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1. Recruitment Checklist  
This checklist outlines the steps involved in the recruitment process, including job 

posting, candidate screening, interviews, and selection. 

1. Job Posting 

Define the job requirements and qualifications. 

Write a compelling job description. 

Determine where to post the job (e.g., company website, job 

boards, social media). 

Set a deadline for applications. 

Review and finalize the job posting. 

2. Candidate Screening 

Review incoming applications/resumes. 

Screen candidates based on qualifications and experience. 

Conduct initial phone screenings to assess candidate fit. 

Select candidates for further consideration. 

3. Interview Preparation 

Schedule interviews with selected candidates. 

Prepare interview questions based on job requirements. 

Coordinate interview logistics (e.g., location, date, time). 

Arrange interview panel and assign roles. 

4. Interviews 

Conduct interviews with candidates. 

Assess candidate's skills, experience, and fit for the role. 

Take notes during interviews. 

Provide candidates with information about the company and 

position. 

5. Candidate Assessment 
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Evaluate candidates based on interview performance. 

Review reference checks and background verification. 

Consider additional assessments (e.g., skills tests, personality 

assessments). 

6. Selection and Offer 

Select the top candidate for the position. 

Extend a job offer to the selected candidate. 

Negotiate salary and benefits, if necessary. 

Finalize employment contract and offer letter. 

7. Onboarding 

Welcome the new employee to the organization. 

Provide necessary paperwork and orientation materials. 

Introduce the new employee to team members and key 

stakeholders. 

Schedule onboarding meetings and training sessions. 

8. Follow-Up 

Conduct post-recruitment evaluation to identify areas for 

improvement. 

Solicit feedback from hiring managers, interviewers, and new 

hires. 

Make adjustments to the recruitment process based on 

feedback and lessons learned. 
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2. Interview Evaluation Form: 
This form is used for evaluating candidates during interviews, with criteria such as 

qualifications, experience, skills, and suitability for the role. 

Candidate Information: 

 Name: ________________________________________ 

 Position Applied for: ____________________________ 

 Date of Interview: ______________________________ 

 Interviewer(s): __________________________________ 

Evaluation Criteria: 

1. Qualifications: 

Education: __________________________________ 

Relevant certifications: ____________________ 

Professional licenses: ______________________ 

2. Experience: 

Years of relevant experience: ________________ 

Previous job titles and responsibilities: _______ 

Industry-specific experience: __________________ 

3. Skills: 

Technical skills: ____________________________ 

Soft skills (e.g., communication, teamwork): ______ 

Leadership abilities: ________________________ 

4. Suitability for the Role: 

Alignment with job requirements: ______________ 

Cultural fit with the organization: ______________ 

Potential for growth and development: ___________ 
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Overall Assessment: 

Highly Recommended 

Recommended 

Neutral 

Not Recommended 

 

 

Comments: 

[Provide specific feedback on the candidate's performance during the 

interview, highlighting strengths, areas for improvement, and any concerns or 

reservations.] 

 

 

Recommendation: 

[Based on the evaluation, indicate whether you recommend proceeding 

with the candidate's candidacy for the position.] 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.iktar.og/
mailto:info@IKTAR.org


Human Resource Management Kit  
 

6 

www.IKTAR.og   |   info@IKTAR.org  

3. Employee Onboarding Checklist: 
This checklist is for onboarding new employees, including tasks such as paperwork 

completion, orientation sessions, and introduction to team members. 

Employee Information: 

 Name: ________________________________________ 

 Position: ______________________________________ 

 Start Date: ___________________________________ 

 Department/Team: ______________________________ 

Onboarding Tasks: 

1. Pre-Employment Paperwork: 

Employment contract signed 

Tax forms (e.g., W-4) completed 

Direct deposit information provided 

Emergency contact information submitted 

2. Employee Handbook and Policies: 

Employee handbook provided 

Review of company policies and procedures 

Acknowledgment of receipt of employee handbook 

3. IT and Equipment Setup: 

Email account created 

Access to company systems and software granted 

Provision of necessary equipment (e.g., laptop, phone) 

4. Orientation Sessions: 

Introduction to company culture and values 

Overview of organizational structure and departments 

Introduction to key team members and stakeholders 
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5. Training and Development: 

Training schedule provided 

Access to online training resources granted 

Discussion of professional development opportunities 

6. Facilities Tour: 

Tour of office facilities and amenities 

Introduction to key office personnel (e.g., receptionist, facilities 

manager) 

