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Change header if using for agency purposes
Template: Recruitment report
Position details
	Position title
	

	Business unit/division
	

	Position number
	

	Hiring manager
	


Process summary (Details as attachments)
	Hiring team (names and positions)
	

	Number of applications 
	

	Withdrawals (if any)
	

	Conflicts of interest (and how managed)
	

	Overview of selection methods 
(for example, interview, test)
	

	Adjustments accommodated
	


Assessment overview (Details as attachments; adjust as required)
	Screening
	

	Shortlisting
	

	Interview
	

	Reference checks
	


Recommended for appointment
	Successful applicant/s
	

	Suitable applicant/s
	


Hiring team sign off
	Name
	Position
	Signature
	Date

	
	
	
	

	
	
	
	


Delegated authority approval
	Name
	Position
	Signature
	Date
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