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Recruit for job title, department, compensation grade, start date: 

Mission/Responsibilities 
Why does this position exist?
What are the objectives, goals and desired outcomes?
What is the desired impact on the rest of the organization?
What are the specific responsibilities of the role?
What organizational relationships & interdependencies are important?

What is the vision (picture of success) for the role?

Strengths 
What talents are required? (Innate)
What knowledge is required? (Learned: education, training, experience, qualifications)
What skills are required? (Practiced: technical, interpersonal, business) 

What experience is required? (Hard-won)

What level of craft is required? (Artistic caring and sensibilities)

Motivation 
How do the activities of the role fit with the person’s likes/dislikes/ideal job criteria?

How will the person progress towards the desired long-term goal?

Fit 
What are the desired behaviors, relationships, attitudes, values, environmental preferences for the role?

What are the characteristics of the company’s work style? 

What are the characteristics of the groups work style? 

What are the characteristics of the supervisor’s work style? 

How well does the candidate fit with each of the above?
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NEW LEADER'S 100-DAY ACTION PLAN


Tool 9.2 - Recruiting Brief









This form is described in The New Leader's 100-Day Action Plan by George Bradt et. al. (5th Edition) 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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