
OVERVIEW OF RECRUITMENT 
PROCESS FLOWCHART

START

• Is a replacement necessary?
• Full time, part time, casual, temp, or contractor? 
• Complete a Needs Analysis
• Review exit interview data

ASSESS THE NEED TO RECRUIT A NEW EMPLOYEE

• Define the job requirements/accountabilities 
• Determine knowledge, skills, abilities and personal attributes required
• Obtain your manager’s approval to proceed (use Approval to Recruit form)

DEFINE REQUIREMENTS AND OBTAIN AUTHORITY

• Use standard Application for Employment form
• Ensure it is completed in full – no omissions

APPLICANTS COMPLETE APPLICATION FORM

• Use Reference Check Form
• Ask the hard questions

REFERENCE CHECK PREFERRED CANDIDATES

• Use Recruitment Screening Form
• Use Interview Guide
• Use Interview Form

CREATE SHORT LIST AND ARRANGE INTERVIEWS

• Internal/External?
• Online, press, other
• Use advertising templates

SOURCE APPLICANTS



OVERVIEW OF RECRUITMENT 
PROCESS FLOWCHART

END

• Consider pre-employment tests
• Consider pre-employment medical examination

SELECT SUCCESSFUL CANDIDATE

• Generate unsuccessful candidate letter

ADVISE UNSUCCESSFUL CANDIDATES

• Refer Induction section

PLAN INDUCTION FOR NEW EMPLOYEE

• Verbally explain the terms of the offer

• Once the candidate confirms broad acceptance, 

generate the formal offer documents

• Advise applicant of right to independent advice and 

reasonable time to do so (specify timeframe)

• Ensure employee signs the agreement before 

starting work

• Retain copy of signed agreement (or copy of offer if 

not accepted).

OFFER THE JOB


