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Nucleus is an award-winning, adviser-influenced wrap platform. Since launch we’ve 
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Recruitment for financial planning practices

The shift in dynamic brought about by the Retail Distribution Review has also started to 
challenge  the way adviser firms are structured. With the focus now on servicing clients rather 
than distributing products, there is more pressure than ever to give the right level of client 
engagement at the right price. Meanwhile the responsibility of sourcing new clients remains  
a key consideration for many firms.

Inevitably the spotlight is increasingly on the people who can make all this happen. Having the right 
team with the skills and experience you need to achieve your strategic goals will help to make sure 
that your firm’s objectives are realised and that you’re set up to achieve future growth.  

But where do you start? Recruiting for any small business can be expensive and time consuming. 
Introducing a new person into an established team isn’t a scientific process. Yet it’s critical that you 
find people who are not only appropriately skilled, but who also fit the culture of your business if 
you want to move forward. The negative effects of a ‘bad’ hire can go beyond cost and time spent 
– they can risk damaging the business’s reputation, staff morale and productivity.

While there’s no easy solution to 
the issue of recruitment, there are 
ways to avoid the pitfalls. This white 
paper aims to identify a structured 
approach to recruitment to help 
you avoid the most common issues 
associated with the process. 

We’ll take you through the issues to think about when investing in new people: from choosing the 
right recruitment method and preparing for the interview, through to making the offer and the 
induction process. 

We’ve also put together a collection of questions that we hope will help you get the most out of the 
interview process, and the best people for your business.

“ Recruitment is a real headache. You’re exposing 
your firm’s reputation, your hard earned cash and 
a great deal of time getting the right people. I don’t 
think there’s an easy way of doing it.”

 Stephen Tucker, The Fry Group

Last year 60% of employers 
reported a bad hire.

CareerBuilder, May 2013.

60%

Introducing a new person into a 
small, established team isn’t a 
scientific process.
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It’s always a risk to carry out any major change to a business 
without a well thought through strategy. When it comes to 
recruitment, having a structured process in place can greatly 
increase the likelihood of a successful outcome, and reduce 
unnecessary time and money spent on the process. 

It’s essential that the recruitment process you choose is aligned 
to your firm’s strategic objectives and can be delivered in a way 
that doesn’t disrupt your day-to-day activities.

Below we’ve suggested a step-by-step process to help you  
get started.

Stage one – Defining your requirements
You can define what you need from your potential new recruits 
by firstly looking at your firm’s goals. What are the skills and 
experience needed to realise your growth strategy? What does 
the firm’s ‘ideal’ organisational structure look like? 

Stage two – Internal development vs external recruitment
Is there already someone who could fulfill the new role? 
Promoting internally would provide individual development 
and career progression, and has the opportunity to enhance 
employee engagement, retention and morale. It also avoids the 
risk of an external recruit not being aligned to the culture and 
objectives of the business. 

Getting started

Process

Stage 1
Define your 

requirements

Stage 3
Timescales

Stage 6
Create a  

role profile

Stage 2
Internal development  

vs external  
recruitment

Stage 4
Budget

Stage 5
Salary and benefit 

considerations

Questions to ask

• Could the skills and experience you’re looking for be 
developed from your existing team?

• How long would it take for them to develop the skills 
needed?

• Will the employee’s current role need to be back-filled 
or can the workload be absorbed by colleagues, or by 
effecting greater efficiencies within the business?

• If the role can’t be filled internally then – especially in the 
case of paraplanners – is outsourcing a possibility?

• Are you clear about the key elements that necessitate 
bringing in an external recruit?

Questions to ask

• What’s your growth strategy – is it to bring on more advisers 
or more admin staff?

• What ratio of paraplanners and admin staff to advisers 
would you like?

• Is the role expected to generate additional revenue? If so, 
how quickly?

• Are you looking for advisers with an existing client bank or 
will you provide clients for them to service?

• If you’re looking for paraplanners, do you want them to be 
client facing or purely back-office based?

