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Job Order No


 
    Date



Consultant 





Company 



   Contact


Title 
     





Address








Tel
     












           

 Direct Line  












 

 Fax
      














 Email
      





Secretary 







 Mobile        





Direct Line






 
Web 
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QUALIFYING INFORMATION
Why is this position open 




  How long 







Tried to fill internally 




 Advertised 







What other sources used 




  Any offers  







Any turn downs 





  Why turn down 







Candidate from which company 



Any candidate in contention 





What is degree of urgency 













Is this a newly created position 



  Ideal start date
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DESCRIPTION OF JOB
Main duties & responsibilities 












Job title 


 

Will report to 




Title 




Tell me what an ordinary working week will be 










Will there be travel 


  Staff supervised


 
What level 





What would be the ideal background 












Where might he/she be working now 












Who are your competitors 













What organisations do you feel are doing a good job 










Why is that 
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COMPANY INFORMATION

What are the career prospects for the candidate 











What is special about your company 












How would you say you rank in the industry 











How old is the company 













Annual turnover 




 No of employees 







Do you have a corporate brochure you could send me 









Why is you company a good place to work 












INTERVIEW PROCEDURE
What is the interview procedure? First is who 



    Second is who 





How many interviews normally take place before you hire 









What is the background of your line manager 










What is your background 













When you interview, what sort of questions do you ask 










Can you confirm the dress code 













Is there anything else you can advise me of 











URGENCY

To determine urgency and qualify the job order.

“I am confident now you have described the situation, that I can locate ideal candidates for you very quickly.  I would have course need a commitment on your part to do this, so will you give me an exclusive for, say 
 days so that I can show you what I can do?

Are there any specific individuals you are interested in 










Why 



  Any companies not to be approached 








Where have your best people come from 











What qualifications do you require 












How would you describe the culture of your company 










What sort of personality are you looking for  











What are the most important requirements 












COMPENSATION
What is the salary range ?  Low 



  Med  



  High 





Can you go higher for an outstanding candidate 



 If yes, how much 





Is there a bonus / commission 


   how is it calculated 








When is it paid 





  Company of personal performance 





What guarantee can you pay 













Do you provide a company car 



  Type  



  Fuel expense 




Cash alternative  














When is the salary review  




  Could this be sooner  






How much could the review be worth  












What other benefits with the role ? Life insurance 

  Dental  

  Medical  




Pension plan 





  Cont. / Non cont.  







Is there a relocation package  


 How much 


 How paid 





what is the holiday entitlement  














FEE

If you are going for a retainer make sure the client is aware that you are looking for a ‘Commitment’ before you commence.  Be sure the ‘Urgency’ is there and the ‘Qualifying Questions’ have been answered satisfactorily.
Anticipated first year remuneration  £



  Our fee 

%  or  £



Do you have the authority to agree this?        YES 

NO


CLOSE

Thank you for your time, for the moment I have all the information I need.

Let me tell you what happens from here, first of all I will not be wasting your time with a lot of un-necessary phone calls.  However, if I do call, it will be to present a candidate for interview or to find out more information on the position for a potential candidate.  In this case I’m sure that you will appreciate that I will need a fairly quick response from you.

Is that alright from your point of view?

I should tell you that a great deal of my work is conducted outside of normal office hours which im sure you will understand.  Please give me your home telephone number should I need to contact you at short notice, of course I would only call you if this was a matter of urgency.
Home tel: 





  Mobile: 










ADDITIONAL INFORMATION

INTERVIEW RECORD

	Name
	Date – 1st
	Date – 2nd
	Interviewed by
	Results
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