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Client Consultation Worksheet
Use this worksheet when you meet with the hiring manager to capture information for the requirements of the position.  It serves as a basis for the job announcement and recruitment plan.

	Position:
	     
	Date:
	    /      /       

	

	Client:
	     

	

	Client Description:
	     

	
	     

	
	     

	

	Client EVP:
	     

	
	     

	
	     

	

	CLIENT CONSULTATION

	

	I.
	BACKGROUND

	

	A.
	Why does this position need to be filled?

	

	
	     

	
	     

	

	B.
	When does this position need to be filled?
	     

	

	C.
	Why did the previous person leave the position?

	

	
	     

	
	     

	

	D.
	What is the salary range for this position?
	     

	

	E.
	How did you determine the salary range?

	

	
	     

	
	     

	

	F.
	Who will this person report to?
	     

	

	G.
	Describe the work environment.
	     

	

	H.
	What are the hours the person would work?
	     

	

	II.
	RECRUITING EFFORTS

	

	A.
	Have you attempted to fill this position?
	 FORMCHECKBOX 
  YES      FORMCHECKBOX 
  NO

	

	
	If yes, tell me about your efforts. What steps have you taken? (Be as specific as possible.)

	

	
	     

	
	     

	
	     


	B.
	Has the position been advertised?
	 FORMCHECKBOX 
  YES      FORMCHECKBOX 
  NO

	

	
	If yes, where did you advertise the position? (Be as specific as possible.)

	

	
	     

	
	     

	
	     

	

	
	How long did you advertise?
	     

	

	
	Can you please forward a copy of the ad?
	     

	
	

	C.
	Have you conducted interviews?
	 FORMCHECKBOX 
  YES      FORMCHECKBOX 
  NO

	

	
	If yes, what were you looking for that you did not find? (Be as specific as possible.)

	

	
	     

	
	     

	
	     

	
	

	D.
	Would you consider out-of-state applicants?
	 FORMCHECKBOX 
  YES      FORMCHECKBOX 
  NO

	
	If yes, do you offer relocation assistance?
	 FORMCHECKBOX 
  YES      FORMCHECKBOX 
  NO

	

	

	III.
	CANDIDATE ANALYSIS

	

	A.
	Describe the “perfect” candidate for this position (hard and soft skills):

	

	
	     

	
	     

	
	     

	
	

	B.
	What makes this position and agency attractive?

	

	
	     

	
	     

	
	     

	
	

	C.
	What are the benefits to the applicant/employee? (tangible and intangible)

	

	
	     

	
	     

	
	     

	
	

	D.
	What are some potential downsides to this position? (Explain.)

	

	
	     

	
	     

	
	     

	
	

	E.
	How can you minimize or eliminate the downsides?

	

	
	     

	
	     

	IV.
	JOB PRIORITIES

	

	A.
	What are the initial objectives and expectations for this position?

	

	
	     

	
	     

	
	

	B.
	One year from now, how will you gauge this employee’s performance?

	

	
	     

	
	     

	
	

	C.
	What initial objectives would you and the employee agree on?

	

	
	     

	
	     

	

	V.
	CRITICAL INCIDENTS

	

	
	What are commonly occurring situations that the new employee will confront and must be able to master to be considered a strong performer:

	

	
	     

	
	     

	

	VI.
	JOB REQUIREMENTS FROM A LATERAL POINT-OF-VIEW:

	

	
	What are the competencies and personal traits valued most by co-workers?

	

	
	     

	
	     

	

	VII.
	REQUISITION ANALYSIS

	

	A.
	Does the requisition accurately address all of the key skills and abilities that will be necessary for the candidate to be successful?
	 FORMCHECKBOX 
  YES      FORMCHECKBOX 
  NO

	

	
	If not, what’s missing?

	

	
	     

	
	

	B.
	Does the requisition highlight the unique benefits of working for your agency?
	 FORMCHECKBOX 
  YES      FORMCHECKBOX 
  NO

	C.
	Does the requisition list the desired skill level?
	 FORMCHECKBOX 
  YES      FORMCHECKBOX 
  NO

	D.
	Is the requisition written so that it will be easily understood by a broad range of applicants?
	 FORMCHECKBOX 
  YES      FORMCHECKBOX 
  NO

	

	
	If no, what must change?

	

	
	     

	
	     

	
	

	D.
	Do I need to rewrite the requisition?
	 FORMCHECKBOX 
  YES      FORMCHECKBOX 
  NO
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