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Lloyd Lofton has 30 years of door-to-door, call center; business-to-
business and needs based selling experience. He is a successful business leader 
who has led large sales distributions who produced 50 million or more a year in sales, 
who has led recruiting efforts that resulted in hiring more than 2,000 sales 
professionals in one year and who has trained hundreds of managers, from field sales 
leaders to executive level leaders.  

As seen in: 
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Here are some things about recruiting that we should ask ourselves: 
 

1. How do I become a good recruiter? 
2. What does it mean to recruit? 
3. How often do I do it? 
4. And how do I do it? 
 

Here we will answer all of those questions.  
 

From how to place ads to how do I take the phone call?  
   
The general philosophy of recruiting is an action that when practiced often becomes 
second nature. You find yourself doing it constantly without much thought. 
 

To become a top recruiter, you must: 
 

1. Recruit constantly running/posting ads on a weekly basis. 
2. You must network with people in your industry, friends, family, sales 

people, and existing customers, etc. 
3. You must constantly look for new prospects. 
4. You must follow a system that works and is simple but comprehensive.  
 

Ambitious No TV-aholics 

Entrepreneurial, not “job” people Active in church 

Self-starters and decisive Service-minded 

25 to 45 building a family and career or 45+ and 
looking for 2nd career 

Positive people 

Prior sales experience Married is better than single 

They like your products/service/plan People who are not “know it all’s” 

Timing is right in their life People with a  large circle of 
influence 

They’re a “match” for the job People who live in a variety of 
geographical areas 

 

The following pages (system) cover the basics needed to become a great recruiter. This 
recruiting system has been proven over time and by many great recruiters. If you follow 
the system, YOU TOO CAN BECOME A TOP RECRUITER! 
 

REMEMBER! FOLLOW THE SYSTEM.  
 
Don’t ATTEMPT TO REINVENT THE WHEEL AND YOU WILL BE SUCCESSFUL. 
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WHAT THE TOP RECRUITERS DO 
 

THE TOP RECRUITERS make recruiting their top priority until it becomes second 
nature; they make it a way of life. Listed below are just a few of the things that top 
recruiters do on a regular basis. Recruiting is like a puzzle - you need to use all the 
pieces.  
 

Listed below are a lot of the pieces to the puzzle: 

1. Recruit every day  

2. Run newspaper ads on a consistent basis  
 

3. Search the internet for prospects or post openings 
 

a. hot jobs  
b. careerbuilder  
c. monster.com 
d. refer people to your company web site 
e. use a local job site in your area. (Find out what it is.) 
 

4. Network/cross market managers (or with any specialist or like vendors who 
might be able to send business their way). 

 

5. Get referrals from new hires  
 

6. Promote a recruiting bonus with their team members (New hires work this 
program the best) 

 

7. Send letters, emails and call salespeople from other companies, trying to get to 
know them so that they might recruit them now or in the future  

 

8. Get referrals from new hires by asking questions; who would you recommend 
that might also be good at this? 

 

9. Do mailings to potential prospects (coaches, teachers, etc.) 
 

10. Prospect their current customer base, and get referrals from them.  (This is a 
great source) 

 

11. Ask for referrals on each sales call they make. 
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12. Ask those that they hire from other companies who they know or recommend 
from where they were working. 

 

13. Contact (recruit) the sales person on the [product/service/plan] they replace. 
 

14. Have their team bring in the names of salespeople on [product/service/plans] 
they replace.  

 

15. Call ads of the competition in the paper or job post (get to know who runs them 
and add them to your prospect base), complement them on their ads and make 
conversation and request a lunch or a meeting to compare notes in the future. 

 

16. Talk to past employers, co-workers, friends, relatives. 
 

17. Post business cards on bulletin boards and pick up business cards that are 
already on them. 

 

18. Call Signs on utility poles. 
 

19. Use Fish Bowls  
 

20. Prospect the trade schools. Talk to the instructors let them know how many 
students you plan to send there. Network with the instructors. 

 

21. Job placement agencies. Often religious organizations have job headquarters 
and can help provide prospects. Social services also have them as well. 

 

22.  Hold an open house sales meeting for indirect industry salespeople, etc. Have 
guest speakers in and invite them to the meeting. 

 

23. Track all their ad calls, not only to determine how many calls they got, but also 
use them as a future reference base. 

 

24. C.E. classes are a great networking base. 
 

25.  State specific industry license lists (lists can often be located on the internet). 
 

26. Val Packs.  
 

27. Keep a list of everyone you work with in the business and everyone you try to 
recruit.  
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Use your imagination; the sources are endless, when you think recruiting! 
 

RECRUITING SCHEDULE AND FORMAT 
 

Thursday 
 
On Thursday you will want to pull the recruiting ad you want to run in the Sunday 
paper and fax it to the local newspaper you will be running your ad in. You will run your 
ad for Sunday only and it is important you ask the person at the newspaper about the 
area of coverage. You will most often want to run the ad in your local area; however, 
different newspapers in different areas have coverage areas for their regular weekly 
paper and some have sections for their weekly paper that goes to outlying areas.  
 
