Job Title: 






 Date: 






	COMPANY INFORMATION


Company Name: 











Address: 




 City: 


 State: 

 Zip: 



Directions: 













Year Established: 

 Number of employees: 

 Private/Public: 



Company Description: 





































Hiring Manager: 




 Title: 







Phone: 





 Fax: 







Email: 





 Send Resume Via: 





	REQUIREMENTS


Location: 




 Territory: 







How Many Needed: 



 Start Date: 







Duties and responsibilities: 


















































What does this person need to do in order to be successful? 













































What will really make you want to hire my candidate? 














































Education Required: 



 Total of number people responsible for: 



Travel Required: 


 P&L/budget responsibilities: 




Personality preferred/Team Culture: 



































	RECRUITING INFORMATION


Background of ideal candidate: 























Describe last candidate who had the job: 





















Where is the qualified candidate working now? 








Is there someone you would like to hire/who? 








Who can we recruit from? 
























Who can we not recruit from? 










Which industries are similar? 










Which companies has your company recently hired from? 




















What makes your company such a great place to work? 














































Career path: 







































Training offered: 

























	CURRENT STATUS


Status of candidates being considered – internal/external: 

































Describe best candidate so far: 























# candidates rejected/why: 









 # offers rejected/why: 











Open since when/why: 











Has or will advertise: 



 Using other recruiters: 





	INTERVIEW PROCESS


Reports to: 




 Decision maker: 






Their background: 






































Company’s image: 



 Candidate dress: 






Delay/prevent a hire? 












Interview process: 






































	COMPENSATION


Salary Range: 



 Bonus/Commission: 





How is it calculated?












Guarantee the commission for 1-year/9-months/6-months/3-months: 





Benefits: 











 

Relocation Offered: 












Probation period: 










 

Hire/review package: 












	FEE SCHEDULE


Fee Percentage:












Guarantee: 













Term: 














