
HIR ING  YOUR  F IRST
EMPLOYEE  CHECKL IST

Identify the need for a new position or support

PRE-HIRING PREPARATION:

Develop a clear job description and requirements

Determine the salary range and benefits package

Familiarize yourself with local labor laws and regulations

Set up payroll, tax, and any required insurance systems

Create a compelling job advertisement

JOB ADVERTISING AND PROMOTION:

Post the job ad on relevant job boards and platforms

Share the job ad on social media and with your professional networks

Consider reaching out to your personal network for referrals

Review incoming applications and resumes

APPLICATION REVIEW AND SELECTION:

Screen candidates based on qualifications and experience

Create a shortlist of candidates for interviews

Conduct background and reference checks for shortlisted candidates

Schedule interviews with shortlisted candidates

INTERVIEWS AND ASSESSMENTS:

Prepare a list of interview questions and topics

Conduct interviews (consider video or phone interviews if remote)

Administer skills assessments or tests, if applicable

Evaluate candidates based on interviews and assessments



Select the top candidate for the position

JOB OFFER AND NEGOTIATION:

Prepare a written job offer, including salary and benefits information

Present the job offer to the candidate and negotiate, if necessary

Finalize the employment contract and have both parties sign it

Inform unsuccessful candidates and provide feedback, if appropriate

Prepare the workspace, equipment, and any necessary tools or
software

ONBOARDING AND INTEGRATION:

Develop an onboarding plan, including orientation and training

Introduce the new employee to your business, values, and goals

Communicate expectations, responsibilities, and performance metrics

Provide ongoing support, feedback, and mentorship

Remember that this checklist can be customized
based on your specific needs and the nature of your
business. Additionally, consult with local labor laws
and regulations to ensure compliance throughout the
hiring process.
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