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HIRING CHECKLIST

PROCESS

RESOURCE

Jconduct a job analysis (define the position)
create or update a job description.
create or update a job posting.

D Have the job description& posting
reviewed by current employees and
supervisors (if needed).

Create a recruitment plan.
dPost the job internally.

(APiace the job externally using a wide range
of sources.

DAccept and respond to job applications.
(dscreen applicants.

l Prepare interview process and questions.
(L conduct interviews.

(L Evaluate and decide on candidates.

call references (employers, schools, etc.).

rerform background checks (CORI).

Job Description/Posting Guide

(ARecruitment Planning Guide
DAspiring to Good Hiring Newsletter

L Recruitment Resource List

DSampIe Acknowledgement Letter
DAppIicant Database Template
DSampIe Interview Questions
DAppIicant Assessment Matrix
(Do’s/Don’t’ss/MCAD Reference Chart
(Reference Check Form & Tips

DSampIe CORI Request Form
DSampIe CORI Appropriateness for Hire
DSampIe CORI Consent form
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PROCESS

RESOURCE

D write the offer (preserve “at will
employment status) or rejection letter.

U Create orientation plan

DSampIe Hire Letter and Rejection Letter

(Jorientation Checklist
DSampIe Orientation Training Program

I Newsletter/10 Best Practices
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