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 Recruitment 

 

A company is only as good as its employees.  A great company recruits great 

people who can successfully implement the organization's business strategy.  

The recruitment of new employees is one of the most important functions 

that managers perform.  If done properly, the company will thrive.  If done 

poorly, it can be costly and have a negative impact on everyone in the 

organization.  

There are five key steps in the Recruitment Process: 

1. Planning 
2. Attraction 
3. Selection 
4. Onboarding 
5. Evaluation 

PLANNING 

1. Determine workforce requirements 
 forecast the company's demand for and the supply of future 

employees 
 review various metrics such as budget, sales projections, growth, 

expansion, new markets and expected turnover (both voluntary and 
involuntary) to determine the organization's demand for employees 

 consider factors such as labour markets, demographic trends and 
availability of specialized resources (e.g. IT professionals, engineers, 
accountants, etc.) to determine the available supply of employees 

 identify the position(s) required to be filled  
 determine the employment category for the position(s) being 

recruited (full time, part time, permanent, temporary, contract)  
(Appendix A) 
 

2. Obtain necessary approval to conduct the recruitment (Appendix B) 
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 Appendices 

Appendix B: Staffing Request Form

  



 

 

ABOUT SALOPEK & ASSOCIATES LTD. 

Salopek & Associates Ltd. is a team 
of human resource and business 
consultants specializing in strategy, 
human resources and board 
governance. We are available on an 
on-call basis to help you attract, 
retain and develop the right people 
and to put effective processes in 
place that will grow your business.  

Each Associate on our team has more 

than 15 years of experience. In 

addition, our Specialists have 

advanced human resource and 

business designations. We own our 

own businesses and know the 

challenges related to running a 

successful business. Salopek & 

Associates understands the 

importance of attracting, retaining 

and developing good people. Our 

consulting team is on-call 24/7 and 

available when you need us. We are 

just a phone call or email away. 

 


