Example Job Brief form

Take a look at the job brief form that you currently use and see what improvements can be made.
Does it really cover everything, and ask all the questions that you need it to?

POSItION: ... DAt i
COoNtaCT: ..o TaKEN DY e
Tl JOD ID NUMIBDET: e
PRONE: ..o Full company Name: .....cccouuveiiiiineeiiiiiinieeiiiieeeee
FaX: e Location/addreSS: «...evvveeieniiieiieie e
Email:
SeCretary/P.a.: ...
SOUMCE: .

Company information:

Number of employees: ...........cccooiiieiiiiiieiiiiieeii Type of company: public / private
Annual sales over last five years: .............................. . Listed on exchange? Y/N
Number of years in business: ..................ccoccoee. .

Job description:

What is the title Of this POSHION? ... ... e,
What are the most important duties associated with this PoSItion? ...........cccoiiiiiiiiiii
Other reSPONSIDIIITIES? ... .. e e
To whom will the person be accountable/report 107 ... . e .
What problem are you trying to solve by hiring this person (what isthe need)? .................ccooiiiiiiiii.

What are the specific objectives this personis to achieve? ... ...
What results will the person be expected t0 ProdUCE? ... ... e .
How will this person be MEASUIEAT? ... ... i e
Isitateam or INAIVIAUAI FOIBT ... ... . e
Describe an average working week (if possible from current employee): ..........coviiiii e

Number of PEOPIE 10 DE SUPEIVISEA: ... o e
Is there any travel involved? If so, what Percentage? ... .




Does anyone else need to approve this vacancy before you can make an offer? Y/N

If yes, who are they? ... May | speak with them? Y/N

[N F= 0 0= S PP
B 1 PP
L 010 0 1= PP
Remuneration information:

What is the salary for this position? LOW ..ooiiiiii Mid ..o High ...
If | find you someone doing this job for one of your competitors, but earning (high end), can you go higher? Y /N
BY NOW NUCKN? e e e
So the maximum salary for this POSITION IS £ ....uniiin et
Are there any internal restrictions on salary? Y /N

WAL A8 TNEY? . et s
Are there any bonuses associated with this position: Y /N

WAL A8 TNEY 7 ...t e e s
HOW are they CalCUIBTEAT .. ... e et
Company performance/Personal performance/GUarant@ea? ............evuueeun ettt
When is the first performanCe MEVIEW? ... ... et
WheN is the first SAlArY MEVIEW? ... ..ot
HOW MUCKH CaN it 08 WO ... et
IS there Profit SNAMNG? ... oiiii e .
SNarE PUICNASE PIANT ... oo et e e e e .
Car? If SO, WAL LYY .. oeneieiee ittt .
Mileage rEIMDUISEIMENT? ... oo e ettt et e e

Benefit information:

Which employee benefits are available for this POSIIONT?. ........eiiiiii e .
Car park? USRI Social club? 5 c0000000006000650000000000055005000 5
Canteen/restaurant? % 000000000000000000000000000300000600 0 Flexitime? PP
Superannuation? USRI What percentage? oo %
Home loan? 2 000000000000500050005000500055005500 0 Rail loan? PP
Health Care? PP Child Care? PP
Gym? % 000000000000000000000000000300000600 0 Mobile phone? ) 000000000000000000006000060500000500 ¢
Laptop? USRI Other? 2. 500000000000000000500065500550055000 0
Total £value for DENETItS @D0OVE = £ ... i e e

The Juicy Bits of The Recruitment Process - a recruiter’s guide

© 2009 Recruitment Juice Ltd.  www.recruitmentjuice.com




Relocation:

Will you relocate the person to get the best candidate? Y /N

If so, describe your company’s relocation package. E.g. physical move, temporary lodging, relocation bonus /
mortgage differential and number of years/purchase home outright): ... ... o,

Relocation radius? ..........oovniie i From OVerseas? .......cooiuue e

Recruiting information:

