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THE REASON FOR
THIS CHECKLIST

The world of work and hiring is changing more than we could have
imagined a few short years ago.

The impact of a global pandemic created a 'bumpy' ride for
some organisations who hired, fired, and are now rebuilding.

A recent Korn Ferry insights report discusses the strong US
economy. Though hiring has slowed from the high levels a
few years ago, companies are still recruiting, with some G@.
sectors thriving. A global account leader at Korn Ferry says

companies are still actively looking to hire and retain talent {>

with critical skills or the ability to influence revenue growth. kb @ . ‘ﬁ
A recent economic outlook report noted that though job @A
growth slowed in the last part of 2023, it will renew in 2024.

The February jobs report from the US reported a 275,000 payroll rise, which was
above expectations, so several positives are on the horizon.

It's confirmed that organisations/organizations aren't, for example, pulling back
on investment in digital transformation. So, while shifting to artificial intelligence,
automation, and machine learning may decrease hiring in certain areas, it also
increases the need for human skills in others.

LinkedIn confirmed this in their future recruiting report, identifying key focus
areas.

Top of the list was the quality of hire. With hiring being so changeable, employers

must be increasingly vigilant about ensuring the right Building Envelope
employees are employed at the right time.


https://www.kornferry.com/insights/this-week-in-leadership/business-hiring-slowdown#:~:text=In%20a%20head%2Dturning%20announcement,over%20the%20last%20three%20months.
https://www.morningstar.com/economy/february-us-jobs-report-275000-rise-payrolls-above-expectations

THE REASON FOR
THIS CHECKLIST

With opportunity all around you, is it time to re-evaluate
where your hiring strategy?

Hybrid and remote work have been the topic of conversation over the last few
years, and as many businesses insist on their employees returning to full-time
work in the office, a challenge will occur.

You only need to look at the latest LinkedIn poll to see that employees want
more flexibility about where and when they work, not less.

With Gen Z making up a quarter of the workforce in 2025, employer and
employee branding will be critical in hiring.

Today, recruitment has become fiercely competitive. Employers are grappling
with the tightest job market in history, characterized/ characterised by low
unemployment rates, heightened job mobility, and a significant skills gap.

The task of filling crucial positions has become increasingly challenging. Every
organization must develop a hiring process to attract and onboard individuals
possessing the skill sets and attributes that align with their business goals and
culture.




WHAT IS A HIRING PROCESS?
DO | NEED ONE?

So, what do hiring teams need to consider in their checklist moving forward?
In this report, we share several suggestions.

It is well-known that systems and the people who manage them build
businesses. Therefore, logically, the most critical systematic approach should
facilitate the hiring process as specifically and seamlessly as possible.

From knowing the vision and mission of the company and the ideal skill sets and
people to fill those roles to working with an internal or external recruiting team
to interviews, background checks and successful onboarding.



http://www.nvelope.co.uk/

YOUR BUILDING ENVELOPE
HIRING CHECKLIST

This report shares a fundamental checklist that works for companies like yours.
You may add more steps, though we suggest you don't reduce them.

Create your checklist proactively, well in advance of any hiring needs.

Identify the essential characteristics and traits required for the role and ensure
they remain a focal point during the interviewing and onboarding phases.

The effectiveness of your hiring process directly impacts your ability, either
through your recruiting partner or internal team, to pinpoint and onboard
candidates who will deliver and grow in their roles.

Conversely, it dictates whether you'll waste time, funds, and resources on
unsuitable hires.



http://www.nvelope.co.uk/

YOUR BUILDING ENVELOPE
HIRING CHECKLIST

1. Identify Which Roles You Need To Fill

The need for new hires could come from a vacant position or the need to add to
a team to manage better workload performance or to expand. Open positions
may be due to new jobs added, recently vacated positions or departing team
members.

You may have plenty of notice before a position opens, depending on the
circumstances. Responsible people in critical roles usually make an exit plan.
However, sometimes vacancies can't be anticipated.

Something many companies forget to plan for is growth. A new project or
product launch might require different skill sets, both hard and soft. Maybe
even a supervisory or managing role.

To identify which positions you need to fill, meet with your internal team to
review openings. Following a hiring process checklist ensures that your time-to-
fillis shortened and your process remains consistent.




YOUR BUILDING ENVELOPE
HIRING CHECKLIST

2. Establish Your Budget Timeline and Recruitment Partner

For each new role, determine your offer based on salary benchmarking data and
market expectations. Identify and work with a specialist recruiting partner who
understands the current market.

Such a partner will be able to help you with your talent acquisition goals now
and in the future and will be able to give you accurate ideas on realistic packages
and timelines.

For business-critical hires, many recruitment companies will work exclusively on
your role on a retained basis.

