RECRUITMENT CHECKLIST
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	Job Title: 

	Department: 

	Line Manager: 
	Target start date:         


	Role Details
	Details
	Responsible
	Comments

	Student / Permanent
	
	Line Manager
	 

	Salary (range)
	
	Line Manager
	

	Reports to
	
	Line Manager
	

	Budget codes
	
	Line Manager
	

	Full time or part time 
	
	Line Manager
	

	Temporary / fixed term
	
	Line Manager
	

	Hours and working patterns
	
	Line Manager
	

	Job Description confirmed (in word format please)
	
	Line Manager
	

	Shortlisting grid created
	
	HR
	

	Blurb for recruitment page 
	
	Line Manager
	

	Information for advert confirmed as correct:

Signed (Line Manager): 
Print Name (Line Manager): 
Date: 


	Recruitment Process
	Details
	Who 
	Comments

	Target live date for adverts
	
	Line Manager
	

	Where to advertise…..please also let us know if you have any budget you would like to use for additional advertising.

	
	Line Manager
	

	How do you want us to sell your job?
	
	Line Manager
	Include information on perks of this job compared to others in the industry e.g. time off at Christmas rather than having to work this period etc. This will help attract and sell the benefits of your job rather than others in the industry.

	Closing date
	
	Line Manager

	

	Interview Panel Members:
	
	Line Manager
	

	Shortlisting meeting date:
	
	Line Manager
	

	Interview date:
	
	Line Manager

	

	Shortlisting and interview dates confirmed and agreed.  Advert will not go live until the above two sections are fully completed:
Signed (Line Manager):

Print name (Line Manager): 
Date: 

	Interview Process: i.e.
	Details
	Who 
	Comments

	· Panel Interview

· Group coffee

· Group tour

· Individual tour

· In tray activity

· Presentation

· Focus Group

· Finance test
	⌂ 
⌂ 
⌂

⌂ 
⌂ 
⌂

⌂
⌂
	Line Manager
	

	Any flexibility with interview dates?
	
	Line Manager
	

	In-tray activities / tests created and agreed
	
	Line Manager
	

	Interview questions created and agreed
	
	Line Manager
	

	Tour guide confirmed (if applicable)
 
	
	Line Manager
	

	Rooms booked

	
	HR
	

	Refreshments booked

	
	HR
	

	Interview details confirmed and agreed:
Signed (Line Manager):

Print Name (Line Manager):

Date:



