
HOW TO HIRE AND ONBOARD
EMPLOYEES REMOTELY 



Finding the right fit for your organization has never been an easy job,
and the global pandemic has brought about its own set of challenges. 

Now you likely need to hire and onboard employees without being able
to meet them in person. 

But that’s okay! You just need to keep an open mind and adapt your
hiring process to this new reality. 

We created this checklist to help you align your HR practices with the
surge in remote work so you can attract and retain talent for your
nonprofit.

Let's dive in!

Introduction



Communicate all of the interview details 

Interview details should be clearly communicated to candidates. If you keep
candidates informed, you’ll create a safe interview space where you can focus
on relevant skills and experience.

Make sure the interviewee knows:

When the interview is. Be mindful of time zones if the person doesn’t live
in the same state as you.

Who it’s with. Make sure you include every member of your team who will
participate in the interview.

What platform you’re going to be using. The interviewee might need to
install new software and run some tests, make sure you communicate the
tool you’ll use well in advance.

What the candidate needs to prepare beforehand (if applicable).

How to conduct remote
interviews

Follow remote interviewing etiquette

Conducting interviews from your couch doesn’t mean you can’t establish trust
and build a connection with the candidates. You can do a few things to make
the experience go as smoothly as possible while adopting a friendly approach.



What to do:

Turn your notifications off on both your phone and computer.

Dress the part.

Keep your background neutral.

Give a brief overview of what you’ll discuss in the interview.

Leave a couple of seconds before speaking to minimize talking
over each other.

Smile! Don’t hesitate to exaggerate facial expressions, use thumb
ups, and nod to be understood

Put yourself in the shoes of the candidate

It’s challenging to assess remotely if a candidate is a good fit. But keep in mind
that it’s also difficult for the candidates to picture themselves as an employee
of your organization if they haven’t had the chance to meet the team in person
or visit the office.

What to do:

Talk about your work culture and values.

Explain what a typical day working at your organization might look like.

Make sure the candidate gets to meet peers and not just senior members
of your organization. Let them speak privately, without management on
the call. It will foster a more candid conversation.

Provide enough space for questions.



Get started on the right foot

While you can’t take out your new hires for lunch on their first day, you can
create digital spaces for support and socialization. Regular check-ins will help
new hires navigate through their onboarding experience. It’s also important they
get a feel for team dynamics, even if the coffee meetings have to be done over
Zoom. 

What to do:

Create a folder with all necessary documents so your new hire can fall
back on this repository of information if they’re ever stuck or unsure of
what they should be doing.

Set up 1-1 meetings with relevant team members.

Encourage your team to reach out to the new hire even if they won’t work
together closely.

Make sure the new employee has all the necessary equipment to work.

How to onboard
employees remotely 

Schedule daily check-ins at the beginning of the day to discuss priorities.

Schedule daily check-ins at the end of the day to cover any questions
or doubts.

Schedule an HR orientation to go over HR documents and employee benefits.



Set clear expectations with a structured
onboarding plan

Making sure the employer and employee are aligned from the very beginning is
a win-win for everyone. It’s important you communicate clearly what is expected
of both parties during the onboarding process and how it fits in with the
organization’s overall strategy.

What to include:

A timeline with specific milestones.

Your organization’s goals and department goals.

An overview of your organization’s history and values.

Any documentation that could help the new hire better understand your
mission and your work (case studies, program reports, etc).

Share your remote work policy

Remote employees tend to over-work to show they can be trusted. The best way
to avoid misalignment and confusion is is to create and share a document
detailing your remote work policy.

What to include:

Typical hours of operations and hours of availability.

How team members are expected to communicate.

How to get reimbursed for office expenses.

Tips for being productive working from home.

Tips to maintain a healthy work-life balance.



Be open to feedback!

Do your employees have everything they need to hit the ground running? Do they
fully understand their responsibilities and goal? You won’t know if you don’t ask.

What to do:

Make sure you ask for feedback during your check-ins.

Send a survey at the end of the onboarding process. This will help you
improve the experience for future hires.
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