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About the Spreadsheet 

name OP-HR-2490-X. Job Openings Spreadsheet 

owner HR 

access & use Restricted to HR 

what it is 

Spreadsheet used by HR to: 
 Organize, manage, track, and report on current or past job openings, 

including positions put on hold or canceled 
 Determine the unique competition numbers for job postings 
 Record details about an open position  
 Track the recruitment stage of each position  
 Record final hiring details when a position is closed 
 Run reports for management about recruiting 

Caution:  Be careful about position requirements or notes you include in the Job Openings 
Spreadsheet.  These notes may be requested as discovery material if a candidate ever challenges the 
Company’s hiring decisions in court. Keep notes professional and relevant to the criteria for the 
position.  

Why This Process is Important 
Using a spreadsheet like this enables us to track, analyze, and report on the recruitment activity 
undertaken by the Company. For example, we need to know: 

 The status of each position – open, filled, cancelled, on hold, etc. 

 The recruitment stage of each position – opening & advertising position, receiving and screening 
applicants, interviewing, etc.  

 How long it takes to fill positions, from the date the position was posted to the date the offer is 
accepted (‘time to hire’). This is an indication of a number of factors, including: 

• The Company’s overall ability to attract the right talent 

• The effectiveness of the methods the Company uses to attract talent 

• The draw of the Company’s brand/reputation 

• The types of positions the Company offers PR
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 How much it costs to fill newly-created positions and position vacancies associated with 
turnover. This includes Hiring Manager and HR time, and the time other staff members spend 
on recruiting procedures. 

Staying on top of recruitment activity allows us to plan, make budgeting decisions – and if necessary, 
make a business case to change our recruitment strategy.  

Working with the Spreadsheet 
The spreadsheet includes pre-built formulas and drop-down lists to automate calculations and data 
entry.  

 Columns containing formulas are shaded in blue. Do not enter data into these columns.  

 The blue shading is also shown in the Column Descriptions table, below. 

Instructions  
1. Add a new row for every position, as soon as you know a Manager wishes to hire someone.    

• Even if the position has not yet been approved, add a row so that a unique identifier can be 
assigned and used in documents relating to the position. 

• If more than one position with the same title is open at the same time, open two positions 
– i.e., add a row for each. 

• If the same position opens at a later time, add a new row.  Over the long term, this enables 
us to monitor turnover and recruiting costs. 

• Although some positions may be cancelled or put on hold, it is useful to be able to 
reference the history of each position for analysis and reporting purposes. 

2. Enter the position information into each row, as described in the table below. Do not enter data 
into the blue shaded columns as these contain formulas.  Those fields will be automatically 
populated as you add data to the worksheet.  

3. Update the spreadsheet regularly so you can run weekly, monthly, quarterly, and annual reports 
on the status of recruiting. 

4. If you wish to change the values in the drop down lists, click the Drop-down List Ranges 
worksheet tab and update the list options as needed. 
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Set up your HR Department  Create HR for Clients 

A complete HR Toolkit for small business to 
create and maintain your HR fundamentals.    

Create your HR materials 

• 260+ premium templates to create  
contracts, employee manuals, forms, 
spreadsheets and manager guides 

• Download your HR folders 

• Identify your HR priorities 

• 22 HR topics 

• Create HR intranet 

Support your HR Function 

• COVID-19 Portal 

• Legislation Portal 

• Remote Workforce Portal 

• Mental Health Portal 

• Diversity & Inclusion Portal 

• Weekly updates, email notifications 

• Help & support. With real humans! 

 HR Toolkit for Small Business, but made for HR 
consultants with the following differences:  

• Special licensing for use with clients 

• Additional module + additional download of 
pre-assembled folders and templates to 
create your own master HR toolkit to 
re-use for new clients 

• Pricing.   
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Column Descriptions 

Column # Name How to Complete 

A.  Position # Assign the next sequential unique number to each position 

B.  Position Status 
Select a status from the drop-down list.  The options are:  
pending approval, open, filled, on hold, and cancelled.   
Update the Position Status each time it changes. 

C.  Original Date 
Position Opened 

Enter the date the position status changes to “open”. This will 
be used to calculate ‘Time to Hire’ (see column W).  If the 
position status is “pending approval”, leave this field blank.   
If the position status changes to “on hold” or “cancelled”, leave 
the original date intact.  If/when the status changes back to 
“open”, you can leave the original date or update it, as desired. 

D.  Recruitment Stage Select the appropriate Recruitment Stage from the drop-down 
list.  Update the Recruitment Stage as recruitment progresses. 

