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0RECRUITMENT
Recruitment Checklist - 
Job Design and Advertising

	ORGANISATION
	

	ROLE TITLE:
	

	DATE
	

	HIRING MANAGER:
	

	HR CONTACT:
	

	RECRUITMENT REF:
	




Purpose:  This checklist guides hiring managers through every step required before a vacancy is advertised. Complete each section in order. All steps should be signed off by HR before the advertisement is published. This document should be retained as part of the recruitment file for this vacancy.
▪ How to Use This Checklist
 Work through each section in sequence. Some sections must be completed before others can begin.
Tick the checkbox in the Done column as each step is completed.
Use the Notes column to record any relevant decisions, approvals, dates or exceptions.
Complete the Completion Summary on the final page and obtain sign-off before advertising.
Retain this completed checklist as part of the recruitment file for this vacancy.


	1.  Define the Business Need

	DONE
	STEP
	TASK
	GUIDANCE / NOTES

	☐
	1
	Confirm the business case for the vacancy. Is this a replacement, a new role or a restructured position?
	Discuss with the relevant budget holder before proceeding

	☐
	2
	Obtain formal approval to recruit from the relevant manager, director or HR lead
	Ensure budget sign-off is in place before advertising

	☐
	3
	Agree reporting line, team structure and how this role connects to the team's objectives
	 

	☐
	4
	Clarify whether the vacancy is permanent, fixed-term, full-time or part-time - and why
	Consider flexible working options at this stage

	☐
	5
	Identify whether internal applicants should be considered before external advertising
	Check internal mobility or redeployment policy. Where redundancy situations exist, ensure any redeployment obligations are considered before external advertising.

	☐
	6
	Agree the target start date and confirm the timeline for the full recruitment process
	Work backwards from any preferred start date to set key milestones




	2.  Define the Role

	DONE
	STEP
	TASK
	GUIDANCE / NOTES

	☐
	1
	Review whether an existing job description is available and whether it is current and accurate
	Outdated JDs should be updated before advertising

	☐
	2
	Conduct a role review with the hiring manager - clarify what the role actually involves day to day
	Include both current and anticipated future requirements

	☐
	3
	Confirm the primary objectives and key deliverables of the role for the first six to twelve months
	 

	☐
	4
	Identify the key relationships the role will have - internal teams, clients, stakeholders, direct reports
	 

	☐
	5
	Clarify the level of autonomy, decision-making authority and budget responsibility attached to the role
	 

	☐
	6
	Agree the primary performance measures and what success looks like in this role
	 

	☐
	7
	Confirm the physical working requirements - location, travel, shift patterns, on-call obligations
	 




	3.  Write the Job Description

	DONE
	STEP
	TASK
	GUIDANCE / NOTES

	☐
	1
	Draft a clear, accurate job title that reflects the level and nature of the role in your organisation's context
	Avoid internal jargon. Use relevant job titles candidates will more likely search for in an advert

	☐
	2
	Write a concise role summary (two to four sentences) that captures the purpose and scope of the position
	 

	☐
	3
	List the key responsibilities - aim for six to ten specific, outcome-focused statements
	Use action verbs: lead, manage, develop, deliver, ensure

	☐
	4
	Distinguish clearly between essential responsibilities and secondary or developmental responsibilities
	 

	☐
	5
	Review the draft job description with the hiring manager and confirm accuracy before proceeding
	 

	☐
	6
	Ensure the job description avoids language that could directly or indirectly discriminate against any protected group
	Check for age-related terms, gendered language or unnecessary physical requirements for example “recent graduate” or “young and dynamic”

	☐
	7
	Confirm salary band, grade or pay range and agree whether this will be stated in the advertisement
	 




	4.  Define the Person Specification

	DONE
	STEP
	TASK
	GUIDANCE / NOTES

	☐
	1
	Identify the essential qualifications required for the role - specify only those that are genuinely necessary
	Avoid over-specifying qualifications to widen the talent pool

	☐
	2
	List the essential skills and competencies the role requires - distinguish clearly between essential and desirable
	 

	☐
	3
	Define the experience required in terms of what the person needs to have done, not how many years they have worked
	Years of experience requirements can indirectly discriminate

	☐
	4
	Identify the behavioural attributes and working style that are genuinely important for success in this role and team
	 

	☐
	5
	Confirm that every requirement listed as essential can be objectively justified against the role's actual demands
	Each essential criterion must be defensible at shortlisting and selection

