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Change header if using for agency purposes
Template: Hiring schedule 
Position title: 	
Business area:	
Recruitment type:	
Hiring manager:	
Delegate/approver:	
Human Resources contact:
1. Plan and prepare
	Step
	Action
	Responsibility
	Target date

	1.1
	Establish hiring team and budget
	
	

	1.2
	Review vacancy and set suitability requirements 
	
	

	1.3
	Determine assessment methods and tools – anticipate needing to adjust them
	
	

	1.4
	Set timeframes and locations
	
	

	1.5
	Obtain necessary approvals
	
	


2. Develop recruitment materials
	Step
	Action
	Responsibility
	Target date

	2.1
	Update position description
	
	

	2.2
	Develop job advertisement 
	
	

	2.3
	Create compelling narrative for the agency and job
	
	

	2.4
	Finalise approach to consider applicants
	
	


3. Source applicants
3.1  Advertising
	Step
	Action
	Responsibility
	Target date

	3.1.1
	Post advertisement on WA Government Jobs and other channels
	
	

	3.1.2
	Track applications
	
	


3.2 Limited search methods
	Step
	Action
	Responsibility
	Target date

	3.2.1
	Justify limited search method/s and confirm limited search circumstance exists (vacancy related or employee related)
	
	

	3.2.2
	Determine limited search method/s
	
	

	
	1. Applicant initiated approach: Scan existing sources and platforms for applicants seeking employment 
	
	

	
	2. Referral: Identify employee networks for referrals
	
	

	
	3. Use of a recruitment consultant: Contract an external recruitment consultant 
	
	

	
	4. Targeted advertising: Identify alternative advertising channel/s
	
	

	3.2.3
	Track applications
	
	


4. Screening and shortlisting applicants
	Step
	Action
	Responsibility
	Target date

	4.1
	Review applications to determine lodgement requirements are met
	
	

	4.1
	Review applicants to determine eligibility and job requirements are met
	
	

	4.2
	Set shortlisting approach such as:
· review of applications
· video screening
· telephone screening
	
	

	4.3
	Confirm and schedule shortlisted applicants for further assessment
	
	

	4.4
	Inform all applicants of their status
	
	




5. Assessment (adjust to your assessment method)
	Step
	Action
	Responsibility
	Target date

	5.1
	Schedule assessment of applicants such as: 
· interview
· presentation
· activity/task
· psychometric or work testing
· reference check
· screening of pre-employment conditions
· evidence of eligibility
	
	

	5.2
	Consider applicant requested adjustments 
	
	


6. Record and approval of decision approval
	Step
	Action
	Responsibility
	Target date

	6.1
	Prepare and approve selection report 
	
	

	6.2
	Obtain internal authorisation for selection 
	
	

	6.3
	Notify applicants of outcome and avenues of redress 
	
	

	6.5
	Provide feedback to applicants on request
	
	

	6.6
	Close breach period
	
	


7. Pre-onboarding 
	Step
	Action
	Responsibility
	Target date

	7.1
	Issue offer/contract
	
	

	7.2
	Confirm acceptance and finalise recruitment records
	
	

	7.3
	Prepare orientation, equipment, training schedule, physical and systems access for day one
	
	

	7.4
	Close recruitment process
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