
Contract Consultant Communication Procedure
Expectations for Recruiters & AEs 

• EOD Call  – 
1st Day 

• Add all 
scheduled 
meetings on 
consultant work 
calendar for the 
90 day program

• Add correct BH 
field note (Field-
Recruiter-EOD 1 
Call)

• F2F or Call -End 
of Month 1 

• Add correct 
field note in BH 
(Field-F2F or 
Field-Call)

• Call – End of 
1st week 

• Add correct 
field note in BH 
(Field-Recruiter-
Week 1)

• Ask for 
Glassdoor/
Indeed 
review until 
accomplished

• Send 
Glassdoor
Email

On the first day  walk-in your consultant and deliver the Welcome Cube. Add correct field note in BH (Field-Day 1 Walk In)
 

• Quarterly 
communication 
requirement: 
at least 2 of the 
3 months in a 
quarter

• Add correct field 
note in BH (Field-
F2F or Field-Call)

• Send calendar 
invite to manager 
for 1st week and 
1st month feedback 
call 

• Feedback and 
add correct field 
note in BH (Field-
Sales-Week 1)

Cadence for AE-HM Feedback Touches

• Add correct field 
note in BH (Field-
Manager 
Feedback) and 
reference the 
candidate

• 1 touchpoint 
per quarter

• Add correct 
field note in 
BH (Field-
Manager 
Feedback) 
and 
reference 
the 
candidate

1st 
Day

End of 
1st 

Week

End of 
1st 

Month
Per

Quarter

• F2F or Call -End 
of Month 2 

• Add correct 
field note in BH 
(Field-F2F or 
Field-Call)

• F2F or Call -End 
of Month 3 

• Add correct 
field note in BH 
(Field-F2F or 
Field-Call)

60
days in

90
days in

Cadence for RECRUITER-CONSULTANT Feedback Touches

PRE 
START

End of 
1st 

Week

End of 
1st 

Month
60

days in
90

days in

• Add correct 
field note in 
BH (Field-
Manager 
Feedback) 
and reference 
the candidate

•

• Add correct field 
note in BH (Field-
Manager 
Feedback) and 
reference the 
candidate

• Ask for LinkedIn 
recommendation

• Consultants and Hiring Managers without the correct field note type will be reported to leadership on a monthly basis 

and employee(s) have the potential commissions being reduced by 50% for the next 6 pay cycles.

• All touches must be 2-way interactions/conversations, utilizing the correct Bullhorn templates.

Audit Process

Per
Quarter




