
I N T E R V I E W  P R O C E S S  C H E C K L I S T H i r e b e t t e r  t o o l k i t

Job Listings & 

Descriptions Checklist

S T R O N G N E E D S  I M P R OV E M E N T

Include the “Why”

Describe What Success Looks Like

Describe the Culture Authentically

Describe the Role Transparently 

(attract / repel)

Outline Typical Day 

Responsibilities

Outline Interview Process

Highlight Key Benefits

Consult Top Performers / 

Stakeholders