What is the background of the ideal Candidate? ... ... ...
What sort of role are they dOING MOW? ... i e
What title would they CUmently Mave ? . e
What are the ABSOLUTE MINIMUM reqUIrEMENTS? ... ..o, .
DB O . .
Technical, and minimum years experience for €aCh ONE: ... ... ...t .
What is the level of experience of people currently performing the role? ... ...
What eXperienCe IS Preferred? ... ..o e,
VY IS I DI I O e .
Are there any skills which could be substituted or are transferable? ...
What kind/type of person are you l0OKING fOr? ... o e
Which competencies have been identified for this position .. behaviours, attributes, traits vs skills and
KO O ? e

WWhat IS their WeIGNtNG 7 .

List 5 targeting questions and the answers. How many should a candidate get right before you’ll see them?

T Qe e
A e

2 Qe e
A e

B Qe e
A e

X T TP PP P TR T
A e




Preferred start date:

Which industries would you most like this person to come from? ... ...
VY s
Are there any other industries where you feel a person with these qualifications could be working? ...................
Which companies would you most like this person to come from? ... ...
Are there any other companies you feel might have a person like this? ...,
Are there any companies you have hired people like this from in the last year? .............ccoooiiiiiieiiiiiiiee .
Are there any companies that you don’t want to see a candidate come from? ..o,
I S0, WY MO 7 e

Is there anyone in particular that you would like to hire? If SO, Why? ...,

Opportunity information / Company information / department information:

What is the next step Up fOr thiS PEISONT ... ... e
Where could they De iNthree YEars? ... .. e
Where could they D INfIVE YEAIS? ... ... e,
What are the long term opportunities associated with this POSItioN? ... ...,

WHho had this POSItION [aST? ... o e
WY QI TNEY IBAVE? ..., .
WVhEre Aid TNy GO 7 e .
Why should someone who is currently securely and happily employed, quit to take thisrole?......................... .

Interviewing process:

To whom Will the POSITION MEPOIT? ... e,
NAME: e Tt
What is their DaCKGrOUNG ? e
How many interviews will there be and with Whom? ... e .
Describe aCh INTEIVIEWET: .. .. o e
Name, title, length of time with company, where they were before ... ...,
Over what period of time will the interviews take place? . ... .. .
HOow 1ong dOes aCh INteNVIEW |88t . e
What is the agenda for @aCh INtEVIEW ? e
Do you use a structured and patterned interview? Y/N

FY8S, TNAY | SO 11 e e e .
Ifno, may | help yOU AEVEIOD 0N .. e
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Do you have the questions prepared for the interview? Y/N

Who is the ultimate deCiSION MAKEI? ............ it
Name, Title, PRONE ... e .
Are there any other technical people involved in the interview / decision making process? Y/N

Name, title, PRONE ... . e .
Do you require any tests? Y/N

If yes, list the test and itS PUIMDOSE .............iiiiii e
May we administer these for you? Y/N

When will the Offer DE MATE? ... ..o e

Status:

How long has the POSIION D& OPENT ...
VY IS T O BN e .
How many have been iNtervIEWEd SO Tar? ... .. o e
How have you sourced them?  Internal / Known to company / Recruitment company / other

Describe the 0Ne YOU IKEA DEST? ... o e

Why didn’t you make them an Offer? e
Are there any offers outstanding? Y/N StatUS: oo
Could this position be PUL ON NOIA 2 .. . e
Is this hire contingent upon outSIde CIFCUMSTANCES: ... ... ..t .

1. contract for new business 2. arestructuring programme 3. someone’s promotion / resignation

Are there any other recruitment companies working on this assignment? Y /N

Is advertising authorised? Y/N Toabudgetof? £ ... .
Are you advertising? Y/N

Advertisement? Where? ... . Response?
Urgency:

How important is it for you to hire someone right NOW? ... . e
Then it is important to set aside three hours on (nominate ) to INtENVIEW. ...........ooiiie e,
Then allow two hours the following week for second interviews if required. .............cooviiieiiiieiiiieieeieeein..

Is there anyone involved in this process who will not be around to meet or talk to in the next two-four weeks?




