SAMPLE CHECKLIST USING A SELECT-IN APPROACH

	(
	Date done
	Selection tasks to be done

	
	
	Step 1: Analyse the job

· review present position description

· observe position

· interview person presently in position

· write position description

· identify key performance factors (KSAAs)



	
	
	Step 2: Recruit applicants

· decide whether to recruit yourself or use and agency

If recruiting yourself - 

· write advert

· decide were to advertise

· appoint administrator to process applicants 



	
	
	Step 3: Initial screening

· review cvs

· do phone- interview, if applicable

· send rejection letters



	
	
	Step 4: Screen applicants

Interviewing

· arrange interview venue and times, allowing at least one hour per interview.  Be prepared to schedule some interviews outside of work hours

· choose appropriate interviewers

· contact applicants with details of interview time and venue

· review the position description and develop appropriate interview questions

· ensure all interviewers have reviewed the applicant’s cv and are familiar with the performance factors and interview questions

· decide on the seating arrangements

· assign someone to open the interview 

· assign interview questions to specific interviewers 

· assign someone to introduce the interviewers

· assign someone to take notes throughout the interview

· assign someone to close the interview 

· ensure that you have all the relevant details pertaining to the position on hand e.g. salary range, leave, hours, benefits, overtime.

· send rejection letters



	
	
	Employment testing

· choose appropriate employment tests

· prepare applicant for testing (Lower anxiety, explain process)

· if testing on site arrange test space

· conduct test

· assess results

· send rejection letters

Work sample (optional)

· ask applicant to complete work sample e.g. presentation

· send rejection letter



	
	
	Step 5: Reference check

· conduct reference check 

· send rejection letters



	
	
	Step 6: Make an offer

· give an offer of employment to applicants that have successfully met all the performance factors set up at step 1


