
Hiring Checklist 

2. Advertising the Role

Write job advertisment 

Post on relevant job boards & wesbite if applicable 

Share on social media

1. Planning - Before Advertising

Confirm job title and reporting line

Finalise position description 

Confirm hours for the role and salary / hourly rate 

Identify key skills, expereince and qualification 

Decide interview panel and decision makers 

Confirm ideal start date

Determine recruitment timeline

3. Screening Applications

Review resumes, cover lettters and screening questions 

Shortlist suitable candidates

Conduct phone interviews 

Schedule Interviews times

Send interview confirmations

4 . Interview Process

Prepare interview questions

Conduct first round interviews 

Discuss prefences and feedback with panel

Assess cultural fit and technical skills 

Arrange a second interview if needed 
8. Ongoing Follow Up 

1-month probation review & check-in 

3 month review & check-in 

Confirm permanent empolyment if applicable 

Gather feedback on hiring and onboarding process

7.  First Week

Complete induction 

Introduction to team members 

Review expectations and KPIs 

Begin training plan 

Conduct first week check-in 

6. Pre - Start / Onboarding 

Recieve signed contract 

Collect Payroll, Super and Tax Forms 

Arrange IT equipment and system/ building access 

Confirm first day details and keep in contact with your new
empolyee

Prepare induction schedule 

Arrange and prepare suitable working space (desk, chair etc) 

Notify team of new starter 

Conduct refernce checks

Verify and collect qualifications, tickets, visas etc

Confirm salary expectations

Gain managerial approval to make offer

Verbally present offer 

Prepare empolyment contract / letter of offer and
other releant documentation

Send written offer

Notify unsuccessful candidates and provide feedback
if applicable 

5. Checks & Offer Stage 


