
Meet Client and Gain Understanding of:
• Organisation & culture
• Role and  KPIs
• Type of Person needed
• Employment conditions
• Time frame to complete

Agree Position
Description

Agree Level of
Confidentiality

Agree terms of assignment

Advertising
• Draft Ad,  agree costs
• Client Review Ad
• Place Ad

Search
• Plan Search
• Identify  Targets
• Contact Targets

Take calls from
Candidates

Receive and
Assess CVs

Assess
Interest

Arrange
Meeting

Interviews and Assessment
• Behavioural Interviewing

(Internal candidates if required)
• Psych test if required
• Confirm Qualifications & citizenship

Presentation of Shortlist
Prepare Extensive Reports &

Deliver to client

Arrange Client Interviews
Monitor
Feedback
from
Client

Monitor
Feedback
from
CandidateThorough Reference Checks

and Reports to Client

Advise Successful Candidate

Backed by guarantees

Manage
Candidates

Provide
advice to the
client

Negotiate
package for
Client

Advise
unsuccessful
Candidates

Maintain contact with
client and new

employee

RECRUITMENT FLOWCHART


