
Hiring Process 
Below are the first steps we use to implement a successful hiring. It’s 
certainly not foolproof but it does provide us with some clear 
advantages. 

1. 

2. 

3. 

4. 

For a new hire or 
replacement position, 

first  confirm the role  is 
required or if it should 

be modified  

Evaluation 

Review and revise the 
job description to 

ensure it is accurate 

Job 
Description 

Research rates from like 
industries, roles and 

even the competition. 
Keep it fair. 

Determine 
Salary Range 

Try to use the process 
to not only find good 

employees but to build 
abilities as well 

Choose 
Hiring Team 

$ 

5. 

6. 

7. 

8. 

Build an internal job 
posting and put it 

where employees can 
find it 

Internal Job 
Posting 

Ask for referrals from 
your employees 

Request 
Referrals 

Provide internal 
candidates with an 
equal opportunity 

Internal 
Candidates 

- Insist on a resume 
- Do your research 

- Conduct the interview 
– Check references 

Follow 
Through 

9. 

10. 

Write a posting you 
would want to apply to 

Create 
External 
Posting 

Keep it simple 
with free web-post sites 

 

Advertise 
Your Posting 

These are the building blocks for hiring into a small 
to medium business.  The hiring process can be 
intimidating but not if you break it down into 
manageable steps. 
 
Subscribe to our blog for future installments. 

11. 

12. 

13. 

Short list submissions 

1 st Round 
Selection 

Get the team to score 
each candidate’s 

resume and cover letter 

Group 
Review 

- Pick the top 3 scores 
-Confirm availability 

- Schedule interviews 

Contact 
Candidates 

13. 

14. 

15. 

16. 

Ensure the selection 
team understands  

Set the 
Interview 

Rules 

Uncover the person 
behind the interview 

facade 

Conduct the 
Interview 

Get the team to score  
the candidates 

interview 

Group 
Review 

17. 

18. 

19. 

20. 

Build a consensus with 
the hiring team 

Final Short 
Listing 

Check those references 

Make the 
Reference 

Calls 

Time to follow through 
on the plan   

Conduct the 
Hiring Call  

Determine how to 
improve the hiring 

process 

Review the 
Process 


