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▪  How to use this flowchart

This document maps the end-to-end recruitment process from vacancy identification through to the candidate's first day. It shows the key steps, responsible parties and decision points at each stage. Use it to brief hiring managers, onboard new recruiters, and ensure a consistent and legally compliant process is followed for every vacancy.

● Numbered step        ◆ Decision point        ✔ / ✖ Outcome routes
PHASE 1
Planning and Approval

	0
	Vacancy Challenge

•  Before raising a formal request, consider: can the work be redistributed among existing team members?
•  Could the requirement be met through automation or process improvement?
•  Could the work be outsourced or covered through a temporary arrangement?
•  Could an internal promotion or lateral move fill the gap without external recruitment?
•  Only where none of these are viable should the recruitment approval process be initiated

RESPONSIBLE   Line Manager + HR


↓
	1
	Vacancy Identified

•  Line manager confirms a vacancy - new role or replacement
•  Business need and budget availability checked
•  Preliminary discussion with HR / senior management

RESPONSIBLE   Line Manager


↓
	2
	Recruitment Approval Request

•  Recruitment Approval Request Form completed and submitted
•  Business case documented including budget, headcount plan and operational impact
•  Submitted to HR and relevant approvers for sign-off

RESPONSIBLE   Line Manager + HR


↓
	◆  Decision Point:  Has recruitment been approved?
✔  Yes   →   Proceed to Step 3
✖  No   →   Return to Line Manager - review business case or defer


↓
	3
	Hiring Manager Briefing

•  HR / recruiter meets with hiring manager to complete Briefing Template
•  Ideal candidate profile, key competencies and selection criteria agreed
•  Process, timeline and responsibilities confirmed

RESPONSIBLE   HR + Hiring Manager


↓
	4
	Job Description and Person Specification

•  Job description reviewed or drafted against agreed role requirements
•  Person specification defines essential and desirable criteria
•  Both documents reviewed and signed off by hiring manager and HR

RESPONSIBLE   HR + Hiring Manager


PHASE 2
Attraction and Advertising

	5
	Internal Opportunity (if applicable)

•  Vacancy communicated internally before or alongside external advertising
•  Internal candidates invited to apply through the standard process
•  Internal applicants assessed against the same criteria as external candidates

RESPONSIBLE   HR


↓
	5A
	Salary Benchmarking 

•  Market salary review completed before advertising commences
•  Remuneration package confirmed as competitive for the market and role level
•  Budget confirmed by Finance - note that advertising at uncompetitive salary may waste time and damage employer brand
•  Any flexibility in package or benefits agreed with the approving manager before go-live

RESPONSIBLE   HR + Finance


↓
	5B
	Diversity and Inclusion Check

•  HR confirms advertising wording is inclusive - no gendered, age-related or exclusionary language
•  Advertising channels reviewed to ensure reach across diverse candidate pools
•  Selection criteria reviewed to confirm all are genuinely necessary and proportionate
•  Job description does not contain criteria that could disproportionately exclude protected groups

RESPONSIBLE   HR


↓
	6
	Recruitment Advertising

•  Advertising copy drafted and approved by hiring manager
•  Role advertised on agreed channels - LinkedIn, Indeed, job boards, specialist press etc.
•  Closing date set and communicated clearly

RESPONSIBLE   HR


↓
	7
	Direct Sourcing / Executive Search (if applicable)

•  LinkedIn and other channels proactively searched for suitable candidates
•  Outreach messages sent to target candidates
•  Responses tracked and followed up promptly

RESPONSIBLE   HR


PHASE 3
Screening and Shortlisting

	8
	Application Receipt and Acknowledgement

•  Applications received and logged centrally
•  Acknowledgement sent to all applicants promptly
•  Applications held securely and accessed only by authorised individuals

RESPONSIBLE   HR


↓
	9
	CV Review and Longlist

•  CVs reviewed against the person specification by HR / recruiter
•  Unsuitable applications identified and regret emails prepared
•  Longlisted candidates progress to telephone or video screening

RESPONSIBLE   HR


↓
	10
	Telephone / Video Screening

•  Brief screening call to verify key criteria and motivation
•  Candidate engagement and communication assessed
•  Shortlist confirmed in consultation with hiring manager

RESPONSIBLE   HR


↓
	◆  Decision Point:  Are there suitable candidates to shortlist?
✔  Yes   →   Proceed to Step 11
✖  No   →   Consider extending advertising, widening the search or adjusting criteria