To speed up the process and hire more efficiently, utilise/utilize success profiles
for each critical job role. You can establish baselines by analysing/analyzing and
assessing your top-performing employees and determining the traits and
characteristics most vital to success in the role.



http://www.nvelope.co.uk/

YOUR BUILDING ENVELOPE
HIRING CHECKLIST

3. Create A Job Description/Specification
Job descriptions/specifications serve several vital purposes for employers:

Clarity: They clearly define a particular job's responsibilities, duties, and
expectations. This clarity helps both the employer and potential candidates to
align their expectations.

Selection Criteria: Job descriptions/specifications help employers to establish
selection criteria for evaluating candidates. They provide a framework for
assessing an applicant's suitability for the role based on specific qualifications
and requirements.

Legal Compliance: Job descriptions/specifications can help ensure legal
compliance by clearly outlining essential job functions, qualifications, and other
pertinent employment law information.

Performance Evaluation: They serve as a benchmark for evaluating employee
performance. By referring to the Job descriptions/specifications, employers can
assess whether employees are fulfilling their duties and meeting expectations.

Overall, job descriptions are essential for employers to effectively communicate
job requirements and expectations. At the same time, recruiters play a vital role
in helping to create and leverage these descriptions to attract, evaluate, and
select the best candidates for the job.




YOUR BUILDING ENVELOPE
HIRING CHECKLIST

4. Promote Your Job on Multiple Channels

Depending on whether you are using a recruitment partner or your own internal
talent acquisition team, it is vital to use multiple channels to promote your
vacancy.

A search/headhunting approach works best for more senior business-critical
roles. Depending on the size of your business, this can be facilitated by your
internal team or your external recruiting partner.

The upside of an external recruitment company is they have often mapped the
market and already have a database of potential candidates with a suitable skill
set.

For other roles, ensure you post on your website, social media, related job
boards, and more than once on social channels.




YOUR BUILDING ENVELOPE
HIRING CHECKLIST

5. Decide on The Interview Process and Format

The interview process must be consistent for each candidate so that people are
all assessed on the same criteria and questions. If this is your first time using a
recruitment company, ask them how their process can support you. Some
companies have interviewing platforms, psychometric profiling, and testing as
part of their service.

When reviewing your process, here are some things to consider:
Does the role in question require key skills and experience? If so, what are they,
and how will you assess them before and during the interview? What are the

must-haves that your recruiter or TA team need to know?

Will psychometric testing form part of the process or not? Will the interview
involve telephone, video, or onsite interviews?

How many stages will there be, and what timelines will you work to?
Be aware that the more stages you have in your process and the longer the
timescale, the more likely you will be that the ideal candidate will be offered

alternate roles by companies that act faster.

What will be the core questions you ask at the interview related to the job
description/specification and culture fit you are looking for?




YOUR BUILDING ENVELOPE
HIRING CHECKLIST

6. Create an Administration Review and Short List Process

An external recruitment partner will handle this often time-consuming part of
the process. However, when managing your hiring, once applications start to
arrive, have a process in place to match their key skills and experience related to
the job description/specification to avoid using valuable interview time when
applicants don't have the skills you require.

In the current marketplace, where poor feedback can go viral, ensure you have
an appropriate and polite process for giving candidates relevant feedback.

From the initial applications, create your shortlist and inform them of your
interview process and expected timelines.




YOUR BUILDING ENVELOPE
HIRING CHECKLIST

7. Create Your Interview Process and Review

In recent years, Zoom and Team meetings have super-seeded the classic
telephone screening for many employers.

This is a crucial part of the process where you can confirm the candidate's
qualifications, ask for information about any gaps in their CV/Resume and talk
about your organisation and its culture and values.

Depending on your original 'must-haves,' decide which candidates will move to
the next stage of your process.

Agree on who will or won't be present and your criteria for deciding who will be
employed. Ensure that your process is DElI compliant.

Know the specific questions you will ask that relate to the job description and
the ideal competencies and behaviours/behaviors you want in an employee.




YOUR BUILDING ENVELOPE
HIRING CHECKLIST

8. Next Stage Interviews

As you move onto the next stage of the interview process, agree on who will or
won't be present and confirm your criteria for deciding who will be employed.

In-person interviews have changed as technology improves, and remote and
hybrid work has become more common.

Many businesses use only video interviewing, while others use a pre-screening
interview via video followed by an in-person interview, which will depend on
your company.

Whether interviewing in person or via video, asking practical questions is
essential. You can access our interview guides for hiring managers here.

Regarding stage seven, agree on the questions you will ask and your scoring
criteria.

