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About This Document 

owner HR   

access & use  All Staff 

what it is A guide that provides an overview of the key stages and responsibilities of our 
recruiting and hiring process 

who uses it HR, Managers, and Staff involved in the recruiting and hiring process 
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Overview 
Our recruiting and hiring process is divided into four stages: 

 

Templates, guides and instructions are available to support each step in the process.   

Open & Advertise a Position 

The high level steps for opening and advertising a position are: 

 Hiring Manager communicates the need to HR 

 HR adds the position to the Job Openings Spreadsheet and assigns a position number 

 Hiring Manager creates a job description and determines the position type 

 Hiring Manager identifies success factors for the position 

 Final approval is obtained from the Senior Management 

 HR opens the position, creates a job posting, and advertises the position. 

Track Applicants & Review Resumes 

Tracking applicants doesn’t just start when the job is posted.  Being on the lookout for prospective new 
team members is a year-round activity as well as recording all incoming applicants. 

However, once a job is posted and advertised: 

 HR monitors the jobs inbox 

 Saves the applications, and  

 Adds them to a master applicant tracking spreadsheet.   
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This template is included in the ConnectsUs HRTM Toolkits. 

 

 

 

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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When the posting close date arrives: 

 HR links all the applications to a position tracking spreadsheet 

 Hiring Manager reviews and rates the applications  

 Hiring Manager selects candidates for phone screen interviews. 

Interview 

After the initial review of resumes and selection of phone screen candidates: 

 Hiring Administrator or HR schedule the phone screen interviews 

 Hiring Manager creates a phone interview questionnaire, conducts interviews, and selects 
candidates for Round 1 in-person interviews 

 Hiring Manager creates a Round 1 interview questionnaire, conducts interviews, and selects 
candidates for Round 2 in-person interviews  

 Hiring Manager creates a Round 2 interview questionnaire, conducts interviews, and selects the 
final candidate (if someone suitable has been identified). 

Check References & Hire 

If a suitable candidate is identified: 

 Hiring Manager advises the successful candidate 

 Testing is administered by HR (where applicable) 

 Hiring Manager obtains references from the candidate and consent to contact them 

 Hiring Manager creates a reference check interview form and conducts the reference checks 

Assuming there are no unpleasant surprises from the reference checks: 

 Hiring Manager schedules a meet and greet with key personnel 

 Hiring Manager and HR prepare and present an offer 

 HR closes the position PR
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Importance of a Common Approach 
Having good people on the team is critical to our success.  The more care and attention we give to the 
recruiting and hiring process, the better chance we have of making sure the right people are on the 
team.  If we have our act together, we’ll attract good people (the ones who value a well-run ship) and 
make better hiring decisions.  It’s as simple as that. 

Following a common approach to recruiting and hiring throughout the Company ensures:  

 Consistency – everyone goes through the same process 

 Clarity – responsibilities, accountability, and checklists are defined for each activity.  Everyone 
understands the role HR and the Hiring Manager play in the recruiting process.  

 Completeness – we don’t duplicate or overlook key steps. 

 Due diligence – we do our homework before opening a new position and hiring the final 
candidate. 

 Professionalism – we provide the right first impression of our Company, and we treat job 
applicants and candidates appropriately. 

 Compliance – we adhere to legislated requirements and employment standards 

 Efficiency – we minimize the chances of making costly hiring mistakes. 

If you have any questions about our recruiting and hiring process, please contact CUSTOMIZER:  
Example, HR who would be more than happy to sit down with you to review the steps.  

Top 5 Things You Need to Know 
1. At first glance, recruiting and hiring seems like a lot of work—even overwhelming.  It is a lot of 

work.  Defining an open position, pouring through resumes, finding the right person, getting an 
offer in place, and preparing for the new employee’s arrival is a lot of work. There are no 
shortcuts. 

2. The Hiring Manager owns the recruiting and hiring process, with support from HR, and HR 
guides and resources.  Both HR and the Hiring Manager are responsible to ensure company 
processes are followed. 

3. HR has many tools, templates, guides and resources to support the process. Don’t start from 
scratch—contact CUSTOMIZER:  Example: HR before you begin. 

4. In exceptional circumstances, Senior Management has the option to bypass certain steps of the 
recruiting process (e.g., when filling a senior position or if there is an urgent need to fill a 
position immediately). However, this must be done in consultation with CUSTOMIZER:  Example: 
HR. 
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5. You must notify HR before opening a new position, and especially before commitments are 
made regarding compensation, benefits, timelines, or other working arrangements.  No one can 
have access to our networks (either on-premises or offsite), or represent the Company without 
signing the appropriate contractual documents.  This includes: contractors, consultants, full- and 
part-time staff, casual staff, or volunteer staff. 
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