RECRUITMENT CHECKLIST
National Staff

Name: __________________________________________________

Position: ________________________________________________
Date of commencement:  ___________________________________










          ( when completed
	Position budgeted and approved


	

	Job Description available

	

	Job duration confirmed


	

	Salary grade confirmed


	

	Interview complete


	

	Reference checks complete


	

	Any other checks done

	

	Job offer made

	

	Job offer accepted

	

	Contract provided and signed

	

	Copy of contract provided to Finance for payroll and budgeting

	

	New employee forms completed for personnel file


	

	Induction process organised (refer to Induction Checklist)
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