Jot down notes and impressions during the interview to make the assessment
easier for the next step.



https://bit.ly/4eUB3Rn

YOUR BUILDING ENVELOPE
HIRING CHECKLIST

9. Agree on Which Candidate Will Be Hired According to Your Criteria

You may have a one or two-stage interview. Depending on which you decide,
here you will assess who moves to the next stage, why or who will be offered a
role, and what that offer will include.

10. Perform Background Checks

By this step, you have chosen your primary candidate, and at least one backup
candidate in case your first choice falls through.

Now it's time to check the references that your recruitment partner can
provide.




YOUR BUILDING ENVELOPE
HIRING CHECKLIST

11. Make Your Job Offer

Once you've settled on the candidate, you must create your offer. In addition to
salary, it should include details of additional benefits.

In today's market, candidates may consider other jobs, so make sure your offer
is competitive and avoid time delays in making your decision. It's not uncommon
for good candidates to consider multiple offers at once.

The candidate may want to negotiate, which can be handled by the
recruitment/search company you are working with. When you've worked out the
details, formalize/ formalise your agreement with a contract.

12. Notify Unsuccessful Candidates and Provide feedback

Following up with applicants who did not get the job is essential. Replying is a
common courtesy after the interview process.

If a candidate could have improved in certain areas, needed more experience, or
did not communicate well, this is all valuable feedback for both the candidate
and the recruiter.




YOUR BUILDING ENVELOPE
HIRING CHECKLIST

13. Start The Onboarding Process When The Candidate Says Yes

In today's marketplace, people move jobs regularly, and a poor onboarding
process can result in good employees leaving. We hear horror stories about how
individuals are treated after they say yes.

Having no contact with a future employer after accepting a job offer is
incredibly common and gives a poor impression. A Zoom or phone call to check
in or being invited to meet the team helps to settle your new recruit.

Some candidates had even shared that on their first day, they did not have a
desk or chair when they arrived or, in some cases, no PC. And yes, sadly, this still
occurs.

With many individuals working a notice period of weeks rather than days, there
is no need for this to happen.

Create your onboarding process with check-in points before your new employee
arrives, including the practical logistics of what needs to be ordered or set up so
they are ready to go from day one.




YOUR BUILDING ENVELOPE
HIRING CHECKLIST

14. Onboarding, Probation and Performance Objectives

Finally, your new hire reports for their first day of work. In the early stages, it's
important to make them feel welcome so they know they have made the right
choice in joining your company.

Human beings are success-seeking creatures, and we want to do well.
It might surprise you, but giving your new employees an understanding of how
their role contributes to the business and clear direction on what they will be

doing in their first few months and your expectations on performance helps.

Most employers have a probation/trial period to ensure the employee adapts to
the job, which usually lasts three to six months.

Communicate your expectations and the results you want your new hire to
achieve.




YOUR BUILDING ENVELOPE
HIRING CHECKLIST

15. Create a checklist to monitor the new employee's progress

During their probation/trial period monitor the progress related to specific goals
you have set.

Arrange regular meetings with them to discuss progress and any support they
need. If you want a highly motivated and engaged employee, do this weekly.

To improve the process, ensure they have the ongoing training and support they
need after the initial probation/trial period, and set performance objectives
related to the role.

You can access several resources if you want more details on onboarding or
setting and reviewing performance objectives.

Below, we have listed the 15 key tasks for a hiring checklist that will work for you
and your organisation.



https://bit.ly/3W2kmuv
https://bit.ly/3S5aTkR

COMPLETE THE
CHECKLIST

1. Identify Which Roles You Need To Fill

2. Establish Your Budget Timeline and Recruitment Partner
3.Create A Job Description/Specification

4.Promote Your Job on Multiple Channels

5.Decide on The Interview Process and Format

6.Create an Administration Review and Short List Process
7.Create Your Interview Process and Review

8.Next Stage Interviews

9.Agree on Which Candidate Will Be Hired According to Your Criteria
10. Perform Background Checks

11. Make Your Job Offer

12. Notify Unsuccessful Candidates and Provide Feedback

13. Start The Onboarding Process When The Candidate Says Yes
14. Onboarding, Probation and Performance Objectives

15. Create a checklist to monitor the new employee's progress




WHAT
NEXT?

If this checklist has prompted you to assess your
recruitment process and made you consider using a
recruitment partner to accelerate the process, then

contact Nvelope Recruitment today.

| have been helping companies like yours hire the
talent they want in the Building Envelope market
for 21 years.




A BIT ABOUT ME

For the last 21 years | have been helping candidates like yourself make positive
career choices; and | can help you decide what steps to take next to further your
Building Envelope career.

If you feel you need a conversation, don’t hesitate to get in touch!

01522 424125 E lee@nvelope.co.uk
www.nvelope.co.uk Lincoln, UK



