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The 10-step hiring checklist

Use this before every hire. It takes 15 minutes to set up and saves weeks of the wrong conversations.

Define the role properly before you advertise

Write a role brief — not just a job description.
Include what success looks like in 90 days, who
they'll work with, and why this role exists now.
Vague briefs aftract vague candidates.
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Write a job ad, not a job description

Your ad should sell the opportunity, not list
requirements. Lead with what's in it for the
candidate. Keep it under 400 words. Use plain
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Set your salary range before you start

Research the NZ market rate before you post.
Use TradeMe Jobs, SEEK salary insights, or
ask a specialist. Advertising without a range
wastes everyone's time — including yours.
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Choose your sourcing channels deliberately

Linkedin for professionalftech roles. SEEK for
volume. TradeMe for NZ-specific reach. Direct
outreach for senior or niche roles. Don't post

every NZ business needs

language. If it reads like a policy document, everywhere — post in the right places.

rewrite it.
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Send a brief screening question before
booking interview

Screen CVs against a scorecard, not a gut
feel

Two or three short written questions save hours
of interviewing the wrong people. Ask about
something specific to the role. A strong
candidate will answer well in under 10 minutes.

Before you read a single CV, write down the 4-5
things that actually matter for this role. Score
every candidate against the same criteria. This
removes bias and speeds up shorlisting.
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Design your interview process before it Use structured interviews — every time
starts
Ask every candidate the same core questions.
Take notes. Score responses. It feels more
formal but it's dramatically more predictive than
a conversation. Add one or two role-specific
SCenarios.

Decide how many rounds, who interviews, and
what each stage is testing. Brief every
interviewer before they meet candidates.
Inconsistent processes produce inconsistent
decisions.
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Move fast when you find someone good Nail the onboarding
The best candidates are off the market in 14
days. If your process takes 6 weeks, you will
lose them. Compress decision-making. Don't
wait for the perfect moment to make an offer.

A great hire who feels lost in week one will start
looking elsewhere by month three. Have a
30-60-90 day plan ready before their first day.
Assign a buddy. Check in weekly for the first
month.
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Need help putting this into practice? hello@segra.co.nz

Seqra provides fractional talent support for NZ businesses — scoped to your need, priced for your stage, built around your tools. seqra.co.nz
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