E.  Position Title Enter the title of the position 

F.  Department Select the department name from the drop-down list 

G.  Position Type Select the position type from the drop-down list 

H.  Position End Date Only use this field for Temporary or Contract positions.  Enter 
the end date of the position. PR
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Column # Name How to Complete 

I.  Hiring Manager or  
Decision Maker 

Enter the name of the Hiring Manager or the person who will 
make the hiring decision 

J.  Previous Incumbent Enter the name of the staff member being replaced in this 
position.  If it’s a brand new position, enter “New”. 

K.  Job Category Select the appropriate job category from the drop-down list 

L.  Minimum Rate for 
Job Category 

Enter the lowest rate the Company pays for the selected Job 
Category 

M.  Maximum Rate for 
Job Category 

Enter the maximum rate the Company pays for the selected Job 
Category 

N.  Commission 
Eligibility 

Select the commission split from the drop-down list, if 
applicable.  For example, 60%/40% would indicate that 60% of 
total compensation would be base salary, and 40% would be 
commission paid at 100% pay-out. 

O.  
Short-Term 
Incentive Eligibility 
% 

Enter the percentage eligibility for short-term incentives, if 
applicable 

P.  Recruiting Difficulty 

Select the level of recruiting difficulty from the drop-down list. 
If there are numerous candidates available in the market for 
this type of work and the position should be easy to fill, select 
1. If the position requires a very specialized skill set that will be 
hard to find, select 3. 

Q.  Where Position was 
Advertised 

List all websites, associations, newsletters, media, etc. where 
the position was advertised, for example, online job boards, 
LinkedIn.  When the successful candidate is hired, you will be 
able to look back and see which advertising locations yield the 
best results for different types of positions. 

R.  Benchmarking 

Who represents the perfect profile for this position?  If you are 
aware of an existing employee or external person who 
possesses the profile of the perfect candidate, enter their 
names.  This will help you and the Hiring Manager target 
potential candidates or clearly describe the ideal candidate.   

S.  Target Companies 
Enter the names of target companies that may employ the 
perfect candidate. If you have engaged a head hunter or 
recruiting agency, pass this information on to them. 
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Column # Name How to Complete 

T.  Eligible for 
Relocation?   

Indicate if the position is eligible for relocation assistance.  This 
will help accelerate shortlisting by eliminating applicants from 
out of town. 

U.  Position Filled by When the position is filled, enter the name of the successful 
candidate 

V.  Recruitment Closed 
Date 

Enter the date the successful candidate accepted the offer.  
This will be used to calculate ‘Time to Hire’ (see column W). 

W.  Time to Hire (days) 

Do not enter data in this column. Contains a pre-built formula 
that automatically calculates the time to hire based on the 
number of days between the date entered in column C 
(Vacancy or New Position Date) and column V (Recruitment 
Closed Date). 

X.  New Hire Start Date Enter the date the new hire will be starting with the Company 

Y.  Starting Base Salary   Enter the amount of the new hire’s base salary 

Z.  

Estimated Wages 
for recruiting & 
hiring the final 
incumbent 

Once the candidate is hired, enter the approximate cost of 
wages spent on the recruiting and hiring process since the 
position was opened.  For example, estimate the hours spent to 
open and advertise the position, track, review and screen 
applicants, schedule and conduct panel interviews, check 
references and extend an offer, etc. by each person involved in 
the process.  Estimate the value of that time by using the 
Company’s median salary + benefits and overhead as a 
percentage of salary.   

For example, if 6 individuals’ time resulted in 60 hours of work, 
the company median salary is $50k, a work week is 40hrs, and 
10% of salary represents benefit and overhead costs per 
employee, the formula would be:  

60 * ((50000 + (50000 * 10%)/2080) = $1586.54 

AA. Recruiting Costs - 
Online Enter any costs incurred to post the position online 

AB. 
Recruiting Costs - 
Search Firm 
Fees/Expenses 

Enter the recruiting agency/search firm fees and expenses, if 
applicable 

AC. Recruiting Costs 
Print Enter any costs incurred for print advertising, if applicable PR
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Column # Name How to Complete 

AD. 
Recruiting Costs - 
Employee Referral 
Bonus 

Enter the employee referral bonus cost, if applicable 

AE. Recruiting Costs - 
Total 

Do not enter data in this cell. Contains a pre-built formula that 
calculates the total Recruiting Costs from the values entered in 
columns AA to AD. 

AF. Recruiting Source 
Category 

Enter the category of the recruiting source of the new hire from 
the drop down.   This will be used for reporting purposes.  

 
AG. 

Recruiting Source 
Details Enter the specific recruiting source.  
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