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	CONSULTANT NAME:
	DATE JOB SPEC TAKEN:

	COMPANY NAME:
	CONTACT NAME:

	TEL:                                FAX:
	MOBILE:                              EMAIL:

	POSITION:
	NO OF POSITIONS: 

	JOB TITLE: 
	WEBSITE:

	AFFIRMATIVE ACTION? 
	START DATE: 

	WHO DOES THIS PERSON REPORT TO?           

	TERM/PERM/CONTRACT/HYBRID/REMOTE:

	COMPANY BACKGROUND AND STAFF TURNOVER HISTORY:
PARENT COMPANY?


	YEARS OF EXPERIENCE REQUIRED? 

	RESPONSIBILITIES (TYPICAL DAY, PERCENTAGE TIME SPENT ON EACH TASK)


	SALARY RANGE R                           What’s your maximum if the best candidate is already on R               ?


	COMMISSION STRUCTURE

	COMPANY BENEFITS

BONUS?    Y/N HOW MUCH COULD IT BE? WHEN PAID? LAST 3 YEARS’ BONUSES?
WHEN IS THE NEXT SALARY REVIEW AND HOW MUCH COULD IT BE? Annual salary reviews

	MOST IMPORTANT REQUIREMENT (MIR)


	ESSENTIAL SKILLS/EXPERIENCE – IE CANNOT DO THE JOB WITHOUT THESE
BACKGROUND OF PREVIOUS/CURRENT JOB HOLDER WHEN THEY STARTED THE JOB






	WISH LIST (would ideally like but not essential)




	PERSONALITY

	COMPUTER SKILLS 





	TESTS



	PLEASE COULD YOU GIVE ME THREE TECHNICAL QUESTIONS – AND THE ANSWERS –SO THAT I CAN SCREEN SHORT-LISTED CANDIDATES MORE EFFECTIVELY






	REASON FOR VACANCY?

	HOW LONG HAS THE VACANCY BEEN OPEN/HAVE YOU LOOKED INTERNALLY AND WHAT IS THE PROCESS?

	HAVE YOU ADVERTISED? IF SO WHEN AND WHERE?

	TURNAROUND TIME (CV TO INTERVIEW) AND WHAT IS THE PROCESS?

	WHAT ARE THE EARLIEST AND LATEST START DATES?


WHAT PROBLEMS WILL BE CAUSED IF THIS JOB REMAINS UNFILLED?
OF THE LAST 10 STAFF YOU’VE RECRUITED, HOW MANY HAVE NOT WORKED OUT?


	WHAT IS THE USUAL INTERVIEW PROCEDURE – HOW MANY? WHO WITH? WHAT’S THEIR NORMAL STYLE AND AGENDA (WHAT ARE THEY LOOKING FOR FROM THE INTERVIEW?)


	HOW MANY PEOPLE HAVE YOU INTERVIEWED SO FAR (INCLUDING INTERNALS)?

	HOW MANY CV’S HAVE YOU RECEIVED? WHAT HAVE YOU LIKED AND DISLIKED ABOUT THE PEOPLE YOU’VE INTERVIEWED AND THE CV’S YOU’VE SEEN?

PLEASE DESCRIBE THE BEST CANDIDATE/CV YOU’VE SEEN

	
WHO WOULD YOU LIKE ME TO HEADHUNT FOR THIS ROLE?


	
CHECKLIST:  HOW MANY AGENCIES? INTERVIEW SLOTS? HOW MUCH EFFORT IS IT  
                             WORTH? FEE CLEARED? TOB SENT? 

	WILL THIS PERSON SUPERVISE?   Y/N   WHAT ARE THE PERSONALITIES OF THOSE STAFF?



	STUDY/TRAINING HELP? (FEES/BOOKS/REVISION TIME/EXAM DAYS)

	HOW AMBITIOUS SHOULD THE PERSON BE? WHEN DO YOU ENVISAGE PROMOTION? 

HOW QUICKLY HAVE YOU AND OTHER STAFF BEEN PROMOTED?


	WHAT ARE THE LONG-TERM OPPORTUNITIES IN, SAY, 3 AND 5 YEARS?

	WHY WOULD A HAPPILY EMPLOYED PERSON WANT TO WORK IN THIS ROLE?
NEW PRODUCTS/SERVICES/INNOVATIONS?
WHO ARE YOUR MAIN COMPETITORS?
WHAT ARE YOU DOING BETTER THAN THEM?
WHY DID YOU JOIN THE COMPANY (WHERE WORKED PREVIOUSLY?)
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