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Recruitment Toolkit Section Four


Section Four – Making the Decision 

Using the Candidate Summary Sheet

After the interview, testing and reference checks transfer the candidate’s name to the Candidate Summary Sheet. 

Drawing on findings in interviews, reference checking and testing assign an overall rating onto the Summary Sheet. 

The summary sheet will need to be adjusted as appropriate to the role for which the candidate is applying by adding or removing components as necessary. 

Multiply each competency/skill/knowledge/experience score by the weighting to produce a total score for each. (Weightings for each component should be determined at the beginning of the recruitment process and may differ within each organisation depending on the relative importance of each component to the role). 

Finally, add your summary comments and decide whether you think the candidate should be considered for selection for any further rounds of the recruitment process or declined.

For successful candidates this summary sheet should be used during the induction period to determine development plans. See Section Five. 

Attached is the Candidate Summary Sheet
Candidate Summary Sheet
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	Candidate
	

	Position 
	

	
	Score
	Weighting
	Total Score

	
	Skill not present = 0

Skill present = 1

Skill strongly present = 2

Insufficient evidence = 0
	1= desirable

2=important

3=critical
	Score x Weighting

	Communication 
	(
	(
	(

	Resource/Project Management 
	(
	(
	(

	Relationship Management  
	(
	(
	(

	Leadership 
	(
	(
	(

	Organised Methodical Approach 
	(
	(
	(

	Customer Service Focus 
	(
	(
	(

	Contract Law/Project Management Process
	(
	(
	(

	Health, Safety and Environment 
	(
	(
	(

	Knowledge of relevant Acts, Regulations & Codes
	(
	(
	(

	Quality Management 
	(
	(
	(

	Management of Employees 
	(
	(
	(

	Management of Resources 
	(
	(
	(

	Field Based
	(
	(
	(

	Delivery of Outcomes 
	(
	(
	(

	Project Value Realisation 
	(
	(
	(

	Quality and Risk Focus 
	(
	(
	(

	Total
	(
	(
	(

	Summary

	

	SELECT ( 

DECLINE (



Experience





Knowledge





Competencies





Skills





Experience










1/1