7. Benefits Enrollment: 

Overview of employee benefits package 

Enrollment in health insurance, retirement plans, and other 

benefits 

Explanation of benefit eligibility and enrollment deadlines 

8. Performance Expectations: 

Discussion of job responsibilities and performance expectations 

Setting of initial goals and objectives 

Clarification of reporting structure and communication channels 

9. Team Integration: 

Introduction to team members and colleagues 

Participation in team meetings or activities 

Assignment of buddy or mentor for support and guidance 

10. Follow-Up Meetings: 

Schedule follow-up meetings with manager for feedback and 

check-ins 

Provide opportunities for ongoing support and guidance 

Additional Notes: [Add any additional tasks or information specific to the 

organization's onboarding process.] 
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4. Performance Appraisal Form: 
This form is for conducting performance appraisals, with sections for setting goals, 

assessing performance, providing feedback, and setting development plans. 

Employee Information: 

 Name: ________________________________________ 

 Position: ______________________________________ 

 Department/Team: ______________________________ 

 Review Period: _________________________________ 

Performance Goals: 

1. Previous Goals (if applicable): 

Review of previous performance goals and objectives 

Assessment of progress and achievement 

2. Current Performance Goals: 

Specific, measurable goals set for the review period 

Alignment of goals with organizational objectives 

Discussion of priorities and expectations 

Performance Assessment: 

1. Job Responsibilities: 

Fulfillment of job duties and responsibilities 

Achievement of key performance indicators (KPIs) 

Assessment of strengths and areas for improvement 

2. Skills and Competencies: 

Evaluation of technical skills and expertise 

Assessment of soft skills (e.g., communication, teamwork) 

Identification of training and development needs 
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Feedback and Comments: 

1. Strengths: 

Recognition of employee's strengths and accomplishments 

Examples of outstanding performance and contributions 

2. Areas for Improvement: 

Constructive feedback on areas requiring improvement 

Discussion of challenges and opportunities for growth 

Development Plans: 

1. Training and Development: 

Identification of training needs and opportunities 

Plan for professional development activities 

Discussion of career goals and aspirations 

2. Performance Improvement Plan (if applicable): 

Formal plan for addressing performance issues 

Clear objectives, timelines, and support mechanisms 

Agreement on actions and responsibilities 

Overall Assessment: 

Exceeds Expectations 

Meets Expectations 

Needs Improvement 

Unsatisfactory 

Employee Signature: ___________________________ 

Manager Signature: ___________________________ 

Date: ___________________________ 
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5. Training Needs Assessment Form: 
This form is for identifying training needs among employees, including their current 

skills, knowledge gaps, and training preferences. 

Employee Information: 

 Name: ________________________________________ 

 Position: ______________________________________ 

 Department/Team: ______________________________ 

 Date: _________________________________________ 

Current Skills and Competencies: 

1. Technical Skills: 

List the employee's current technical skills and competencies 

relevant to their role. 

2. Soft Skills: 

Identify the employee's soft skills, such as communication, 

teamwork, leadership, etc. 

Knowledge Gaps: 

1. Areas Requiring Improvement: 

List any areas where the employee's skills or knowledge may be 

lacking or need improvement. 

2. Training Needs: 

Identify specific training topics or areas where the employee 

requires additional knowledge or skills development. 

Training Preferences: 

1. Preferred Training Format: 

In-person workshops 

Online courses 

Webinars 

On-the-job training 

Other (specify): ____________________________ 
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2. Preferred Training Schedule: 

During work hours 

After work hours 

Weekdays 

Weekends 

Other (specify): ____________________________ 

Training Goals: 

1. Short-Term Goals: 

List specific training objectives the employee hopes to achieve 

in the short term. 

2. Long-Term Goals: 

Identify broader career development goals or aspirations that 

training can help the employee achieve. 

Manager's Comments: 

[Provide any additional comments or insights regarding the employee's 

training needs and development opportunities.] 

Employee Signature: ___________________________ 

Manager Signature: ___________________________ 

Date: ___________________________ 
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6. Employee Handbook Template: 
A template for creating an employee handbook, covering policies and 

procedures related to attendance, leave, code of conduct, and workplace 

expectations. 

