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The High-Growth Hiring Checklist
An End-to-End Framework for Business Owners Ready to Build Teams That Perform Not Just Fill Seats

	HOW TO USE THIS CHECKLIST
Work through each phase of the hiring process in sequence. Each item includes a brief implementation note. Check each box as completed to ensure a consistent, compliant, and candidate-positive hiring experience every time you hire.



	PHASE 1: ROLE DEFINITION - Before You Post Anything

	☐
	Define the business case for this hire
What specific outcomes justify this hire? What problem does it solve or what revenue does it enable?

	☐
	Write an outcomes-based job description
List what success looks like at 30, 60, and 90 days not just a task list

	☐
	Separate non-negotiable vs. preferred qualifications
Distinguish must-haves from nice-to-haves to avoid unnecessarily narrowing your candidate pool

	☐
	Define the FLSA classification (exempt or non-exempt)
This determines overtime eligibility misclassification carries significant legal risk

	☐
	Set the compensation range based on market data
Research: industry benchmarks, geographic market, company stage, and internal equity

	☐
	Define the reporting structure and team integration
Who does this role report to? Who does it collaborate with closely? What does integration look like?

	☐
	Get leadership alignment before posting
Ensure the hiring manager, budget owner, and leadership team are aligned on the role definition and expectations



	PHASE 2: SOURCING & CANDIDATE ATTRACTION

	☐
	Write a job posting that markets the role, not just describes it
Open with your value proposition as an employer. Why would a top performer choose you?

	☐
	Select sourcing channels strategically
LinkedIn, Indeed, niche job boards, professional associations, employee referrals match channel to candidate profile

	☐
	Define your target candidate profile in writing
Document the experience, skills, and cultural attributes you are specifically looking for before you start reviewing

	☐
	Activate your employee referral network
Your best employees often know more great people make the ask intentional and specific

	☐
	Ensure all job postings are inclusive and legally compliant
No age, gender, or other protected-class-suggestive language; accessible application process

	☐
	Set a target response time for applicants
Top candidates are off the market fast commit to a response timeline and communicate it



	PHASE 3: SCREENING & INTERVIEW PROCESS

	☐
	Create a consistent phone screen template
5–7 qualifying questions that assess minimum requirements for every candidate before advancing

	☐
	Design a structured interview guide
Standardized, role-relevant behavioral interview questions for every interviewer consistency reduces bias and improves decisions

	☐
	Brief all interviewers on legally off-limits questions
Topics to avoid: age, race, religion, national origin, disability, pregnancy, marital status, family plans

	☐
	Assign a clear decision-making process before interviews begin
Who has final authority? Who provides input? How is the debrief structured?

	☐
	Use a candidate scorecard
Evaluate all candidates against the same defined criteria eliminates gut-feel bias from hiring decisions

	☐
	Schedule a structured debrief within 24 hours of final interviews
While impressions are fresh use the scorecard as the foundation, not individual opinion



	PHASE 4: OFFER & CLOSE

	☐
	Confirm compensation against market benchmarks and internal equity one final time
Before extending the offer ensure it is competitive, equitable, and defensible

	☐
	Prepare a legally reviewed offer letter template
Includes: role title, start date, compensation, at-will language, contingencies (background check, etc.)

	☐
	Be prepared for negotiation
Know your flex range before the call. What can you move on? Salary, start date, sign-on, remote flexibility?

	☐
	Set a clear offer deadline
Keeps your process moving and signals organizational professionalism

	☐
	Have a strong decline process ready
Thank declined candidates professionally your next great hire may know them

	☐
	Complete all pre-employment steps before start date
Background check cleared, equipment ordered, system access set up, team notified, first-day agenda ready



	PHASE 5: AFTER THE HIRE - Setting Up for Long-Term Success

	☐
	Execute your structured 30/60/90-day onboarding plan
See the companion resource: The 5-Step Onboarding Framework

	☐
	Schedule the week-one manager 1:1
Confirm role expectations, answer open questions, establish communication cadence

	☐
	Connect new hire to culture and team
Introduce to all key stakeholders in the first two weeks make belonging intentional

	☐
	Track hiring metrics for continuous improvement
Time-to-fill, cost-per-hire, offer acceptance rate, 90-day retention build your data baseline

	☐
	Conduct a 90-day hiring process debrief
What worked? What would you improve? Update this checklist based on your real-world experience



	NEED SUPPORT BUILDING YOUR HIRING PROCESS?
Epiphany's Recruitment-as-a-Service (RaaS) puts expert HR recruiters in your corner handling sourcing, screening, and selection while you focus on running the business. Available as a standalone service add-on for any tier.

Book your complimentary discovery call here: https://bit.ly/EpiphanyHR
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