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IDENTIFY & ASSESS
STAFFING NEEDS

De�ne and write up job 
description

Post job internally

Post job internally

Arrange meeting with
candidate

Conduct preliminary
interview

Prepare interview questions

Conduct interview

Select candidate

Review �le and prepare
HR admin process

Determine pay ranage

Make employment o�er

Hire candidate

Notes

Determine classi�cation I

Determine classi�cation II
(if any)

Send personnel request to
HR

Develop recruitment 
strategy

Collect and group resumes

Place ads and/or source
through network if available
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Regular hire?

Suitable candidate?

Suitable candidate?

References ok?

Candidate accepts?

Resume quali�ed?

Temp hiring process
(.i.e.. contractors, etc)

See Temp hiring process
chart for non-pro�t and for
pro�t organizations
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