	☐
	6
	Agree the person specification with the hiring manager and any other key stakeholders before finalising
	 

	☐
	7
	Confirm how each competency or criterion will be assessed during the selection process - application, interview, assessment or test
	 




	5.  Define the Selection Criteria and Process

	DONE
	STEP
	TASK
	GUIDANCE / NOTES

	☐
	1
	Agree the shortlisting criteria in advance - these must be based directly on the person specification
	All shortlisting criteria should be set before any applications are reviewed

	☐
	2
	Confirm who will be responsible for shortlisting and ensure they are briefed on the criteria and scoring approach
	 

	☐
	3
	Decide on the assessment methods to be used - for example: interview, presentation, work sample, psychometric, assessment centre
	More senior or specialist roles typically warrant a more robust multi-method approach

	☐
	4
	Design or agree the interview format - number of stages, interview panel composition, question framework
	All candidates at the same stage should be assessed against the same criteria

	☐
	5
	Prepare a structured interview question bank aligned to the essential criteria in the person specification
	Use behavioural and situational questions rather than hypothetical or opinion-based questions

	☐
	6
	Set up the scoring and assessment framework that interviewers will use to record and compare candidates
	 

	☐
	7
	Confirm the process for psychometric or other assessments if used, including who is accredited to administer and interpret them
	 

	☐
	8
	Agree the decision-making process. Who has final sign-off on the appointment?
	 

	☐
	9
	Agree who has authority to approve any exception to the agreed process (e.g. bypassing a second interview).
	




	6.  Write the Job Advertisement

	DONE
	STEP
	TASK
	GUIDANCE / NOTES

	☐
	1
	Draft the job advertisement - this is a selling document, not a copy of the job description
	Lead with what makes this role and your organisation attractive to candidates

	☐
	2
	Include a compelling opening that conveys what is distinctive about the role, the team or the organisation
	Candidates decide in seconds whether to keep reading

	☐
	3
	Describe the role accurately but concisely - focus on impact and opportunity, not just tasks
	 

	☐
	4
	Set out the essential requirements clearly and honestly - include only what is genuinely essential
	Over-specification can put off good candidates

	☐
	5
	Include information about salary, location, working pattern and any significant benefits
	Salary transparency can improve application quality and reduces time wasted later

	☐
	6
	Include a brief, authentic description of your organisation and what it is like to work there
	Avoid generic corporate language. Be specific and genuine.

	☐
	7
	Confirm the closing date, the application process and any specific requirements for applying
	 

	☐
	8
	Include an inclusive equality statement welcoming applications from all suitably qualified individuals.
	 

	☐
	9
	Have the advertisement reviewed by HR and the hiring manager before posting
	Check for accuracy, tone, legal compliance and alignment with your employer brand.




	7.  Choose Your Advertising Channels

	DONE
	STEP
	TASK
	GUIDANCE / NOTES

	☐
	1
	Confirm which advertising channels are most appropriate for this role and candidate population
	Consider where your target candidates are most likely to be looking

	☐
	2
	Post the vacancy on your company careers page or website
	Is your own website the primary channel?

	☐
	3
	Identify the most relevant job boards for this type of role - consider both general and specialist or sector-specific boards
	Examples: Indeed, LinkedIn, sector-specific job boards, professional association sites

	☐
	4
	Consider whether LinkedIn and other professional networks are appropriate - particularly for more senior or specialist roles
	 

	☐
	5
	Decide whether social media advertising is appropriate and which platforms are most relevant for this audience
	 

	☐
	6
	Consider whether a recruitment agency or executive search firm should be engaged - agree terms and briefing process if so
	See White Cube Consulting's Recruitment and Selection and Executive Search support

	☐
	7
	Determine whether employee referrals should be actively encouraged and communicated internally
	 

	☐
	8
	Agree the advertising budget and confirm all channel costs are within the approved budget
	 

	☐
	9
	Agree the closing date for applications and confirm it is reasonable for the number and quality of applications needed
	Typical minimum: two to three weeks for professional roles; longer for senior or specialist positions




	8.  Legal and Process Compliance

	DONE
	STEP
	TASK
	GUIDANCE / NOTES

	☐
	1
	Confirm that the recruitment process has been approved in line with your organisation's recruitment policy
	 

	☐
	2
	Ensure the advertisement and all recruitment materials comply with the Equality Act 2010 and related legislation
	No direct or indirect discrimination based on any protected characteristic

	☐
	3
	Confirm that any data collected from applicants will be handled in accordance with UK GDPR and your organisation's privacy policy
	Applicants should be informed how their data will be used and stored

	☐
	4
	Ensure right to work checks are planned and understand the legal requirements for the role and candidate type
	Right to work checks must be carried out in accordance with Home Office guidance.