• Are you looking to provide development for your staff or will 
the role be fairly limited in terms of growth?
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Stage three – Timescales
A standard recruitment process from defining requirements to 
making the offer can take between six and eight weeks. The 
more senior the individual you’re recruiting the longer their notice 
period will be.

If there’s an urgent need to fill this role, and you’re looking 
externally, you might want to think about a temporary 
replacement. A temporary worker or contractor could meet your 
short-term needs allowing you time to look for a permanent 
placement.

Recruiting takes time – not just to evaluate CVs and carry 
out interviews, but also to successfully complete a thorough 
induction and probationary period. You need to think about who 
will be involved at what stage, and when they’ll be available.

Stage four – Budget
You also need to consider the associated costs of recruitment 
such as advertising or using an agency. Average online 
advertising costs are around £500 for a one-off advert. 
Recruitment agencies charge either a percentage of the 
candidate’s salary or a one-off fee. Average fees can start 
from around £6,000 – £8,000. Percentage of salary is the 
most common charging structure and can be negotiated from 
between 15% – 25% of their base salary.

We discuss recruiting directly and using an agency on page 7.

A standard recruitment process 
from defining requirements to 
making the offer can take between 
six and eight weeks. 

Questions to ask

• When is the new recruit needed? 
• What impact will a delay have on revenue or service levels?
• How might their current notice period impact their start 

date?
• Does this role suit a ‘gap fill’ in the meantime, or does it 

have to be a permanent member of staff?
• Can you commit the time to writing a role profile, advertising 

and reading through CVs?
• Do you have the right people available to carry out the 

interviews? 
• How much in-house training will the new recruit need to get 

them up and running?

Almost 60% of Nucleus advisers  
who have previously recruited using  
an agency have paid them a 
percentage of the candidate’s salary  
rather than a fixed fee.

Source: Nucleus short recruitment survey,  

August 2013.

60%

Questions to ask

• Do you have the budget to use an agency?
• Have you calculated the benefits (incremental revenue, 

increased productivity etc) to the business to justify the 
recruitment spend?

• When are you required to pay fees and how does it impact 
your monthly cash flow?

• How can you be sure the agency understands your  
business and recruitment needs well enough to give you 
value for money?

• If the recruit leaves or is unsuccessful during the 
probationary period, are you entitled to a refund of any fees 
paid?
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Stage five – Salary and benefit considerations
Next you need to think about the benefits package you’d  
like to offer the new person and how this will be reflected in the 
role profile.

There are some types of employee benefits that are mandated 
by law, for example, minimum wage, and other types that 
employers choose to provide, such as health insurance and 
child care.

Benchmarking can help to make sure you’re offering a 
competitive salary and benefits package.

On page 13 you can find further details of the minimum legal 
requirements for a contract.

Stage six – Creating a role profile
Creating a role profile will help to describe what the job’s aims 
are – what the person carrying out the role has to achieve to 
make it a success. This will include the purpose, duties and 
responsibilities, what the individual will be asked to deliver, and 
how the job relates to other roles within the company. 

Not having a profile of the job can sometimes lead to confusion 
around what the management expects and what the individual 
thinks their responsibilities are. It also makes it difficult to 
identify where an individual is exceeding or falling below your 
expectations. 

It can also be helpful to have input from existing members of the 
team. In particular, they’ll be able to define the characteristics 
needed to make the new candidate fit culturally within the team.

Role profile – what to include
• The job title, the reporting line, and whether they’ll have any 

direct reports
• A brief introduction to the company including its vision, key 

drivers and purpose
• Clearly defined responsibilities that you’d like the new recruit 

to carry out
• The necessary and desirable 

skills, aptitudes, knowledge, 
qualifications and experience 
sought 

• Personal qualities (such as a 
good team player and  
concise communication 
skills).

Make it clear which skills, experience or qualifications are 
essential or desirable. This will help candidates decide whether 
or not to submit an application, and will also help you when it 
comes to shortlisting candidates.

