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Overview of a Recruitment Process 

1. Identify Job 

Vacancy 

2. Create or 
update Job 

Description 

3. Create or update 
Person  

Specification 

4. Define Performance 
Measures for  

the job 

5. Obtain Budget  

Sign-Off 

6. Create Job 

Advertisement 

7. Advertise  

the job 

8. Review 
Applications 

and CVs 

9. Shortlist 
Candidates 

for interview 

10. Prepare for 

Interviews 

11. Carry out 

Interviews 
12. Create further 

shortlist 

13. Select the 

Candidate 
14. Make Job 

Offer 

15. Agree start date 
and arrange 
Induction 

Process 

Each step of the process is covered in detail in this booklet. 
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1. Identify Job Vacancy 

Before deciding to create a new job, or to fill an existing job role, ask yourself the 

following questions: 

 

 Is there a real need for this job?  Could the current operation/team be re-structured in 

a way that does away for the need of the job vacancy? 

 

 Could it be that instead of a new full time employee the job could be undertaken on a 

temporary basis so that more thought could be given to the staffing needs of the 

organisation? 

 

 Is there a case for job-sharing?  This could be a permanent or temporary measure. 

 

 Does this job have to be filled permanently right now?  Could it be that an internal, 

existing employee could be seconded to the job on a temporary basis because they are 

surplus to requirements elsewhere in the organisation. 

 

 Depending on the job is there an argument to use an external contractor or interim 

manager? 

 
Recruitment can be a costly exercise and there are always risks involved when appointing a 

new person. 

 

The key questions are: 

- Can the recruitment cost be reduced or extinguished? 

- Can the risks be mitigated? 

 

These questions need to be answered before proceeding to the next step of the process. 
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2. Create or Update a Job Description 

A Job Description is quite simply a description of the role and responsibilities of an 

incumbent undertaking the job. 

 

It is good to start with a summary of the Role, followed by a list of Key Areas of 

Responsibility, with key activities listed within each Key Area. 

 

Have a look at the following example for a Senior Consultant within a Training Consultancy.   

  

 


