
	  
 

Get Your Ducks in a Row: The Hiring Checklist 
 
1. When do you need this person?  Work backwards from when someone 
must be in the seat.  If you’ve been tracking data on time-to-fill internally, then 
you’ll be able to do this precisely. If not, that’s ok. Assume 6-12 weeks, depending 
on the role and time of year, from search beginning to start date.  
 

 
 

2. What’s your culture?  Hash this out as a group, and identify the types of 
people – regardless of role – that will fit well into it. 
 
 
 
3. Who will the new hire report to (near term and long term, if it’s 
subject to change)?  It’s important for a prospective candidate to understand 
whom they’re working for and where they fit in your org chart. It will also 
influence who plays a role in the interview process. 
 
  
   
4. What’s the budget for role?  Create a base case, mid case, and reach 
scenario. Try to leave some rope for yourself in case you stumble across your 
unicorn. Include base, bonus, and equity in your calculations.  Try to get some 
market data to make sure your budget makes you competitive with market comp 
rates. 

 
 
 

5. Will the search be handled internally or externally? If external, will 
it be contingency or retained?  
 
 
 
6. What are your top-5 ‘must haves’ in a candidate? What are your 
top-2 ‘nice to haves?’ Lay out a long list of traits, skills and competencies, then 
whittle it down. Once you start interviewing, it will be beneficial to know where 
you’re willing to make tradeoffs. 
 
 
 
7. Is this person managing others? If so, how many now, & how many 
12 months from now?  Will this person be part of the executive 
leadership team? 
  



	  
 
8. In 12 months, retrospectively, what does success look like in this 
role? Quantify it. The more clearly and succinctly you answer this question now, 
the more straightforward you can be with both recruitment personnel and 
candidates during the hiring process.  Use this to help create a performance 
scorecard for them once they’re hired. 
 
 
 
9. What domain expertise is required?  
 
 
 
 
 
10. What’s the interview process? How many rounds? Who is interviewing?  
Will Board members be involved?  If so, when? How will the interviews be 
conducted? Having 5 different team members conduct the same interview leaves 
candidates exhausted from answering the same questions 5 times, and leaves 
your team with an incomplete picture. Who’s focusing on core competencies? 
Intangibles? Behavioral? Culture? Domain Expertise? Use the interview process 
to develop a diverse view of your candidate pool and make more informed choices.  
	  