Now that you’ve identified the skills, knowledge and experience 
you’re looking for, you can start to think in more detail about the 
best method of attracting your new recruit.

Tip
Use active verbs like 
‘writing’ and ‘calculating’ 
instead of vaguer terms 
such as ‘dealing with’ and 
‘in charge of’.

Questions to ask

• How do you carry out benchmarking to make sure you’re 
offering a competitive salary? 

• What additional benefits should you include?
• Are client ownership issues clearly addressed in the 

contract?

Benchmarking can help to make 
sure you’re offering a competitive 
salary and benefits package 
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Choosing the right recruitment method

The next consideration is whether to recruit directly or hand the 
bulk of the process to a recruitment agency. There are clearly 
pros and cons to both approaches. The method you choose will 
depend on how involved you want to be with the process and 
the budget you can allocate to it.

Recruiting directly
Recruiting directly has many positives - including saving money 
on agency fees. However, it can mean investing large amounts 
of time in the process. There are adverts to be drawn up and 
CVs to be sifted through (many of which may be unsuitable). 
Then there's the interview process to arrange and the follow-up 
to manage, and reference checks and contracts to be drawn up.

On the following pages we guide you through some of these 
processes. We'll help you to create a job advert, select the right 
candidates, prepare for the interview and make the decision 
and offer.

We’ll explore recruiting directly in greater detail over the  
coming pages.

Using a recruitment agency
Recruitment agencies have a wide, immediately accessible 
candidate network and have unique expertise and market 
knowledge that can help you throughout the  process. But the  
cost can be significant.  

The process of working with a recruitment consultant should 
roughly follow these steps. They will: 

Advertise the role

Identify talents

First interview

Second interview

Final selection

Process

1. Take a full brief  
from you (based on  

the role profile)

3. Evaluate skills 
and aptitudes found/

submitted

2. Select from 
their network/
database and 

advertise to appropriate 
audiences or 

headhunt

4. Present a shortlist of 
suitable candidates

Questions to ask when selecting a recruitment agency

• Do they work within the financial planning industry?
• Does the agency understand your business goals?
• Can they reassure you of the quality of candidates they  

can offer?
• What day-to-day service can you expect from them?
• How long does it take them to fill their vacancies?
• Can they give an average time their placements stay in their  

roles for?
• How do they offer value for money – do they offer any 

‘added value’ services?
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The role profile is a great place to start when creating the job 
advert. 

The more specific you are with the role description, the more 
targeted your responses are likely to be. The job advert is also 
a chance to market your company, so as well as describing the 
skills and experience you’re looking for in your new recruit, you 
could also use it as an opportunity to communicate the benefits 
of your firm. 

The legals 
Every employer has a legal responsibility under the Equality 
Act 2010 to make sure no unlawful discrimination occurs in the 
recruitment and selection process on the grounds of sex, race, 
disability, age, pregnancy, gender reassignment, marriage and 
civil partnership, sexual orientation, religion or belief. This means 
it’s unlawful for a company to discriminate a prospective employee 
on any of these grounds. 

It’s best not to include anything in the job description or advert 
that can be interpreted as discriminatory – for example by 
referring to ‘he’ or ‘she’ or age.

Where to advertise

There are a number of different ways of advertising your new 
role, from exploring your own network to advertising direct. Here 
are just a few suggestions.

Referrals
Offering a reward to your network or staff is always worth 
considering. They’ll know your company best and this  
could provide an opportunity to promote your organisation  
more widely.

Online job boards
These are fast becoming the first places for job searches.  
The advantages are that it’s immediate, cost effective and 
widens the selection pool.

You can choose an industry specific job board such as  
ifaonlinejobs.co.uk or more general job boards such as  
totaljobs.com or indeed.com.

Social networks
Using networks such as LinkedIn open up your job searches to a 
much wider network through simple 'likes' and re-posting.  

If you use Twitter or Facebook and you’re able to advertise your 
new role on your website, why not share the link to it on your 
social media profiles requesting that others share it too? 

