	
	
	



How to hire the right people: a step-by-step guide
Building the right team is crucial for effective governance and sustainable growth. This guide outlines a structured, step-by-step process to ensure you hire effectively and fairly.
Step 1: Define the job description and hiring strategy
This foundational step ensures clarity, consistency, and fairness from the very beginning.
· Engage stakeholders: collaborate with HR, managers, and the team to define the role.
· Create a clear job description: use a consistent template to outline responsibilities, desired outcomes, and required qualifications. be sure to differentiate between "must-have" and "nice-to-have" skills.
· Define key attributes: specify not only the technical skills but also the soft skills (e.g., adaptability, collaboration) essential for success in the role.
· Determine compensation and type: set a competitive salary range to attract the right talent. also, decide on the hiring type: permanent (for core roles), contractor (for short-term projects), or temporary-to-permanent (for specific needs like maternity cover).
· Set a timeline: establish a clear, brief timeline for the process (e.g., 1-2 weeks with a maximum of 2 interviews) to avoid losing top candidates.

Step 2: Attract the right candidates
To hire fairly and find the best person for the role, you need to advertise widely and effectively.
· Choose the right channels: use diverse platforms to reach a broad audience.
	Advertising Channel
	Best For

	LinkedIn
	Professional roles (IT, finance)

	Recruitment agencies
	Hard-to-fill, specialized skills

	Employee referrals
	Cultural contribution (offer incentives)

	Company website
	Passive candidates


· Craft inclusive job ads: Use neutral language and focus on the skills and qualifications, rather than personal attributes, to attract a diverse pool of applicants.
· Highlight company culture: Showcase your organisation's mission and values to attract individuals who are aligned with your goals.
Step 3: Conduct a structured shortlisting and interview process
A standardised process is the most effective way to ensure fairness and mitigate bias.
· Standardize your process: score resumes against the "must-have" skills and qualifications to create a fair shortlist.
· Develop an interview script: create a standardized set of questions, including scenario-based questions (e.g., "how would you handle x?"), to assess candidates' understanding of the role, problem-solving skills, and how they would contribute to the team's culture. this ensures all candidates are evaluated on the same criteria.
· Reject mismatches quickly: provide timely feedback to candidates, even if they aren't a good fit. this maintains a positive candidate experience and protects your employer brand.
· Limit interview rounds: aim for a maximum of two to three rounds to keep the process efficient and respectful of candidates' time.

Step 4: Secure and onboard for retention
The final stage is about moving quickly and setting your new hire up for long-term success.
· Move quickly: Small organisation can win top talent by being faster than larger organisations therefore extend an offer promptly to secure your top choice.
· Prepare for counteroffers: Be ready for a counteroffer by emphasizing the non-salary perks of working for your organisation, such as career growth, flexibility, or the impact they can have on the business.
· Prepare for day one: ensure the new employee has a ready workspace and all necessary tools and access before they start.
· Onboard for success: assign a mentor to provide guidance and support. discuss their career path and provide regular feedback to prevent employee disengagement and ensure they feel valued and connected to the organisation.

	
	
	