In the ad make sure you give a time frame for people to call - for example: Monday 
from 9 a.m. to 5 p.m. so you will be available to take the call and not have them 
leaving a message.  
 
When you run the ad ask the person at the paper for a “tear sheet.” This is a pre-run of 
the ad so that you can be sure they are running the ad you gave them and in the way 
you expected it.  
 
When the ad comes out in the Sunday paper read the ad to double check that it is 
correct. Also look at the other industry ads, and sales ads, so that you know what is 
being run each week and who your hiring competition is for that week.  
 

These ads are a great source of recruiting for you.  
 

Call these ads and recruit the person who ran the ad. 
 

NOTES: 
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
______________________________________________________________________ 
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Ad Tips and Format 
 

1. Run an ad every week.  
 

 Display ad 
 Reader ad 
 Internet ad  
 Local Cable ad  
 Card Packs  
 Trade journals 
 Use your imagination (Be creative) 

        
2. Holidays are usually good times to run ads. Don’t let that stop you. Holidays and 

the turn of the year are prime times.  
 

3. If possible, answer all calls in person. 
 Do not have them leave messages that you will return later - people lose 

interest fast, or they find other jobs fast. If you miss a call, return it as 
fast as possible.  

 

4. List a deadline for calling to give an urgency (they will call all week regardless). 
 Listing a deadline enables you to take the bulk of calls when you are in 

the office and prepared to handle them. It puts you in charge right off the 
bat.  

 

5. Decide what type of inquiries you want before placing the ad. 
 Lots of calls – most will not be qualified for the position. 
 Fewer calls – but more qualified. 
 Manager ads work well. (Usually gets a higher quality candidate to 

respond) 
 

6. Ads must be believable. There are too many “get rich quick” schemes and people 
(except for wanna-bees) tend to discount them. 

 Be real. 
 Prospects will believe your offer is authentic if you indicate conscientious; 

professionals with enthusiasm are needed. 
 

7. Put the focus upon the reader and not yourself. 
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8. The MORE qualifications you list in your ad, the fewer responses you are likely to 
receive. However, the responses you get will probably be better qualified.  

 Accent the benefits to the recruit, not just facts about your job. 
 While it is true that you pay for each word in a classified ad, it is 

important to list enough that your reader can make a decision to respond. 
 

9. CATCHY HEADLINE – Your choice of headlines will affect who is reading your ad. 
(Seasonal or current events work very well). 

 You may want to be listed under several categories (Test which will bring 
you the best results) 

 Sales, business opportunity, your industry, etc. 
 Lots of white space, particularly at the top and bottom of the page. 
 

10. Put the local phone number in BOLD print.  
 Use 800 # for best results when attempting to draw from outside your 

local area. Using an 800 # will increase local calls as well [don’t force 
inquires to make long-distance phone calls to you. It won’t happen.] 

 

11. Don’t get lost. Your headline is the most important element of the ad. 
 Don’t get wordy in your text. 
 The less said the best 
 List qualifications you are looking for 
 Times for calling 
 A few perks and benefits, etc. 

 

12. Be willing to test variations of the ad to get the best results for your offer in your 
particular market. Don’t get hung up on ads, you want ads that will make your 
phone ring. 

 

13. APPEAL to the basic instincts of the reader. A persuasive word is always YOU. 
Others are: 

 Profession 
 Money 
 Proven 
 New 
 Now 
 Free 
 How to 
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14. Emphasize the potential success, prestige, security of the position offered. 
 Appeal to the readers’ desire to own a business of their own. 
 Appeal to the readers’ desire to rise to the level of their own dreams. 
 People want to reduce risks, worry, doubt and fear. 
 People want to know they can do it, or you will teach them to do it. 
 All of these ideas won’t usually fit into one ad, but it indicates the trigger 

points of most people. 
 

15. Be Selective 
 Being selective is only possible if you consistently have a large pool of 

recruits to choose from. 
 Don’t compromise your position and your success with the selection of a 

poor candidate. 
 

16. Recruit to a Group Recruiting Presentation [1st and 2nd interviews] 
 1st interview: Tuesday morning (send the prospect home with 

homework assignments to complete prior to returning to the 2nd 
interview) 

 2nd interview: Wednesday morning. (Or as soon as your group 
interview is over.) 

 

17. You can also recruit to an informational briefing that is held once a month. It could 
be in the evening and called a career night.  
 

NOTES: 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

_____________________________________________________________________________ 
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Taking Ad Calls 
 
You will be taking ad calls on Monday morning. As much as possible, take all calls live 
rather than having people leave messages and you call them back.  
 
Remember the purpose of the call is so that you can schedule them to come in for a 
briefing to find out about your opportunity. You are inviting them to your briefing. You 
are taking you’re time to explain a great opportunity. The more information you give 
during this call, the less reason the person has for coming in.  
 

Experience has shown that how a new hire comes on board is more likely the kind of 
sales person they will be. In other words, if they do not want to come in unless you tell 
them about the job, then when you hire them, they probably won’t sell your 
[product/service/plan] until they feel they know everything about your 
[product/service/plan]. If they won’t come in unless they know the commissions, then 
when you hire them, they probably won’t work the leads unless they know they are a 
guaranteed sale.  
 

