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Company Name Recruitment Guide

	POSITION DETAILS

	Position title: 

	

	Hiring Manager:

	

	Reason for vacancy:
	☐ Replacement/Resignation  
☐ New Position 
☐ Other (Insert details here) 


	Preferred Start Date:

	

	Department:

	

	Reporting to (position):

	

	Direct Reports:

	

	Number of positions:

	

	Employment Status:
	☐Full time
	☐Part time (if yes: ______hours)


	
	☐Permanent
	☐Temporary (if yes: ______months)


	Salary information (excluding superannuation):
	

	Allowances/Benefits:
	


	Position description available:
	☐Yes ☐No

	Job advertisement available:
	☐Yes ☐No

	IT tools required:
	


	Required Qualifications: 

	

	Any other details: 


	

	Technical requirements: 









	RECRUITMENT DETAILS

	Preferred Process
	· Standard Phone Screen & Resume Review
· Hiring Manager to determine who to interview
· Interview (face to face OR Zoom) 
· Reference Checks
· Hiring Manager to decide on successful applicant

	Recruitment Panel 
	1) ___________
2) ___________
3) ___________




Company Name Recruitment Guide*The information provided in this template does not, and is not intended to, constitute legal advice. Instead, all information, content, and materials available are for general information purposes only. We recommend you only make minor business specific changes to these documents. We are not responsible for any edits made to the policies and procedures that change the intention of the documents. For any specific terms relating to your individual business and how these policies and procedures may apply, please seek further advice from our HR support team or seek alternative legal counsel
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