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The Hiring Manager’s Recruitment Checklist

This checklist should be used in conjunction with the Recruitment and Selection Good Practice Guide.


	Workforce Planning

	· Developed or reviewed workforce plan.

· Considered alternatives.

· Staff development

· Secondments, higher duties

· Restructure

· Cease activity

· Considered Special Employment Schemes and equity issues.

· Indigenous employment

· Youth employment

· Staff with disabilities

· Women in senior positions

	Position Planning

	· Received approval to recruit (check local procedures and VC’s Authorisations)

· Completed job analysis

· Position description is complete and current (includes selection criteria).

· Position is appropriately classified through the Classification Committee

	Recruitment Planning

	· Considered all redeployees prior to advertising.

· Search plan is developed and the following considered:

· Obtaining an appropriate pool of applicants (internal and external pools)

· The best advertising methods

· Using an external consultant (recruitment agency)

· Search methods detailed in recruitment plan and actioned

· Expert panel has been established and panel members confirmed (refer to Diversity and Representation on Committees and Working Groups C-8.3).

· Selection strategy has been developed and recorded in recruitment and selection plan.

· Administration staff have been given appropriate instructions about arrangements for selection process.

	Selection

	· Advertisement has been developed and sent to Central HR Unit (note cut off dates for publications)

· Shortlisting meeting is organised

· Non-shortlisted applicants are informed

· Shortlisted applicants are informed on next selection stage

· Interview times are organised, questions developed and applicants advised of times.

· Other selection methods are organised:

· ___________________________

· ___________________________

· ___________________________

· Reference checks are complete

· Unsuccessful applicants informed of outcome and offered feedback.

	Appointment

	· Successful applicant contacted by Chair

· Letter of offer and contract sent to successful applicant (probation period clarified)

· Induction program created for new staff member

· Selection Committee Report complete and forwarded to local HR for filing.


