
The Hiring Checklist



The Reason for This Checklist
Hiring is one of the most important growth strategies a business can undertake. We 

all want great people but they are getting harder to find and keep. It is also one of 

the most difficult and costly processes, if done wrong, which recent studies by the 

REC: Perfect Match - Making the right hire and the cost of getting it wrong and 

Oxford Economics - The Cost of Brain Drain -Understanding the financial impact 
of staff turnover, have clearly brought to life over recent years.

As a long standing and experienced consultancy, we feel it is important to bring 

our experience and knowledge to the forefront for businesses to help them on their 

journey and with any potential recruitment challenges because we believe if you 

can master this it will undoubtedly elevate you from the competition.

Questions We Are Frequently Asked? 
The questions we are constantly asked from business professionals like you 

focus on how to get clear on what is critical when it comes to recruiting for their 

organisation.

Where are they compared to other companies and what is the best possible 

process for them that they should follow to get consistent results and stand out in 

their recruiting sector?
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We have worked in recruitment for a long time! We have placed thousands of 

professionals in a variety of roles, sectors and professions throughout the North of 

England during the last 27 years in business.

Needless to say we now know what needs to happen and when, if a company wants 

to scale their business successfully, with great retention rates and reduced costs to 

hire.

To move forward at speed, you need to know your starting point. All too often 

people rush ahead without getting the basics right.

So, STOP and go ‘old school’. Print off this checklist and fill it out. It will highlight 

your gaps and where you might have gone wrong in the first place. 

Like any business process, the results happen when the system is followed. Imagine 

getting to a stage where everyone within your organisation can identify what makes 

a perfect employee, what processes they need to follow to find them and how to 

retain them.

Sounds good doesn’t it.

Ready to get going?
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1. We have a recruitment plan in place for hiring  for the next 

12-24 months which highlights when we will need new 

employees.

2. We have analysed our historical data and know where our 

best candidates come from.

3. We have identified and have detailed descriptions of our 

employee avatars for the various sections of the business 

We know the experiences, must have competencies, 

personality traits, goals and challenges they will have.

4. We use behavioural assessments on successful employees 

so we are aware of the traits and behaviours that make 

them successful in their role.

5. We have a detailed salary and benefits package which we 

believe and have researched to prove it is competitive in 

the market.

6. We have a documented recruitment plan with timelines.

7. We have detailed job descriptions, specifications and 

application processes which are informative and inspiring.

8. We have a clear process of what we look for in CV’s?

9. We partner with a single Recruitment Consultancy who 

have a clear and thorough understanding of our goals and 

expectations and are prepared to share the risks with us?

1 2 3 4 5
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For each of the statements below tick where your company currently sits. The scale is 1-5, where one 
is poor, and five is nailing it. 

Be honest; the goal of this checklist is to highlight areas for improvement. Hint: If you have low 
scores on the initial questions you don’t have the necessary foundations in place to accelerate  
your growth. 
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10. We have a relationship with a Recruitment Consultancy 

based on capabability and deliverability rather than price.

11. We have a standardised Interview process across the 

business.

12. We have both standard and specific questions, including 

competency based assessments tailored to the 

responses and probing of our Interviewers.

13. We use interview scorecards or other similar 

standardised techniques to measure the comparative 

success of prospective applicants.

14. We monitor our staff retention rates for new employees 

and these are in excess of 95% during their first 12 

months.

15. We are aware of the actual costs involved to the business 

in a bad hire to our business.

16. We do and have used Video to help us save time in 

screening shortlisted applicants.

17. We use bespoke behavioural software within our 

processes to ensure the shortlisted candidates fit the 

specific job role profile.

18. We are aware of the benefits of encompassing 

behavioural assessment in our recruitment process?

19. We have access to an online platform for our 

Recruitment processes so anyone within our organisation 

can see at a snapshot progress on our ongoing 
recruitment projects.

20. We are aware of the significance of our own employer 
branding to the attraction of potential employees.

1 2 3 4 5
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21. We are aware of the significance of our employer branding 
and values to the retention of existing employees.

22. We have a clear process which ensures we don’t hire on 
skills and fire on behaviours.

23. We have ensured our recruitment process eliminates 
guesswork and hiring on likeability.

24. We have a system in place with a consultancy which 
guarantees our placements for up to 12 months.

25. We have a detailed onboarding program for all new starters.
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1 2 3 4 5

The Hiring Checklist

Your Results
The above checklist is based on the key areas of focus we find that companies who 

are successfully recruiting and retaining their staff are implementing today.

If you have all 4’s and 5’s well done, big ‘pat on the back’ although of course there is 

always room for further improvement. 

If not and you want to discover how you can improve your processes, improve your 

retention and ultimately  reduce your costs that why not get in contact to see how 

we can help.

This is a good starting point to now discover how you can improve your processes, 
improve your retention rates and ultimately reduce your costs, why not get in touch 
to see how we can help.
 
It’s a crowded and competitive market out there in the search for staff, so don’t just 
file this in a drawer. Use the information it gives you to move forward.

Can We Help?
The team at Lucy Walker Recruitment have been working with a variety of 

businesses over 27 years

If you would like a call to explore how we can help you click the link below.

Book Your Quick Catch Up Call With Me Here

https://info.lucywalkerrecruitment.com/meetings/christina50?hsCtaTracking=f0ee42d7-68ba-4f68-b7f5-d31b7ef14d4e%7C07dd9964-4df9-46b5-993e-e4af20ca6580


About Lucy Walker Recruitment
  

With over 25 years experience, Lucy Walker Recruitment has established itself with  

one of the North of England’s leading boutique recruitment consultancies. 

The business has stood the test of time and maintained success embracing the 

challenges of the modern world, to introduce new product offerings such as Engage, 

whilst also remaining at the forefront of commercial recruitment in the North of 

England. 

“Our clients know that by working with clarity and honesty and by keeping the 

process simple but effective, we will achieve our values. However, we work within 

a competitive market and I will continue to drive myself and my team to continue 

learning as individuals, developing as a business and improving our skills as a team, 

to maintain our brand and service levels that we have worked so very hard to 

achieve.” 

Lucy Walker

Areas we cover include: PA and Secretarial, Legal Services, Sales and Marketing, 

Human Resources, Supply Chain, Logistics and Procurement, Customer Service, 

Graduate and Office Support.

To find out more contact our offices or check out our website.                                                                                               
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Your Next Actions
Connect with us in multiple ways

You can connect with either of us on various social channels including LinkedIn 

and Facebook.

All the links are below:

Company LinkedIn

Lucy Walker Recruitment Recruitment Facebook Page

To book a private complimentary marketing strategy call with us click here.

Best wishes

The Team at LWR 

P.S. We can help you take your recruitment to the next level. To find out how we 

help other businesses likes yours click here
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https://www.linkedin.com/company/lucy-walker-recruitment
https://en-gb.facebook.com/LucyWalkerRecruitment/
https://info.lucywalkerrecruitment.com/meetings/christina50?hsCtaTracking=f0ee42d7-68ba-4f68-b7f5-d31b7ef14d4e%7C07dd9964-4df9-46b5-993e-e4af20ca6580
https://www.lucywalkerrecruitment.com/employers/case-studies/

