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Pre-recruiting worksheet
Planning ahead will enable your organization to focus on attracting the right candidate with the right competencies from the onset.  Questions to ask in the pre-recruitment phase are suggested below.  Based on the specific need, you may have additional or different questions that function better for the particular position(s) for which you need to recruit. Use the answers to pre-recruiting questions to develop the posting, talent acquisition strategies, advertising placements and other recruitment activities. 

	What are your organization’s or work unit’s goals and mission?


	

	What role does this position play in enabling the organization or work unit to meet its goals and mission? 


	


	What were the outcomes from an information exchange meeting between the manager and human resources or recruiting staff? 


	

	What did you learn that needs to be incorporated into this recruitment effort?


	

	Do you need more information?  If so, what follow up questions should you ask?


	

	What makes the best performers presently doing this category of work exceptional? (talk to some current top performers and their managers, as needed)


	


	What competencies / knowledge, skills, and abilities are needed to perform this job well?


	


	What past accomplishments would a high performing candidate for this position have? 


	

	Where can you find these applicants?  
 

	

	What other questions do you need answers to in order to begin recruiting? 
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Good plans shape good decisions


 -Lester R. Bittal 
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