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RECRUITMENT

The DIY Recruitment
Checklist for Employers

Your comprehensive guide to recruiting and
onboarding efficiently.

1. Pre-Recruitment Phase

[J Define the need for a new hire.

(ODecide on a full-time, part-time, or freelance role.

[OCraft a detailed job description: responsibilities, qualifications, & expectations.
[OJSet a budget: salary, recruitment costs, and potential training expenses.
[OJChoose your channels: job boards, recruitment agencies, social media, etc.

O Prepare an interview team and process.

2. Job Posting and Application Collection

(O Post the job on chosen platforms.

[OInclude the salary to increase applications.

[JSet up an organised system to collect and sort applications (consider software
tools or dedicated email).

3. Screening Phase

[ Screen resumes for basic qualifications.
[JConduct initial phone or video screenings.
[JShortlist candidates for in-depth interviews.

4. Interview Phase

[OJDecide on interview type: one-on-one, panel, or group.

[ Prepare interview questions that assess both technical skills and cultural fit.

[JSchedule interviews, ensuring candidate convenience too.

[JConduct interviews and build rapport, the candidate is interviewing you too.

[OJGather feedback from all interviewers.

[JProvide constructive feedback to anyone who was not successful

[JContact all the candidates you interviewed within 48 hours to advise on their
success

5. Post-Interview Assessments

[JConduct necessary tests or tasks relevant to the role.

[JCheck references (ensure you have the candidate's permission).
[JConduct background checks if necessary.

6. Job Offer

(O Decide on a compensation package (salary, benefits, bonuses).
(O Draft a formal job offer letter.

(O Discuss and negotiate if necessary.

[OJSecure a signed acceptance of the job offer.

7. Pre-Onboarding

[ Prepare the workstation, email accounts, and necessary tech.
OInform current staff of the new hire.

[JCreate a training and orientation schedule.

[JKeep in touch with the new hire weekly before they start.

8. Onboarding

[OWelcome the new employee on their first day.

[JConduct an office tour and introductions.

(O Provide them with all necessary tools and access (badges, software logins).
[0 Begin the training process.

[OJSchedule regular check-ins for feedback and adjustments.

[JAssign a mentor or buddy for the first few weeks.

9. Post-Onboarding

[JEnsure the new hire feels integrated into the team.

(O Collect feedback on the recruitment process for future improvements.
O Review performance at the end of the probationary period.




