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RECRUITMENT
Hiring Manager Briefing Form
Recruitment & Selection  |  White Cube Consulting


	ROLE TITLE
	[Job Title]

	DEPARTMENT
	[Department]

	HIRING MANAGER
	[Name and Job Title]

	HR / RECRUITER
	[Name]

	DATE OF BRIEFING
	[Date]

	VACANCY REFERENCE
	[Reference]



This briefing template should be completed collaboratively between the hiring manager and the recruiter / HR at the outset of the recruitment process. A clear, thorough briefing reduces time-to-hire, improves candidate quality and helps ensure alignment throughout the process.
Section 1 - Role Overview
	JOB TITLE 
	

	REPORTING TO 
	

	LOCATION 
	

	WORKING HOURS PATTERN 
	

	CONTRACT TYPE      
	☐ Permanent     ☐ Fixed Term     ☐ Temporary     
☐ Other:

	REASON FOR VACANCY   

	☐ New Role       ☐ Growth       ☐ Internal Promotion       ☐ Replacement  ☐ Maternity Cover       ☐ Restructure       ☐ Other

	SALARY RANGE / GRADE 
	

	TARGET START DATE 
	

	NUMBER OF VACANCIES 
	


▪ Role Purpose — What is this role for and why does it exist?
Key Responsibilities — What will the successful candidate be doing day to day?
Key Measures of Success — How will performance in this role be measured in the first 6-12 months?
What would an exceptional hire achieve in their first 12 months?
Section 2 - Ideal Candidate Profile
Use this section to define what the ideal candidate looks like across key criteria. Be as specific as possible — this will inform the job description, person specification, advertising and interview design.
▪ Skills, Experience and Qualifications
	CRITERIA
	MUST HAVE
	NOTES

	Minimum years of relevant experience
[e.g. Minimum 3 years in a similar role]
	☐ Must have
☐ Strongly Preferred
☐ Preferred
☐ Nice to have
	 

	Highest level qualification required
[e.g. Degree / HNC / Professional qualification]
	☐ Must have
☐ Strongly Preferred
☐ Preferred
☐ Nice to have
	 

	Specific technical skills or knowledge
[Describe]
	☐ Must have
☐ Strongly Preferred
☐ Preferred
☐ Nice to have
	 

	Professional memberships or accreditations
[Describe]
	☐ Must have
☐ Strongly Preferred
☐ Preferred
☐ Nice to have
	 

	Industry or sector experience
[Describe]
	☐ Must have
☐ Strongly Preferred
☐ Preferred
☐ Nice to have
	 

	Software / systems knowledge
[Describe]
	☐ Must have
☐ Strongly Preferred
☐ Preferred
☐ Nice to have
	 

	[Add further criteria as required]
	☐ Must have
☐ Strongly Preferred
☐ Preferred
☐ Nice to have
	 



Which requirements are genuinely essential and which could reasonably be developed after appointment?

▪ Behavioural Competencies

List the 4-6 key behavioural competencies most critical to success in this role. These will be used to design interview questions.
	1.
	[E.g. communication and collaboration]

	2.
	[e.g. Customer Focus]

	3.
	[e.g. Problem Solving and Decision Making]

	4.
	[e.g. Personal Effectiveness and Accountability]

	5.
	[e.g. Resilience and Adaptability]

	6.
	[Add further competency if applicable]



Which two competencies are most critical to success in this role?
▪ First 90-Day Priorities
What are the three most important outcomes expected from the successful candidate?
Team Environment and Success Factors
How would you describe the team culture and working environment?
What type of working style tends to succeed in this team?
What has made people unsuccessful in this role in the past?
Section 3 - Role Attractiveness and Offer
What are the key selling points of this role and organisation for a candidate?
Are there any development or progression opportunities to highlight?
Benefits package to be highlighted:
Is a relocation package available?     ☐ Yes     ☐ No     ☐ Considered on a case-by-case basis
Is hybrid / remote working available?    ☐ Yes - fully remote     ☐ Yes - hybrid     ☐ Office based   ☐ To be agreed



Section 4 - Screening and Selection Criteria
Are there any absolute knock-out criteria (deal breakers) for this role?
Are there any CV screening flags to look out for (positive or negative)?
Will a telephone / video screening call be used before first interview?    ☐ Yes     ☐ No
Will psychometric / aptitude testing be used?    ☐ Yes     ☐ No     ☐ To be confirmed 
Which type of assessments will be used?	☐  Personality  ☐ Behavioural Style  ☐ Cognitive Ability  
☐  Leadership Style  ☐  Management Style  ☐  Values  ☐  Motivation  ☐ Learning Style   ☐  Technical Ability  
☐  Skills  ☐  Other:

Will an assessment centre or practical exercise be used?	☐ Yes     ☐ No     ☐ To be confirmed
Number of interview stages planned?
Who will be on the interview panel?
Section 5 - Process and Timeline

	JOB DESCRIPTION / PERSON SPEC SIGN-OFF 
	[Target Date]

	ADVERTISING LIVE 
	[Target Date]

	APPLICATION CLOSING DATE 
	[Target Date]

	CV REVIEW AND SHORTLISTING
	[Target Date]

	FIRST INTERVIEWS
	[Target Date]

	SECOND INTERVIEWS / ASSESSMENTS (IF APPLICABLE)
	[Target Date]

	OFFER MADE
	[Target Date]

	EXPECTED START DATE
	[Target Date]


Section 6 - Candidate Experience

Expected feedback timescale:
Who is responsible for candidate communication?

Concerns and Context

	Are internal applicants anticipated?     ☐ Yes     ☐ No

	Are there succession planning considerations linked to this vacancy?    ☐ Yes     ☐ No

Details


Is there anything about this role or team context the recruiter should be aware of?
Are there any sensitivities around this vacancy (e.g. confidential replacement, internal interest)?
Any other notes or requirements for the recruiter?
Section 7 - Sign-Off

	HIRING MANAGER NAME
	

	SIGNATURE
	

	JOB TITLE
	

	DATE 
	

	RECRUITER / HR NAME 
	

	JOB TITLE
	

	SIGNATURE 
	

	DATE 
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