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Recruitment Priorities & Budget Workshop Activity 
Recruitment Priorities
[bookmark: _GoBack]Use the following table to help define your recruitment priorities. Define a “big picture” written set of priorities to provide a map to guide your recruitment plans. Identify positions to be filled and realistic timelines for completing the recruitment process. Plan out as far as you have information, but try to assess for at least 3-5 years. Dates do not need to be static, so use the best information you have. When setting priorities, consider the length of time it could take to fill each position to plan adequate time to fill expected vacancies. 
For example, if you have a physician who has indicated she plans to retire in five years, include this information. While her retirement plans could change, including the information in the plan is a reminder to ask her about her plans and refine the information as the dates approach.

	Position
	FTE
	Replacing
	FTE
	Is it a New Position?
	Reason
	Date

	
	
	
	
	
	Current Vacancy
	Planned Vacancy
	Retirement
	Growth
	Other
	Anticipated Need
	Begin Recruitment Process

	NP
	.75
	Jill Smith, NP
	.5
	No
	
	
	X
	
	
	Immediate
	3/6

	FP
	1.0
	
	
	Yes
	
	
	
	X
	
	8/17
	4/17

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	



What are some other recruitment priorities you need to consider?
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Recruitment Budget
Plan for a realistic recruiting budget to ensure you have the resources required to mount a successful recruitment effort. Review the table below and identify all the areas your health center is currently budgeting for or those it needs to consider including in its recruitment budget. If you have the costs start filling out the table below with the appropriate information.
	Staff Costs (Planning, Recruiting, Onboarding)

	Business Office (Patient Accounts/Billing) Salary and Benefits per Hour
	 

	CEO/Administrator Salary and Benefits per Hour
	 

	Clinical C-Suite Salary and Benefits per Hour
	 

	Human Resources Salary and Benefits per Hour
	 

	IT Hourly Rate Plus Benefits
	 

	Nurse/MA Hourly Rate Plus Benefits
	 

	Other Providers Average Hourly Rate Plus Benefits
	 

	Support Staff Salary and Benefits per Hour
	 

	Total Staff Costs
	 

	Outside Recruiting Expenses

	Recruiting Service
	 

	Advertising Costs – up to three national online or print services for three months including career boards 
managed by and for minority professionals (e.g., National Black Nurses Association, Out Professional 
Network)
	 

	Total Outside Recruiting Expenses
	 

	Interview Expenses

	Number of In-Person Interviews
	 

	Hotel Expense per Night per Interview
	 

	Travel Expense per Interview
	 

	All Staff Breakfast with Candidate per Interview
	 

	CMO Lunch with Candidate per Interview (include candidate and guest)
	 

	Number of People Included in Interview Dinner per Interview
	 

	Interview Dinner Cost Per Person per Interview (include tax and gratuity)
	 

	Cost of Other Interview Items (e.g., gift baskets, babysitting service)
	 

	Total Cost Per Interview
	 

	Total Interview Expenses (Number of Interviews x Total Cost per Interview)
	 

	Hiring Expenses

	Relocation Costs
	 

	Signing Bonus
	 

	Publicity Costs
	 

	Other Costs (e.g., phone, lab coat, computer)
	 

	Total Hiring Expenses
	 

	Total Recruitment Budget
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