Creating a job advert 

How to stand out from the crowd
What is your unique selling point for the role – why should 
someone apply for this position? The details that really 
interest people (beyond job content and salary) include:
• Career prospects
• Culture, values and working environment
• The long-term plans for your company and how they can 

contribute
• Training and development opportunities
• Benefits / bonus scheme and working hours

Tip
If you’re taking on new recruits for the first time, or planning 
on taking on a number of new people, it might be useful to 
attend an ‘introduction to recruiting’ course by Acas. They run 
practical training courses to equip managers with the skills 
needed to deal with employment relations issues and to 
create more productive workplace environments.  
Go to www.acas.org.uk.

47% of Nucleus advisers who are  
currently recruiting are doing so 
through their network.

Source: Nucleus short recruitment survey,  

August 2013.
47%

http://www.acas.org.uk
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Now you need to draw up a shortlist of candidates and decide 
how many people you’d like to interview. Be as objective as  
you can, matching the candidates against the requirements 
you’ve defined. 

What to look for in a CV

Overall impression
Is the CV well laid out? Does it lead you through the relevant 
information logically, or does it leave you searching for missing 
details? 

Tailored targeting
Has the person taken the time to tailor their CV to the position 
you’ve advertised? Does it show skills or experience that you 
asked for? Does it then show why they’re relevant to your needs? 

Professional qualifications
Do these match your requirements, and do the dates add up 
to the overall timespan of the CV? Be sure to verify the stated 
qualifications essential to the job before hiring – for example if 
recruiting advisers, check their current regulatory status on the 
FCA register.

Experience
Look for clear evidence of stability and commitment. If the CV 
misses out dates of previous employment, ask for them. Find 
out the reasons for changes in employment, but equally, don’t 
disregard someone because of circumstances that made 
changing jobs necessary (such as personal reasons). Look for 
specific accomplishments such as ‘increased sales by x%’ as 
measurable evidence of a candidate’s worth.

Hobbies and interests
This section can help to give you an idea of the candidate’s 
personality. It can also give you a reason to get to know them 
more informally in the interview, and at the same time, gauge 
how good a ‘fit’ for your culture they might be.

Next comes the reply to your candidates. Contact those you don’t 
wish to interview as quickly as possible, giving them feedback 
that might help them in the future. 

When you contact the people you’d like to interview, it’s a good 
idea to let them know how long the interview is likely to take, and 
the format (including whether psychometric or aptitude tests are 
involved).
 

The selection process

Tip
Have you thought about what sort of skills and experience 
your professional introducers prefer?

Look out for unexplained 
employment gaps, and assess 
how well the information is  
tailored to the job.

“We advertised for a paraplanner 
and had a few CVs, but they were 
sketchy in terms of experience. 
Some had no paraplanning 
experience at all. We eventually 
decided to outsource our 
paraplanning and hire a full-time 
administrator instead.”

 Huw Jones, Proposito Financial Planning
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Start by defining how many interview stages you’re going to  
have, who needs to be involved at each stage, and what type  
of interview you’re going to conduct.

Planning the questions
In some interviews it’s appropriate to ask only one or two
questions to encourage the candidate to talk at length on
certain subjects. In others it may be better to ask a series of  
short questions on several different areas. If there is more than 
one interviewer, different people can cover different topics,  
e.g. job knowledge, training, and qualifications.

It’s key that you keep interviews structured and consistent to 
allow for fair and clear comparisons between candidates.  
We’ve drafted some questions you might like to consider.

There are three main types of interview to choose from – 
biographical, competency/behavioural, or situational. You 
can use one or a combination of these techniques depending 
on what you think will most effectively assess your potential 
candidates against the skills, experience and knowledge 
specified in the role profile.

