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HOW TO 
NAVIGATE THE
RECRUITMENT PROCESS

FINAL SELECTION & CLOSURE
Conduct reference checks, extend job offer, provide closure to unsuccessful
applicants and plan comprehensive onboarding for successful candidate's
integration and success.

The Redlands Regional Jobs Committee is proudly supported and funded by the Queensland Government.

REVIEW & ASSESSMENT
Review all applications and create a shortlist of candidates who meet the
role's requirements. Assess skills, qualifications, experience, and alignment
with your company culture to identify top candidates.

PROMOTION
Utilise diverse channels such as social media, job boards and local
businesses to maximise exposure. Ensure a polished advert free of errors for
professionalism and enhanced brand image credibility.

APPLICATION GUIDELINES
Be explicit about how applicants should apply, whether it's online, in person,
via video introduction, or application form. Set a deadline to create urgency
and prompt action from interested candidates.

CRAFT COMPELLING ADVERT
Highlight what sets your company apart, perks, and benefits to engage
audience. Include contact details and deadline for applications to prompt
responses efficiently.

DEFINE JOB & OFFER
Clearly outline the position you're hiring for, including job title,
responsibilities, required qualifications and salary bracket. This will
streamline the recruitment process and attract suitable candidates.

Are you ready to attract top talent and establish your
business as an employer of choice? Navigating the
recruitment process effectively is essential for building a
team that drives success and growth. This How-To-
Guide provides a step-by-step approach to running a
successful recruitment campaign, from defining your
needs to making a successful hire.
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IN SUMMARY
Mastering the recruitment process is pivotal in cultivating a team
that propels your business forward. From defining needs to
finalising hires, this guide equips you with the tools to attract top
talent and solidify your reputation as an employer of choice. With
strategic promotion and diligent assessment, you'll build a
workforce primed for success.

WHAT NEXT?
Ready to elevate your recruitment game and transform your
business into a magnet for top-tier talent? Dive deeper into the
strategies outlined in this guide and unlock the full potential of
your hiring process by exploring additional resources and tools
available on the Redlands Coast Jobs website. Invest in attracting
and retaining exceptional individuals and witness your business
flourish as a sought-after employer in your industry.

jobs@redlandscoastchamber.org.au

www.redlandscoastchamber.org.au

Proudly supported by Redlands Coast Chamber of Commerce 0430 716 320

Engage in small talk before diving into the interview. This is a great
way to get to know someone before kicking off an interview, it also
helps a candidate relax and avoid giving you a scripted answer.
Also, stay proactive in keeping applicants up to date - a brief email,
text, or phone call can be the pivotal factor between them
accepting another offer and restarting the entire process from
square one.

tel:0478202306