↓
	11
	Candidate Shortlisting

•  Shortlist agreed between HR and hiring manager
•  Unsuccessful longlist candidates notified with regret
•  Shortlisted candidates invited to first interview

RESPONSIBLE   HR + Hiring Manager


PHASE 4
Selection and Assessment

	12
	First Interview

•  Structured competency-based interviews conducted using agreed questions
•  Interview score sheets completed independently by all panel members immediately after each interview
•  Candidate Evaluation Matrix updated following all interviews
RESPONSIBLE   Hiring Manager + HR



↓
	◆  Decision Point:  Do any candidates progress to second stage?
✔  Yes   →   Proceed to Step 13
✖  No   →   If no suitable candidates, review process or re-advertise


↓
	13
	Psychometric Assessment (if applicable)

•  Relevant psychometric tools administered - Belbin, DiSC, reasoning tests, etc.
•  Reports reviewed by accredited practitioner
•  Feedback incorporated into overall candidate assessment
RESPONSIBLE   HR / White Cube Consulting



↓
	14
	Second Interview / Assessment Centre (if applicable)

•  Second interview and / or assessment exercises conducted
•  Panel scores recorded and Candidate Evaluation Matrix finalised
•  Panel discussion and consensus decision reached

RESPONSIBLE   Hiring Manager + HR


↓
	◆  Decision Point:  Is a preferred candidate identified?
✔  Yes   →   Proceed to Step 15
✖  No   →   Return to shortlist or re-advertise if no suitable candidate found


PHASE 5
Offer and Pre-Employment

	15
	Verbal Offer Made
•  Verbal offer made to preferred candidate by HR or hiring manager
•  Key terms confirmed including salary, start date, contract type, conditions of offer etc.
•  Candidate response confirmed and any negotiation resolved
RESPONSIBLE   HR / Hiring Manager


↓
	◆  Decision Point:  Has the candidate accepted the verbal offer?
✔  Yes   →   Proceed to Step 16
✖  No   →   Negotiate terms or move to second-choice candidate


↓
	16
	Written Offer and Offer Acceptance

•  Offer Acceptance Confirmation Letter issued in writing
•  Conditions of offer clearly stated including being subject to references, right to work, DBS, medical (as applicable)
•  Candidate returns signed acceptance copy to HR

RESPONSIBLE   HR


↓
	17
	Pre-Employment Checks

•  Right to work check conducted and documented before first day
•  References requested - minimum two required
•  DBS check initiated if applicable to the role
•  Professional qualifications / memberships verified where required

RESPONSIBLE   HR


↓
	◆  Decision Point:  Are all pre-employment checks satisfactory?
✔  Yes   →   Proceed to Step 18
✖  No   →   Address outstanding checks - do not proceed to employment until all required checks are complete


PHASE 6
Onboarding and Governance

	18
	Onboarding Preparation

•  New Employee Information Form sent to candidate
•  First day arrangements confirmed including time, location, contact, access etc.
•  IT, HR systems and induction programme prepared
•  Line manager and team informed and prepared to welcome the new starter

RESPONSIBLE   HR + Line Manager


↓
	19
	Day One and Induction

•  New starter welcomed and right to work check confirmed in person on day one
•  Induction programme commenced - health and safety, IT, policies, introductions
•  Probationary period begins and objectives set within first two weeks

RESPONSIBLE   Line Manager + HR


↓
	20
	Post-Recruitment Review and Candidate Experience

•  Time to hire calculated from approval to start date with review against target
•  Recruitment costs reviewed
•  Offer acceptance rate recorded - a low rate may indicate uncompetitive package or poor candidate experience
•  Candidate feedback sought from all interviewed candidates where possible
•  Quality of hire reviewed
•  Hiring manager satisfaction reviewed
•  Any process improvements identified and actioned before the next vacancy
•  Lessons learned recorded
•  Candidate feedback survey issued (optional).

RESPONSIBLE   HR



	▪  Data Retention Note

All recruitment records, including applications, interview notes, score sheets and the Candidate Evaluation Matrix, must be retained in accordance with the organisation's data retention schedule.
This is typically 6-12 months from the end of the recruitment process for unsuccessful candidates, and transferred to the personnel file for the successful candidate.

Consult your Data Protection / HR policy for the applicable period.





For recruitment process design, interviewer training, psychometric assessment or executive search support contact White Cube Consulting at hello@whitecubeconsulting.com or call 01224 531524. 
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