Interview questions

Preparing for the interview

Things to consider:
• How long will the interview take, and how many interview 

stages will there be?
• Will it be a one-to-one or a panel interview?
• Consider the different types of questions you might ask – 

open, leading, probing or closed
• Decide the particular areas of their CV you’d like to 

investigate further
• Weight the criteria – this can help as the interview  

stages progress
• Prepare for the candidate’s questions and try and 

anticipate what information they might ask for

Biographical questions

Whatever the job, interviews often begin with biographical  
and career awareness questions to relax the candidate  
before moving onto the more challenging technical or  
skills-based questions. 

Biographical questions explore the candidate’s experiences 
and achievements and help to give an overall impression of 
them as an individual, what motivates them and what their key 
qualities are. They usually start by asking the candidate to walk 
the interviewers through their CV, highlighting the areas most 
relevant to the role they’re applying for. 

Through these questions you’ll be able to see how the candidate 
would fit in culturally within the business and your team. By 
exploring when they’ve been most and least satisfied in their 
career you can objectively assess whether the opportunity is right 
for them.

Example questions 

• Tell us what your day-to-day responsibilities are in your 
current role

• How many clients do you currently look after?
• Tell us about what you like most about your job 
• What do you dislike about your current role?
• Why are you considering leaving the job?
• What have been your main achievements and why?
• What has been your greatest disappointment? How did  

you respond to this?
• When were you most satisfied in your career?
• What do you feel are the key parts of your experience that 

are most relevant to this position?
• Do you prefer to work as part of a team or independently?
• What kind of situations do you find difficult to deal with?
• What element of this role do you think you would dislike?
• If you had a wish list of five things you could have in your 

next role, what would they be?
• What makes you go home at night feeling as if you’ve  

had a really good or bad day?
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Almost all interviews now include a competency or behavioural 
element as they’re seen as a good way of predicting how the 
candidate might perform in the future.

Competency or behavioural interview questions require 
candidates to give specific examples of when they’ve 
demonstrated particular skills or attitudes. Generally these 
questions ask interviewees to describe a problem or situation, 
the actions they took, and the results. These questions will 
help you to quickly evaluate whether the candidate’s skills and 
abilities match the job criteria.

Competency or  
behavioural questions

Example questions 

• Give an example of a time when you had to make a 
decision quickly

• Give an example of when you’ve disagreed with another 
member of the team

• Describe a situation when you had to get a job done in spite 
of an unforeseen problem. How did you react and what 
was the outcome?

• Describe an occasion when you had to persuade others to 
your point of view

• Give an example of how you’ve used your negotiating skills
• Describe a presentation you have given. What aspects  

were you pleased with? What would you have changed?
• Describe a time when you’ve worked under pressure
• What’s the hardest decision you’ve had to make in the last 

six months?
• Tell us about a time when you knew you were right, but you 

had to follow directions or guidelines
• Give an example of when you had to handle a  

complaint from a client
• What do you do when your schedule is interrupted?  

Give an example of how you handle it
• Give an example of when you’ve worked well with other 

members of your team 
• Give an example of when you’ve demonstrated initiative
• What’s the biggest mistake you’ve ever made?

A situational interview is where a candidate is asked specific 
questions about what may happen on a job. The candidate is 
asked to assess a situation and provide solutions on how he or 
she would handle it.
 
In many cases, situation or hypothetical based interview 
questions involve problem solving and handling difficult 
situations in the workplace. What you’re looking for are  
detailed examples of how the candidate handled a similar 
situation in previous roles.

Situational or  
hypothetical questions

Example questions 

• How would you respond to a customer who isn’t happy 
with the service they’ve received?

• Describe how you would prepare a suitability report
• Tell us about how you would challenge a team member 

who didn’t agree with your recommendation
• If you know someone is wrong about something,  

how would you handle it?
• Tell us about a time you have ‘inherited’ a customer.  

What steps did you take to establish rapport with them? 
What did you do to gain their trust?

• How have you handled a situation in the past where your 
client has changed the brief or ‘changed the goalposts’?

• Give an example of a time you went out of your way to 
ensure a customer received the best possible service from 
you and the organisation. What was their reaction?

• When have you gone out on a limb to defend a customer? 
What happened?

• Have you ever had to ‘sell’ an idea to your colleagues?  
How did you do it?

