[image: ]

Recruitment Teams Activity
[bookmark: _Toc450899558]Recruitment Team Roles and Responsibilities
Establish clear roles and responsibilities for team member, keeping in mind their stake in the recruitment, their availability, and respective skills. For example, you may want to include a clinical support staff member to be part of an interview and provide input, but this may be the limit of this person’s role. Whereas, the Chief Medical Officer or Medical Director may not wish to deal with the administrative responsibilities, but clearly needs to spend one-on-one time with final candidates and potentially be part of the screening process. 

Sample: Typical Recruitment Team Members and Corresponding Responsibilities
	Position
	Responsibilities

	CMO
	With CEO, defines position, contributes to drafting ad; assists with screening calls; final interviews; visit dinner event

	CEO/Administrator
	With CMO, defines position; contributes to draft ad; assists with screening calls; final interviews; visit dinner event

	Recruitment Staff (may not have this title, but need to appoint someone in this role)
	Coordinate with recruiting firm (if any); draft final ad and coordinate with media and social media outlets; screening calls; coordinate all parts of visit and interviews; track candidates; develop and negotiate contracts; assist with moving arrangements and community connections (e.g., schools, partner employment)

	Provider Team Members
	Input defining position; contributes to drafting ad; final interviews and visit events, as necessary

	Clinical Support Staff
	Part of site tour and informal interviews during visit

	Administrative Staff
	Support recruitment staff; potentially part of site tour and informal interviews during visit

	Community Member
	Potentially part of final interviews; visit dinner event

	Provider Team Partner
	Provide assistance and support to candidate partners/families; lunch with partner
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