How Fast-Growing Companies Build a
Reliable Recruitment System

Reduce Bad Hires & Increase Retention

We break down how structured
screening and value-alignment
checks reduce churn and create
long-term team stability.

Hiring System Templates

Role/Title

Mission of the role
KPIs

Required Skills

Daily Responsibilities



A quick audit to check if your job description, interview process, screening criteria, and onboarding
workflow are clearly documented and ready for hiring.

Hiring Readiness Worksheet

Do you have a clear job description? (Yes/No)
Do you have a documented interview process? (Yes/No)
Do you have screening criteria? (Yes/No)
Do you have an onboarding workflow? (Yes/No)
List current team roles (Yes/No)
List workloads and responsibilities (Yes/No)
List the gaps (Yes/No)

Virco 3-step framework

e Research : We analyze your hiring
needs to find the best talent
solutions.

Interview : Our team sources,
screens, and interviews top
candidates.

Placement : We present the best
candidates for your selection

Candidate Onboarding Checklist




Use this checklist to ensure all necessary steps for candidate onboarding are completed. Feel free to
customize it based on the role.



ITEM

Send offer letter and confirm
acceptance

“. In progress v

Pre-Start Preparation

First Day Essentials

Role & Process Orientation

Checkpoints & Feedback

Ongoing Support

Prepare employee profile in HR
system

Set up email, software accounts,
and access credentials

Assign workstation, tools, and
equipment

Welcome meeting / company
introduction

Introduce team members and key
stakeholders

Review job description, role
expectations, and KPls

Provide employee handbook and
policies

Train on core tools and systems

Review standard operating
procedures (SOPs)

Assign initial tasks and
responsibilities

Explain reporting structure and
communication channels

End of Day 1: Quick check-in on
comfort and questions

End of Week 1: Review progress,
address roadblocks

End of Month 1: Evaluate performance
and fit, gather feedback

Assign a mentor or buddy for
guidance

“. In progress ~

«« Requires follow-up v

" Not started v

“. In progress v

«« Requires follow-up v

“.In progress v

Completed v

" Not started v

@ On hold



Schedule regular check-ins (weekly
— monthly)

Continuous training and
development opportunities

Collect feedback for process
improvement

Best Practices

Description Example

Building Rapport

Personalizing Interactions

Seeking Solutions

Going Above and Beyond

Communicating Clearly

Solving Problems

Practicing Patience and
Professionalism

Add more as needed



Are you ready to turn your hiring process into a 3-step system?

Get a free consultation now!



