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Selection and Recruitment Checklist (Guideline)

	Action
	Date by
	Complete?
	Barriers to implementation

	Define position

	Determine the type of personnel required (Vision Technicians / Refractionist / Spectacle Technicians / Receptionist)
	
	
	

	Determine the skills each position requires
	
	
	

	Determine minimum required competencies for the role (A/levels, English language…)
	
	
	

	Write detailed job description(s) 
	
	
	

	Edit the job description(s) to a 1 page clear and concise document 
	
	
	

	Attract candidates

	Determine the appropriate medium to advertise for the position
	
	
	

	Get a quote for the advertisement including number of words, etc.
	
	
	

	Write the first draft of the advertisement(s) 
	
	
	

	Final draft of advertisement(s) complete 
	
	
	

	Submit advertisement(s) – Minimum 2 months prior to commencement of position. This may be country contextual and you will need to research the market – in some cases a minimum of 3 months may be required
	
	
	

	Assess candidates

	Review CVs and decide on suitable applicants to interview
	
	
	

	Develop appropriate interview questions and get feedback
	
	
	

	Finalise interview questions
	
	
	

	Develop exam or test for the interview(s) – get feedback
	
	
	

	Finalise exam or test for the interview(s)
	
	
	

	Develop an interview schedule (set aside 40 minutes for each person-to-person interview)
	
	
	

	Set a date for yourself to respond to all applicants and do so all together on that day
	
	
	

	Inform successful applicants of their interview schedule / time and what will be required of them at the interview (specific documents to bring, they must do a math test, English expression, computer test, refraction test etc.)
	
	
	

	Confirm and set up interview space
	
	
	

	Arrange other colleagues to conduct / support the interview process, including skills assessments (where required)
	
	
	

	Where an exam or test is required:  Conduct the test first – this will determine a first round of unsuitable candidates and save time on the interviews 
	
	
	

	Mark the tests then and there and set up an interview schedule for the same day
	
	
	

	Inform all candidates of interview times for the day. See the unsuitable candidates first – thank them for coming and explain they are unsuitable for the position / training etc.
	
	
	

	For technical positions such as (Optometrists, Ophthalmic Technicians, Vision Technicians) A formal assessment needs to be conducted after an interview. Each person will require an hour and a half and they must be informed of all of the details of this assessment prior to the interview. In this situation, all people will usually be interviewed and assessed.
	
	
	

	Select candidates

	Short-list suitable candidates and discuss with colleagues
	
	
	

	Conduct reference checks
	
	
	

	Notify successful candidate(s) of the outcome
	
	
	

	Commencement date determined
	
	
	

	Letter of offer, payroll forms and conditions of employment signed by successful candidate
	
	
	

	Notify unsuccessful candidate(s) of the outcome
	
	
	

	Notice of appointment to all staff
	
	
	

	Commencement of induction process
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