	☐
	5
	Confirm that any pre-employment checks required for this role (References, qualifications etc) are built into the process
	 

	☐
	6
	Ensure that anyone involved in shortlisting or interviewing has been briefed on unconscious bias and fair selection practice
	 

	☐
	7
	Set up the record-keeping process - all shortlisting and interview scores must be documented and retained
	Records should be kept for a minimum of twelve months in case of challenge

	☐
	8
	Confirm the organisation's Recruitment Privacy Notice is available to applicants.
	




	9.  Internal Communication and Candidate Experience

	DONE
	STEP
	TASK
	GUIDANCE / NOTES

	☐
	1
	Communicate the vacancy internally before or at the same time as external advertising, as required by your organisation's policy
	 

	☐
	2
	Agree who will receive and manage applications - confirm the process for acknowledging all applications promptly
	All applicants should receive acknowledgement within two to three working days

	☐
	3
	Set up an application tracking system or folder to manage all applications consistently
	 

	☐
	4
	Agree the timeline and process for keeping candidates informed at each stage of the process
	Poor communication damages employer brand and candidate experience

	☐
	5
	Confirm the process for contacting shortlisted candidates - who will contact them and by when
	 

	☐
	6
	Brief anyone who may receive enquiries about the role on what they can and cannot share at this stage
	 





▪ Completion Summary and Sign-Off
Complete this summary once all sections have been worked through. Obtain HR sign-off before the advertisement is published.
	SECTION
	STEPS COMPLETED
	SIGN-OFF

	1.  Define the Business Need
	___ / ___
	

	2.  Define the Role
	___ / ___
	

	3.  Write the Job Description
	___ / ___
	

	4.  Define the Person Specification
	___ / ___
	

	5.  Define the Selection Criteria and Process
	___ / ___
	

	6.  Write the Job Advertisement
	___ / ___
	

	7.  Choose Your Advertising Channels
	___ / ___
	

	8.  Legal and Process Compliance
	___ / ___
	

	9.  Internal Communication and Candidate Experience
	___ / ___
	


	
Authorisations

	
	

	HIRING MANAGER
	HR AUTHORISATION
	APPOINTING MANAGER / BUDGET HOLDER (IF REQUIRED SEPARATELY)

	Name:
	Name:
	Name:

	Signature:
	Signature:
	Signature:

	Date:
	Date:
	Date:





▪ Useful Reminders Before You Advertise
	1.
	Every requirement in the advertisement and person specification must be objectively justifiable. Over-specifying requirements is one of the most common causes of discrimination claims in recruitment.

	2.
	All members of the shortlisting and interview panel should have completed unconscious bias training before participating in any recruitment process.

	3.
	Salary transparency in job advertisements consistently improves application quality and reduces the time wasted screening candidates whose salary expectations cannot be met.

	4.
	Candidates from underrepresented groups are significantly more likely to apply when job advertisements actively state that applications from all backgrounds are welcome.

	5.
	The candidate experience begins the moment someone reads your advertisement. A slow, impersonal or unclear process reflects directly on your employer brand.

	6.
	All application data must be handled in accordance with UK GDPR. Applicants should be provided with a privacy notice at the point of application.

	7.
	Retain all shortlisting and selection records for a minimum of twelve months in case of legal challenge.

	8.
	If you are unsure about any aspect of the recruitment process, contact HR or seek specialist advice before proceeding.


▪ About White Cube Consulting
White Cube Consulting provides HR consultancy, training and development, recruitment, psychometric assessment and outplacement services to organisations across Scotland and the UK. For more information about our training programmes, management development workshops or coaching services, contact us at hello@whitecubeconsulting.com or call 01224 531524.
White Cube Consulting Limited  |  HR, Training and Recruitment Consultancy
431 Union Street, The Capitol, Aberdeen, AB11 6DA  |  01224 531524  |  hello@whitecubeconsulting.com  |  www.whitecubeconsulting.com
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