
 

 
Standard Operating Procedure (SOP) - 
Recruitment Coordination within the 

HR Department  
 

 

Validated for use by 

 

 

Purpose: 

The purpose of this SOP is to provide a clear and consistent process for coordination of 
recruitment activities within the HR department of the company. This will help ensure that all 

 



 

recruitment efforts are aligned with the company's goals and objectives, and that the recruitment 
process is conducted in a fair, efficient and effective manner. 
 

Introduction: 
The HR department is responsible for coordinating the recruitment efforts of the company. This 
includes identifying the staffing needs of the organization, developing job descriptions and 
specifications, advertising job openings, and conducting interviews. 
 

Scope: 
This SOP applies to all HR department personnel involved in the recruitment process, including 
recruitment coordinators, managers, and other HR staff. It also applies to all external 
recruitment agencies and other third-party organizations that may be used to assist with the 
recruitment process. 
 

Definitions: 
●​ Recruitment: The process of identifying and attracting potential candidates for a job 

opening. 
●​ Recruitment Coordination: The process of organizing and managing the recruitment 

efforts of the HR department. 
●​ Job Description: A document that describes the duties, responsibilities, and qualifications 

required for a job. 
●​ Job Specification: A document that outlines the specific skills, experience, and 

qualifications required for a job. 
 

Responsibilities: 
●​ Recruitment Coordinators: Coordinate the recruitment process and ensure that all 

recruitment efforts are aligned with the company's goals and objectives. 
●​ HR Managers: Oversee the recruitment process and ensure that it is conducted in a fair, 

efficient and effective manner. 
●​ HR Staff: Assist with the recruitment process as directed by the recruitment coordinators 

and managers. 
●​ External Recruitment Agencies: Assist with the recruitment process as directed by the 

HR department.​
 

Best Practices: 
●​ Identify the staffing needs of the organization. 
●​ Develop job descriptions and specifications that accurately reflect the duties, 

responsibilities, and qualifications required for the job. 
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●​ Advertise job openings in a variety of appropriate channels, such as online job boards, 
professional associations, and social media. 

●​ Screen and interview candidates to determine their qualifications and suitability for the 
job. 

●​ Provide feedback to all candidates on the status of their application. 
●​ Maintain accurate and up-to-date records of all recruitment activities.​

 

Steps: 
1.​ Identify the staffing needs of the organization. 
2.​ Develop job descriptions and specifications. 
3.​ Advertise job openings in appropriate channels. 
4.​ Screen and interview candidates. 
5.​ Evaluate candidates and make hiring decisions. 
6.​ Extend job offers and negotiate terms and conditions of employment. 
7.​ Onboard new hires. 
8.​ Maintain accurate and up-to-date records of all recruitment activities.​

 

Risks: 
●​ Incorrectly identifying staffing needs could result in recruiting for positions that are not 

actually required. 
●​ Inaccurately describing job requirements and qualifications could lead to the recruitment 

of candidates who are not suitable for the job. 
●​ Failure to conduct thorough background checks and reference checks could result in the 

hiring of candidates with inappropriate qualifications or a history of misconduct. 
●​ Failing to provide feedback to candidates may result in negative perceptions of the 

company and damage to the company's reputation.​
 

Disclaimer: This SOP is intended as a template and should be modified as necessary to 
comply with the company's policies and procedures. The company's management should review 
and approve all changes before implementation. 
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