Ability Works Recruitment Checklist


This checklist is intended to help guide you through the critical components of Ability Works Personnel recruitment process.   It is not intended to be all inclusive; meaning that not all steps are necessarily required for each recruitment and this recruitment may or may not contain all of the steps as outlined below.   The specific circumstances of this recruitment should be reviewed and approved by the appropriate administrators and Human Resources prior to beginning the process.  The individual(s) designated to initiate each step is/are indicated parenthetically.

	
	Position Title: 
	Completed By:
	Date:

	 FORMCHECKBOX 

	Conduct pre-recruitment preparation meeting to discuss the needs of the department and position at management meetings.
(Manager)
	 
	 
 

	 FORMCHECKBOX 

	Develop or update position description and have it reviewed/classified by Department Head.

(Manager)
	 
	 
 

	 FORMCHECKBOX 

	Consult with Department Head regarding compensation for the position.

(Manager)
	
	

	 FORMCHECKBOX 

	Obtain approvals for position & recruitment via the Planning Too/Pre-Hire Approval form 
(Manger, Department Head, CEO)
	
	 
 

	 FORMCHECKBOX 

	Develop draft position announcement
(Manager)
	 
	 
 

	 FORMCHECKBOX 

	Obtain approval of position announcement from 
Department Head.  

(Manager) 
	 
	 
 

	 FORMCHECKBOX 

	Announce/post the position internally (email, newsletter, Paychex) and externally (Indeed and DSP Ohio). All postings MUST have a deadline.
(Manager)
	 
	 
 
 

	 FORMCHECKBOX 

	Acknowledge applications as received. Send rejection notice to all candidates not being interviewed.
(Manager)
	 
	 
 

	 FORMCHECKBOX 

	Develop the Screening & Interview Process Tools.  Complete first interviews & rank candidates on a scale of 1-5.
(Manager)
	 
	 
 

	 FORMCHECKBOX 

	Send rejection to all candidates not scheduled for a second interview.
(Director of Business Administration)
	
	 

	 FORMCHECKBOX 

	Submit list of ALL final applicants to Department Head for 2nd interviews.
(Manager)
	
	 


	
	
	Completed By:
	Date:

	 FORMCHECKBOX 

	Complete 2nd Interviews.
(Department Head)
	 
	 
 

	 FORMCHECKBOX 

	Introduce final candidates to CEO
(Department Head)
	 
	 
 
 

	 FORMCHECKBOX 

	Check references on finalists.

(Director of Business Administration)
	
	

	 FORMCHECKBOX 

	Review finalists.  Prepare and submit evaluations and/or recommendations to Department Head.
(Manager)
	 
	 
 
 

	 FORMCHECKBOX 

	Send regret letters to applicants not being considered as finalists any further. 

(Director of Business Administration)
	 
	 

	 FORMCHECKBOX 

	Complete candidates awaiting review in Indeed, FB & DSP Ohio.
(Manager)
	 
	 
 

	 FORMCHECKBOX 

	Make verbal offer to candidate after approved by the Department Head.  Notify Department Head and Director of Business Administration of accepted verbal offer.

(Manager)
	 
	 
 


	
	Position Title:
	Completed By:
	Date:

	 FORMCHECKBOX 

	Send alL original recruitment documentation forward to Human Resources for record keeping and hiring purposes.  Destroy copies as appropriate. 

(Manager)
	
	

	 FORMCHECKBOX 

	Send Written Offer of Employment
(Director of Business Administration)
	 
	 
 

	 FORMCHECKBOX 

	Send final regret letters as needed.
(Business Manager)
	
	

	 FORMCHECKBOX 

	Provide departmental and agency orientation.
(Manager)
	 
 
	 
 
 

	
	NOTE:  All recruitment records are to be kept in Human Resources for 5 years. Please forward alL documentation to HR upon completion of this recruitment.
	

	
	Human Resources also has sample letters, screening tools and interview questions that may be helpful in the recruitment/selection process.
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