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--- PRE-RECRUITMENT PLANNING & NEEDS ASSESSMENT ---
[ ] Hiring Manager Name
[ ] Department/Team Name
[ ] Justification for New Hire
[ ] Target Hire Date
[ ] Recruitment Priority Level (Critical/Urgent, High, Medium, Low)
[ ] Required Budget Approvals (Department Head, Finance/CFO, HR Director)
[ ] Approved Budget Documentation

--- JOB ANALYSIS & COMPETENCY PROFILING ---
[ ] Job Title
[ ] Core Responsibilities & Duties
[ ] Required Technical Skills (Software Proficiency, Data Analysis, Project Management, Communication Skills, Regulatory Compliance Knowledge)
[ ] Required Education Level (High School Diploma, Bachelor's Degree, Master's Degree, PhD/Doctorate)
[ ] Finalized Job Description Document
[ ] Competency Review Completion Date

--- SOURCING & CHANNEL STRATEGY ---
[ ] Active Sourcing Channels (LinkedIn Recruiter, Indeed / Job Boards, Employee Referral Program, Niche Industry Boards, Social Media (Instagram/Facebook/X), University/Campus Recruiting)
[ ] Targeted Headhunting Focus
[ ] Channel-Specific Messaging Strategy
[ ] Campaign Launch Date
[ ] Target Monthly Candidate Volume
[ ] Sourcing Assets (Ad Creatives/Copy)

--- EMPLOYER BRANDING & CANDIDATE ATTRACTION ---
[ ] Employer Value Proposition (EVP) Statement
[ ] Active Recruitment Channels (LinkedIn, Niche Industry Job Boards, Employee Referral Program, Social Media (Instagram/Facebook), University Career Fairs)
[ ] Updated Brand Assets
[ ] Content Audit Status (Not Started, In Progress, Completed)
[ ] Competitor Branding Analysis

--- SCREENING & ASSESSMENT FRAMEWORK ---
[ ] Assessment Methods Used (Automated Skill Test, Psychometric Assessment, Technical Coding Challenge, Case Study/Work Sample, Video Interview Screening)
[ ] Screening Status (Passed, Pending Review, Rejected)
[ ] Candidate Evaluation Summary
[ ] Assessment Score Reports
[ ] Screening Completion Date
[ ] Candidate Assessment Score

--- INTERVIEWING & SELECTION WORKFLOW ---
[ ] Interview Format (In-Person, Video Call (Zoom/Teams), Phone Screen, On-site Technical Assessment)
[ ] Interview Scheduled Date
[ ] Interview Start Time
[ ] Interview Panel Members (Hiring Manager, HR Representative, Peer Interviewer, Department Head, Technical Lead)
[ ] Candidate Evaluation Notes
[ ] Completed Interview Scorecard
[ ] Hiring Manager Approval

--- OFFER MANAGEMENT & NEGOTIATION ---
[ ] Candidate Full Name
[ ] Offered Base Salary
[ ] Offer Expiration Date
[ ] Included Benefits Package (Health Insurance, Stock Options/Equity, Performance Bonus, Remote Work Stipend, Retirement Plan (401k))
[ ] Offer Status (Drafting, Sent to Candidate, Negotiation in Progress, Accepted, Declined)
[ ] Signed Offer Letter
[ ] Hiring Manager Approval

--- PRE-BOARDING & INTEGRATION READINESS ---
[ ] Scheduled Start Date
[ ] Required Hardware & Equipment (Laptop, Monitor, Keyboard/Mouse Set, Mobile Phone, Headset)
[ ] Work Arrangement Type (Remote, On-site, Hybrid)
[ ] IT Access Provisioning Checklist
[ ] Signed Employment Agreement
[ ] Manager Approval

--- RECRUITMENT ANALYTICS & KPI TRACKING ---
[ ] Total Number of Hires
[ ] Average Cost-per-Hire
[ ] Reporting Period End Date
[ ] Recruitment Channel Efficiency (LinkedIn, Employee Referrals, Job Boards, Direct Sourcing, Agency)
[ ] Key Performance Indicators Tracked (Time-to-Fill, Source of Hire, Offer Acceptance Rate, Candidate Satisfaction Score)
[ ] Analysis of Recruitment Bottlenecks
[ ] Recruitment Performance Report

--- POST-EXECUTION REVIEW & OPTIMIZATION ---
[ ] Recruitment Strategy Success Rating
[ ] Identified Bottlenecks & Challenges
[ ] Channels with Highest Quality of Hire (LinkedIn, Employee Referrals, Job Boards (Indeed/Glassdoor), Internal Transfers, Direct Headhunting, Agency/Recruiters)
[ ] Final Cost-per-Hire (USD)
[ ] Review Completion Date
[ ] Updated Recruitment Playbook
[ ] Talent Acquisition Manager Approval
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