[image: image1.jpg]



recruiting readiness checklist
This list shows some essential steps to initiate your recruiting efforts. Modify this list to suit your organization’s needs.
· Meet with the manager, recruiter, others to gather/share position   information and expectations and brainstorm recruiting plan.  

· Determine recruiting goals.
· Prepare competency-based job description.
· Create a working title to add role clarification to the classification title.
· Determine competency level to target.
· Determine timeframe for posting.
· Determine where to post.
· Determine sourcing tools (websites, networking, professional organizations, job fairs).
· Describe selling points (tangible and intangible benefits; opportunities).
· Write the posting.  Be sure to include some information likely to be compelling to top performing candidates (compelling working title; opportunities for: development, making a difference, accomplishments, current or upcoming, interesting projects, unique challenges, characteristics of a top performer, etc).
· When in doubt, have a subject matter expert read your intended posting for clarity and attractiveness. 

· Post and recruit. 
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