If you tell your recruits the meeting starts at 9 am and they show up 10 minutes late 
they will be late for all your meetings. If you tell them the business attire and they 
show up in Dockers and a Polo shirt, they will probably not follow directions during 
training. 
 

In this training there is a phone script that has proven successful for other managers. It 
is designed to keep you in control and to get some preliminary information about the 
person prior to inviting them to your briefing. Adjust to your industry but keep the 
format. 
 

A few keys to keep in mind: 
 

1. Answer a question with a question:  
“Is this commission?” - “Were you looking for Commission?” 
 

2. Recruit them to the briefing - Regardless of what they ask, you respond with 
“that is a good question, and we will be covering that during our talk tomorrow.”  Then 
follow up with a question or directions. 
 

3. At the end of the script always ask them to read back the directions you 
gave them. If they can’t read you back the directions you gave them, they are not 
showing up. 
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Track all the recruiting calls on a RECRUITING CALL LOG form. This will help you 
determine the number of calls you got from the ad you ran, what area you are getting 
the most calls from, and how many qualified calls you are getting based on the ad. You 
will have a record of recruiting calls in case you need to get back with someone or want 
to also call these people again in six months.  
 

THE CALL 
 

Manager:  “Hello, [your company name here], may I help you?” 
 
Caller:  (Usually, “I’m calling about the ad in the paper/school posting.”) 
 
Manager:  “Great! May I ask who is calling please?” 
 
Caller:  Response:  Example – “Paul Smith” 
 
Manager:  “Okay, Paul, and may I get your phone number?” (Ask in order to keep it 
for future record - in case you’re cut off by another call – to establish control up front.) 
“Paul, let me share with you what I am doing. I’m taking calls today and setting up 
briefings for tomorrow, so what I would like to do is share some information with you 
about our company, ask a little bit about your sales background, and if we feel there is 
a fit, we will set up a time to get together tomorrow. Does that sound fair enough? 
  
Caller:  Response 
 
Manager:  “Great, Paul. Tell me about your sales background.” 
 
Caller:  Response (Listen and take notes) ******** 
 
 
NOTES: 
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
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Manager Instructions: Follow up with appropriate questions. Questions control 
the interview – it is important that “YOU” are asking the questions.  
For example:  

 “Why are you looking to make a change at this time?”  
 “What is the most you have made in a year?” 
  “On a scale of 1-10, with 10 being the best, how would you rate yourself as a 

salesperson?”         (You will typically get at six or better) 
 
(NOTE: Remember you are the interviewer, not the interviewee!!  Do not let the 
caller control the conversation. The conversation belongs to you. When asked technical 
or commission % questions, tell the caller you will cover that in the briefing and get 
back to the script. It’s like making a sale, you don’t just quote prices over the phone 
without a presentation, so don’t quote commission/pay over the phone). You can’t 
lose something you don’t have.   
 
Manager:  “Well Paul, it sounds like you have a background that might fit in well with 
what we are doing. Let me share some information with you about our organization. 
First of all, the name of our company is [your company name here], and we provide 
[state basic product/service here] people like that. Our company [state product/service 
benefit for customers here]. Anyway, what we do that is unique? We provide our 
salespeople with access to [state unique salesperson value here] direct mail leads, 
active customer, and small business mailing lists.  Leads are also available from people 
who have been contacted by a telemarketer who have said, that they were interested in 
someone coming out to see. Obviously what we are looking for is someone who has a 
lot of confidence in their ability, they are self-motivated, they don’t need a phone 
call to get them out of bed every day, they’re good with people, and they’re 
honest, hungry and want to make good money. Does that sound like you?”  
 
Caller:  Response 
 
Manager:  “Great. I’m having a Briefing tomorrow in the morning, at [state time] 
am. will that work for you?” 
 
Caller:  Response [if no] INSTRUCTIONS TO MANAGER: Offer an alternate time 
that has already been pre-determined in your weekly schedule of [alternate 
time] pm, etc.  DO NOT alter your schedule to accommodate their schedule.  
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Manager:  “Great Paul. Where are you coming from?”  
 
Caller:  Response (after the caller provides a response) - Provide very good 
directions no matter where they are coming from.  Then change the subject. 
It is very critical that you follow this procedure!!! 
 
Manager:  “Do you have a resume ______?”  (No matter what he says, it’s ok.) 
 
Caller:  Response –  

If yes:   “Great. Would you mind faxing/emailing it to me at [fax number/email]. 
(if no fax available) Be sure and bring it with you in the morning.” 

  If  no: “That’s ok, Paul, I don’t hire resumes anyway, I hire people.” 
 

 Manager:   After changing the subject and getting a response to the resume question. 
Follow up with the following: 
 
******** The Key to the whole conversation ******** 
 
Manager:   “[callers name] Do you want to give me those directions back to 
make sure we have them right?” 
 
 (If they can’t give the directions back to you, they aren’t coming.)  
 

NOTES: 
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 
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