
Recruitment approach online

Review the requirement at another time

Remodel the position/ remuneration so that it will work

How to Prepare to 
Recruit a Team 

Member

Discuss business need 
for recruitment

Clarify the
position

requirements

Diarise
follow-up

Proceed 
Now?

Selection Criteria
These are the objective
criteria that will help you to
select the most appropriate
candidate from those who
apply for the job.

Create / Edit the Position Description (PD)

Use existing 
PD?

Analyse the
requirements

for this position

Draft the Position 
Description (PD)

Decide on Selection 
Criteria

Selection 
Criteria

PD

Determine the
Remuneration

Package

[Optional]
Confirm the
position ROI

All good?

Rem. 
Package

ROI 
Analysis

Agree on
Recruitment
Approach

Ready to 
Advertise

Yes

No

Yes

No

No

Yes - Use this PD

advertise online

headhunt

advertise internally

ask for referrals

local paper

recruitment agency

combination of above
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