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A Practical HR. Principled advice.

Job Posting & Interview Checklist

Hire for the role you actually need filled.

Role confirmed as approved and budgeted
Job description reflects the real day-to-day, not a template
True requirements separated from "nice to have"

Compensation range determined ahead of time
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Posting channels chosen for where good candidates actually look

Structured questions tied directly to the role
Same core questions asked of every candidate
Reference checks completed before an offer goes out

Interview questions checked against human rights grounds

0 I N B

Verbal offer and any negotiation handled first
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Written offer letter and employment agreement issued
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Start date and onboarding logistics confirmed

Work, Advised. — provided as a starting point; adapt it to your organization. workadvised.com/resources/templates



