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Recruit for: Job Title, Department, Compensation Grade, Start Date:


_____________________________________________________________________________________

Mission/responsibilities:

	Why position exists 
	

	Objectives/goals/outcomes 
	

	Impact on the rest of the organization 
	

	Specific responsibilities 
	

	Organizational relationships & interdependencies 
	


Vision (picture of success)

Strengths

	Talents
	

	Skills (technical, interpersonal, business)
	

	Knowledge (education, training, experience, qualifications)
	


Motivation

	How activities fit with person’s likes/dislikes/ideal job criteria 
	

	How to progress towards long-term goal
	 


Fit

	Values
	

	Workstyle, characteristics – Company’s
	

	                                           - Group’s
	

	                                           - Supervisor’s
	


Attached - Purpose & Priorities (2.1), Employee Messages (2.3), Onboarding Timeline (3.1)
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ONBOARDING


 Tool 3.2


Recruiting Brief












This form is described in Onboarding by George Bradt and Mary Vonnegut and may be customized and reproduced for personal use and for small scale consulting and training (not to exceed 100 copies per page, per year). Further use requires permission. 
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