• What obstacles or difficulties have you faced in 
communicating your ideas to a manager?

• Tell us about a time when you had to use your written 
communication skills in order to get an important point 
across

• Describe how you would respond to significant regulatory 
change
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A second interview gives you a chance to ask more specific 
questions and find out how the candidate’s skills and abilities 
translate into what you’re looking for. 

This is a good opportunity to ask the candidate to take part in 
role play or complete a practical test, such as writing a suitability 
report. 

The second interview also gives you a chance to get to know the candidate on a more personal 
level and to find out whether they’re a good fit for your company, and how they might work with 
other members of the team.

If possible, let the candidate 
have a brief tour of the 
workplace. This can offer an 
opportunity to assess their 
interaction with possible 
colleagues.

It might be a good idea to create a setting such as a group discussion or a lunch that means 
candidates can display their social skills more informally. You should be able to find out how they 
work with others in a small team – if they’re friendly, open, sensitive to others and able to build a 
rapport with other team members.

Other social skills can be assessed using psychometric or aptitude tests. These tests can help to 
measure aspects of personality and intelligence such as reasoning, problem solving, decision 
making, interpersonal skills and confidence. Go to http://atrium.haygroup.com to find out more.

Second interview questions

Tip
How does the candidate interact with others? If you have 
a receptionist, find out more about the person’s behaviour 
while they were waiting to be called. 

Example questions 

• Why are you the best person for this job?
• Why are you interested in working for this company?
• What would you do in your first three months of working 

with us?
• Do you prefer working as part of a team or individually?
• What challenges are you looking for?

In small businesses getting 
someone who fits your culture is 
as important as someone with the 
right skills and experience.

“We give candidates a fact find for 
a fictitious client and ask them to 
provide a financial report for the 
second interview. This really flags 
up the best recruits.”

 Julian Gilbert, Wealth Matters

http://atrium.haygroup.com
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Making the offer
Once the decision has been made, you need to let the successful 
candidate know that – subject to references – you wish to make 
them an offer. A verbal offer like this should be confirmed in 
writing ideally within 24 hours.  

This will include two copies of an offer letter and contract (one for 
the candidate to sign and return and the other for their records). 

There is a legal requirement that within two months of the start 
date information about contractual terms must be provided. 

What happens next?

Rating their score
Writing up notes immediately after the interview will help with the 
decision-making process, and also with providing feedback to 
the candidate if they ask for it. 

The Data Protection Act 1998 allows the candidate to ask to see 
interview notes where they form part of a ‘set’ of information 
about them – for instance, the application form, references 
received and so on – or the full personnel file if the candidate is 
already working for the organisation. 

Be aware that your reasons for appointing or not appointing a 
particular candidate may be challenged under discrimination 
legislation.

Providing feedback
Once a conclusion is reached - regardless of the outcome - the 
candidate should be provided with feedback as to how the 
decision was made. Try to give positive feedback to unsuccessful 
candidates on any aspects of the interview that they could 
improve for future success.

Background checks
Getting references from previous employers helps you to check 
the facts, but since these are usually made after the post has 
been accepted, they are normally used as confirmation rather 
than part of the decision-making criteria.  

Making the decision

Minimum legal requirements are:
• Name of employer and employee 
• Location of the job
• Job title 
• Likely start date
• Starting salary, review date and method of payment 
• Normal working hours
• Holiday pay and entitlement 
• Pension or pension scheme
• T&Cs of illness or sickness
• Notice period 
• Disciplinary rules and procedures 
• Grievance procedure 

Tip
The successful candidate must be told that the offer is  
subject to a satisfactory reference, and not to act until they’re 
all cleared. 
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Induction Probationary period 

Once the candidate has accepted the job, you can then prepare 
for the new employee’s arrival and induction. A good induction 
programme reinforces positive first impressions and makes new 
employees feel welcome and ready to contribute fully.

Induction need not be a 
formal process but it needs to 
be properly managed. Having 
a structured checklist to follow 
will help.

