
CONGRATULATIONS!

Scope job requirements 
& write description

Publish job description
on job boards and 
careers site

Assemble & prepare
hiring team

Source & screen
candidates

Phone & onsite
interviews

Confirm 1st 
choice candidate

Generate offer 
approval request 
& check references

Approve offer details

Generate offer and 
present to candidate

Go to step 8 if rejected.

Offer presented

Congratulate new hire

Begin onboarding 
process

Vet hiring need
& propose 
headcount request

Approve headcount
request & salary bands
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Process

A guide for recruitment processes that will help you hire top talent.


