Recruiting Checklist

Position:  __________________________________________________
· Employer prepares/updates job description with essential tasks/deliverables, and minimum qualification requirements

· Employer defines ideal candidate qualifications 

· Employer determines compensation range 

· Recruiter with employer's input targets industries/firms/individuals, if necessary 

· Recruiter creates posting(s) and determines best posting sites, primarily using online and social media. Posts ad

· Recruiter sets up (blind) mail box for resumes

· Recruiter creates applicant tracking log

· Recruiter screens resumes

· Recruiter with employer determines interview questions (key behavioral questions)

· Recruiter conducts phone screens

· Employer conducts initial interviews (determine who is involved)

· Recruiter creates and administer assessments for style/IQ/etc. (additional cost for these)

· Employer  conducts final interview (determine who is involved)

· Recruiter conducts background and reference checks (additional cost for background checks)

· Employer finalizes offer package (i.e., base, at risk pay, special benefits, perks, relocation)

· Employer makes phone offer and creates/sends letter. 

· Recruiter notifies regretted candidates

· Employer makes public announcement, as appropriate

· Employer conducts new hire orientation
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