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MEETING AND POSITION PROFILE:
Date:

Position:

Hiring Manager:

Participants:

Previous Incumbent Salary:

Compensation Market Summary:

Compensation Target:

NOTES

Question*

Why is the role open?

Answer

IF APPLICABLE: What happened with the most recent finalist?
Was there anything in his/her experience/background that missed
the mark? Why?

Describe the culture of the department. How does the department
culture contribute to success/failures? What are the new developments,
updates, policy changes, etc.?

Tell us more about the organizational structure and where does this
position fit. How many positions does the position supervise? What are
their titles/functional areas?
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Question*

Answer

What key challenges do you see the incumbent facing in their first
6-9-12 months in this role? How would you define success for the role?

What characteristics/qualifications/credentials would an individual in this
role need to have to be successful? What experiences would give them
immediate credibility in the role? What are the top three “must-haves” for
the ideal candidate?

What geographical regions would you like to target for recruitment?
Have you identified any external recruitment sources to advertise?

Do you think external advertising to these sites will facilitate a viable
applicant pool? Are there any leading candidates? Any employee
referrals or internal leading candidates? Should we consider an external
search firm?

When we are looking for applicants externally, what would be a few
alternative job titles a person may currently have that would fit this role?

What will be the structure of the interview process and who will be
involved?

Do you have any additional information you want to share that you think
would be helpful with the recruitment and search process?

* Questions listed are an example. Please edit questions as appropriate to need.
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