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Diversity/Inclusion Cheat Sheet 
 

SOURCING 
1) When promoting, look internally 

• Mentor potential leaders 
• Provide internal training so that you can grow your talent 
• Consider the possibility of people switching jobs/roles/divisions 

o (e.g., talented salesperson joining the analytics team) 
o You might need to suggest this yourself in development meetings with employees 
o Discuss with talented employees what they might need to learn in order to switch roles, 

and suggest study materials 
o Remember: you want your employees in the roles where they are most effective 

 

2) Source externally from communities that value diversity 

• Professional societies (e.g., American Bar Association) 
• Networking groups/listservs (e.g., NY Tech Meetup) 
• Alumni clubs of universities (e.g., CUNY) 

 

REDUCING BIAS 
1) Block out unnecessary resume information 

• Name, University, GPA, Address, Demographically-identifying information (e.g., leader of a 
demographically-oriented club – keep the leadership role, remove the name of the club) 
 

2) Review resumes for high performance, not prestige 
• Job titles are meaningless -- look at what they actually did and whether they did their best 

given the conditions of their work 
• People who worked full-time while in school are powerhouses 
• Pay attention to successful service work (e.g., customer/food service) – it’s hard! 
• Discount prestigious names – these are more a function of alma mater than talent 

 

3) Use interviews for building connections, not gatekeeping 
• Share the questions and company information ahead of time so candidates can prepare 
• Interviews should be conversations, not interrogations 
• Write down how you will know that the candidate fits the company and the team before 

conducting any interviews 
• Remember: hiring for diversity means bringing in people who are different! 
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PROMOTING INCLUSION 
1) Connect people throughout the company 
• Make sure employees are well-connected within the company – help them build a network 
• Create opportunities for employees to find mentors (but do not assign mentors) 
• Have specialists and/or senior managers host AMA (ask me anything) socials so that employees 

can learn about what goes on in other departments 
 

2) Develop and feature your talent 
• Give your employees opportunities to shine 
• Ask your employees which resources they need to do their best work 
• Create employee resource groups (and don’t just stick to demographics!) 
• Have employees keep a list of accomplishments (“internal resume”) 
• Encourage people to share their ideas, and give them opportunities to share using the 

venue/method they find most effective 
 

3) Respect differences, and respect people 
• When the company offers snacks, meals, events, etc., make sure there are opportunities for 

people to weigh in about what they might need or what their restrictions are  
Examples: 
• Don’t host a semi-annual recognition lunch during Ramadan – some are fasting 
• You love your dog, but your allergic coworker might not 
• Parents may not be able to stay late 

• Make sure that there are ombudspeople with whom anyone can share concerns safely 
• Handle mistakes and disrespectful comments (both yours and others’) gently – remember that 

anyone who can make it through the company’s hiring process likely means well 
• Spend more time building camaraderie and respect than explaining/enforcing policy 
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