The outcome should be that 
the new starter has a good 
feel for the organisation, and 
should continue to feel that 
they made the right decision in joining the firm.

Try to follow up regularly with the new employee to check that the 
induction went well.

There’s no law determining the length of a probationary period. 
However, a typical probationary period will last around six months.

A date for the final probationary period review should be agreed 
during the employee’s induction. It’s also good practice to 

arrange a review between the 
employee and his or her line 
manager part way through 
this period to review progress 
and performance against the 
key areas within the original 
job description. This will give 
the employee the opportunity 
to voice any concerns, and 
give the line manager the 

chance to indicate whether the employee’s performance is 
satisfactory. 

At the end of the probationary period, satisfactory performance 
should be recorded in writing. Targets for future performance 
should be set, and the employee should then be assessed in 
accordance with the organisation’s appraisal processes. 

If the performance is not satisfactory the employee should 
be told why, and what is needed to make the necessary 
improvements. At this point you can extend the probationary 
period and give further additional support to the employee. 

There is also an option to dismiss the employee. This can be 
done with immediate effect - there is no requirement to give 
notice unless this was specified in the contract of employment.

Most labour turnover is among 
new employees, and work 
efficiency is reached only after a 
period of learning and adjusting  
to the new environment.

The induction content should include:
• The organisation – history, culture, wider teams, products 

and systems  
• General housekeeping – rules and regulations, working 

practices, fire escape and meeting points
• Equipment – telephone systems, computer and 

photocopier
• Work role – reviewing competence and understanding
• Shadowing – offering the chance to work alongside 

members of staff in order to learn key processes.
• Development – identifying training needs and how this will 

form a personal development plan
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Checklist

1 Define requirements

2 Complete role profile

3 Draft advert and send to outlets

4 Applicants received and logged

5 Share applications and select CVs

6 Agree on shortlist of candidates for first interviews

7 Confirm specific requirements for first stage interviews (eg presentation, interview questions)

8 Arrange and confirm interviews with candidates and interviewers

9 Attend first stage interviews

10 Debrief session post first-stage interviews

11 Confirm second stage interview structure and attendees

12 Confirm candidates for second stage interviews

13 Provide feedback to unsuccessful candidates

14 Arrange and confirm interviews with candidates and interviewers

15 Attend second stage interviews

16 Debrief session post second stage interviews

17 Identify preferred candidate

18 Inform candidate verbally

19 Confirm offer in writing, including contract

20 On acceptance of offer, initiate pre-employment checks

21 Issue contract 

22 Provide feedback to unsuccessful candidates

23 Receive pre-employment check results

24 Issue internal announcement

25 Confirm new start logistics – desk, PC, email address, phone and other equipment

26 Confirm inclusion in business continuity contact list

27 Outline induction plan 

28 Welcome new start

29 Open induction and probationary process
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We hope this white paper has helped you to create a  
structured process for recruitment. For more Nucleus 
publications, please go to www.nucleusfinancial.com.

For more information please visit our website

If you would like to discuss anything in this document or find 
out more about Nucleus, please contact one of our regional 
business development directors.    

Barry Neilson 
Business development director 
e: barry.neilson@nucleusfinancial.com  
m: 07796 888 830

Russell Dowd 
Regional business development director  
(North of England and Northern Ireland)  
e: russell.dowd@nucleusfinancial.com 
m: 07739 340 473

Mike Wallis 
Regional business development director  
(South East England)  
e: mike.wallis@nucleusfinancial.com 
m: 07803 149 751

Chris Macdonald 
Regional business development director  
(Scotland) 
e: chris.macdonald@nucleusfinancial.com 
m: 07595 820 112

Martin Clement 
Regional business development director  
(Midlands, South West and Wales) 
e: martin.clement@nucleusfinancial.com 
m: 07739 339 908

What now?

›› www.nucleusfinancial.com
 Nucleus Financial Services Limited (firm number 456117) is authorised and regulated by the Financial Conduct Authority


