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PRE-RECRUITMENT CHECKLIST
Summary:

Before embarking on recruitment – it’s important to consider a number of factors and it is essential that the requirements of the job are thoroughly understood, e.g. by job analysis, and that the person(s) doing the recruitment knows as much about the job as practicable. So before you get started – make sure you mark off this checklist!

	PRE RECRUITMENT QUESTIONS
	√

	Is this appointment really necessary?  For example, could the work be reallocated, subcontracted, done by a part-time employee or eliminated completely?
	

	Does the appointment fit in with the organisation’s budget?
	

	Is there are high turnover in the organisation? If so, why?
	

	Is the request a symptom of unforeseen expansion which should be controlled or encouraged or which would require adjustments elsewhere in the organisation?
	

	Can the job be improved, modified or reallocated in ways that benefit the organisation? Is this an appropriate course of action?
	

	Is there someone in the organisation who could do the job or who should be considered for it?
	

	Is there an award or agreement provision which would require  -

· An additional supervisor or a pay loading for the present supervisor if an extra operator is put on

· Priority of employment to certain people?
	

	Is the apparent need for recruitment an outward sign of other problems within the organisation? Examples could include low employee morale, poor working conditions, inadequate pay rates, faulty interviewing/selection techniques, poor work organisation or lack of communication
	

	How is the job defined? Is its purpose fulfilled?
	

	What sort of person is most suited to this role?
	

	Does the previous job–holder’s record offer any lessons (as to the job’s effectiveness, or variance from job analysis records)?
	


