	Ref No:
	Date
	Client



	A. ROLE DEFINITION


	Title:
	

	Purpose:
	


	A1. Who will this position report to?


	A2. Department name and function?


	A 3. Main responsibilities of the position?


	A4. Who reports into this position


	A5. Where will this person be based?


	A6. What level of travel does the role involve? Percentage of time spent in office?


	A7. What is the salary package?

	Basic
Minimum

Maximum
	Other elements

Bonus


Holidays

Car


Shares


Life Assurance

PHI


Relocation

Pension


	A8. How long has the position been open? (Timescales/Urgency)? What has been done so far? 


	A9. Confidentiality/Sensitivity
Mark invoice Private & Confidential Yes / No                Full invoice description Yes/No


	Fees
	Discussed:

Yes 
No
	Agreed:

Yes
 No
	Value of retainer invoice ,

Invoice to:


	B. SKILLSETS & COMPETENCIES SOUGHT


B1. Which of the following general skillsets & competencies are required, and what is the evidence for them?
Rate as C=Critical (ie if the candidate does not possess it they will be excluded), H=Highly desirable, D=desirable,U=unimportant.
	GENERAL
	Rating
	Evidence

	Academic Qualifications
	
	Qualifications required, evidence is claim/certificate/check

	Budgeting
	
	size of budget, if sets budget, if manages budget, evidence is anecdotal

	Career potential
	
	Ability/aptitude to progress to a more senior role, evidence is interviewer=s assessment

	Change management
	
	ability to initiate and manage change in a way which enhances company financial performance (may be cost reduction or revenue increase), evidence is anecdotal & reference check

	Communication skills
	
	Must posses excellent verbal, written communication skills and presentation skills, ability to understand and transmit messages, ability to listen and understand what has been said evidence is cv, interview

	International Experience
	
	Should have experience of working abroad/working with other cultures, needed information is: years experience

	Language skills
	
	Languages spoken/written & fluency, evidence is generally anecdotal

	Man Management
	
	number of people managed, style, evidence is anecdotal & reference check

	Market knowledge
	
	Aware of opportunities and major players. Knowledge of market trends, evidence is anecdotal

	Motivational skills
	
	ability to motivate people and the main techniques used to do so, evidence is anecdotal & reference check

	Organisation
	
	ability to organise own work and work of others, evidence is anecdotal

	PC skills
	
	Specific PC packages used, evidence is candidate claims

	Resources Management   
	
	the ability to use the resources available effectively, identify surplus resources or a shortage of resources & influence the company to resolve issues, evidence is anecdotal & reference check

	Strategic Planning
	
	ability to influence policy and company direction, evidence is anecdotal & reference check


	B. SKILLSETS & COMPETENCIES SOUGHT


B2. What are the skillsets & competencies required for the role, and what is the evidence for them?
Rate as C=Critical (ie if the candidate does not possess it they will be excluded), H=Highly desirable, D=desirable,U=unimportant.
	ROLE SPECIFIC
	Rating
	Evidence

	Analytical skills
	
	

	Commercial attitude
	
	

	Creativity
	
	

	Customer service
	
	

	Technical competence
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	C. RECRUITING INFORMATION


	C1. Why is the position available?


	C2. What other job titles might the successful candidate currently have?


	C3. What type of company would the ideal candidate currently work for?


	C4. Which competitor would the candidate ideally work for, or have worked for in the past?


	C5. How many people have you interviewed to date?


	C6. Describe the one you like best?


	C7. What are the performance targets for the role?


	C8. What levels of performance are acceptable?


	C9. What opportunities are associated with this appointment?


	C10. Why should someone who is happily and securely employed leave their job and come and work for you?



	SEARCH

	The candidate is so senior he will be easily identifiable

The candidate=s specialised skills are clearly and easily definable

Confidentiality is essential

There is only a small pool of suitably qualified individuals

The client company or their sector suffer from a poor profile

	SELECTION

	The candidate is not easily identifiable amongst a large group of peers

The salary level, and therefore the fee, will not justify the work involved in search

A clearly defined time frame is desirable

The candidate might come from any one of a large range of sectors

The client=s profile is likely to attract high calibre applicants


	D. INTERVIEW PROCESS


	D1. Interviewing cycle - how many meetings, with whom?


	D2. Who is the ultimate decision maker?


	D3. What will be the emphasis during the interview?


	D4. What kind of preparation do you expect from the candidate?


	D5. Is there any form of testing?


	D6. Are there any specific questions we should use to test the candidates before introducing them to you?


	D7. What would make you reject a candidate?



	E. COMPANY INFORMATION


	E1. How long has the company been in existence?


	E2. Number of employees at this location and in total?


	E3. Turnover at this location and in total?


	E4. What is special or unique about the company compared to the competition?


	E5. What are the main challenges facing the business currently?



	E6. Non confidential growth plans


	E7. What is the main market and who are the main customers?
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