7 Conversations
The Search Manager explores any areas that may need to be clarified through personal conversations
with the top candidates.

2.8 Client Consultation

Multiple conversations with Client are anticipated to insure our process and Client’s expectations are in
sync. ADK provides a selective, well thought out, insightful and intelligent process for the Client.
Candidate submittals and screening results are made available in real-time for easy viewing by Client
through our Confidential Client Portal. Recommendations are made to Client for next steps in the client
screening process. ADK understands that this is a very important and strategic move for the search
process and for the Client.

2.9 Deliverables
Client and ADK have agreed on candidates that will be moved forward to Level 3 Screening.

NOTE: For an HR Assist search, at this point of the process, ADK has completed it’s search and
Client takes over with their normal HR processes that may include additional testing,
interviews, reference checks, media checks, final interview logistics, and negotiations. ADK
does not guarantee that Client will select a finalist for an HR Assist search. ADK is still due full
payment if Client decides not to hire anyone for the position being filled under an HR Assist.
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