Table of Contents 

1. Introduction 

2. Attendance Policy 

3. Leave Policies 

4. Code of Conduct 

5. Workplace Expectations 

6. Grievance Procedures 

7. Conclusion 

 

1. Introduction 

Welcome to [Company Name]! This Employee Handbook serves as a guide 

to our company policies, procedures, and expectations. It is important for all 

employees to familiarize themselves with the contents of this handbook and 

adhere to its guidelines. 

2. Attendance Policy 

 Employees are expected to report to work on time and adhere to their 

designated work schedules. 

 Notification procedures for absences, tardiness, and requesting time 

off should be followed. 

 Consequences for excessive absenteeism or tardiness may include 

disciplinary action. 

3. Leave Policies 

 Types of leave available to employees (e.g., vacation, sick leave, 

bereavement leave). 

 Procedures for requesting and approving leave, including required 

documentation. 

 Company policies regarding paid and unpaid leave, as well as leave 

accrual and carryover. 

4. Code of Conduct 
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 Expectations for employee behavior, professionalism, and ethics. 

 Prohibited conduct, including discrimination, harassment, and 

workplace violence. 

 Consequences for violations of the code of conduct, up to and 

including termination of employment. 

5. Workplace Expectations 

 Dress code policy, including acceptable attire for different work 

environments. 

 Use of company property and resources, including computers, internet, 

and email. 

 Workplace safety guidelines and procedures, including emergency 

evacuation protocols. 

6. Grievance Procedures 

 Procedures for addressing employee complaints, disputes, or 

grievances. 

 Channels for reporting grievances, including direct supervisors, HR 

department, or designated grievance officer. 

 Confidentiality and non-retaliation policies to protect employees who 

report grievances. 

7. Conclusion 

Thank you for taking the time to review our Employee Handbook. If you have 

any questions or concerns about the contents of this handbook, please 

contact the HR department for assistance. 
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7. Conflict Resolution Guidelines: 
Guidelines for resolving conflicts in the workplace, including steps for addressing 

conflicts, communication tips, and conflict resolution techniques. 

1. Introduction 

Conflict is a natural part of workplace interactions, but when managed 

effectively, it can lead to growth and innovation. These Conflict Resolution 

Guidelines are designed to help employees address and resolve conflicts in a 

constructive manner. 

2. Understanding Conflict 

 Recognize that conflict can arise from differences in opinions, 

personalities, or goals. 

 Understand that conflict is not necessarily negative and can provide 

opportunities for learning and growth. 

3. Addressing Conflict 

 Address conflict promptly and directly rather than allowing it to 

escalate. 

 Approach the situation with an open mind and willingness to listen to 

the perspectives of others. 

4. Communication Strategies 

 Use "I" statements to express thoughts and feelings without placing 

blame. 

 Practice active listening by focusing on the speaker's message and 

asking clarifying questions. 

 Avoid interrupting or becoming defensive during discussions. 

5. Finding Common Ground 

 Look for areas of agreement or shared interests that can serve as a 

basis for resolution. 

 Explore creative solutions that address the needs and concerns of all 

parties involved. 

6. Seeking Mediation 

 If unable to resolve the conflict independently, seek assistance from a 

neutral third party, such as a manager or HR representative. 

 Participate in mediation sessions with an open mind and willingness to 

compromise. 

http://www.iktar.og/
mailto:info@IKTAR.org


Human Resource Management Kit  
 

15 

www.IKTAR.og   |   info@IKTAR.org  

7. Resolving Conflict 

 Work together to develop a mutually acceptable solution that 

addresses the underlying issues. 

 Document agreements reached and follow up as needed to ensure 

resolution. 

8. Learning and Growth 

 View conflict resolution as an opportunity for learning and personal 

growth. 

 Reflect on the experience and identify strategies for preventing similar 

conflicts in the future. 

9. Conclusion 

By following these Conflict Resolution Guidelines, employees can effectively 

address and resolve conflicts in the workplace, leading to improved 

relationships and increased productivity. 
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8. Legal Compliance Checklist: 
A checklist for ensuring compliance with labor laws and regulations, covering 

areas such as minimum wage, working hours, and employee benefits. 

Legal Compliance Checklist 

1. Minimum Wage Compliance: 

Ensure that all employees are paid at least the minimum wage 

mandated by the Government of Pakistan. 

Regularly review and adjust employee wages to comply with any 

changes in minimum wage rates. 

2. Working Hours Compliance: 

Limit employee work hours to the maximum allowed under Pakistani 

labor laws, typically 48 hours per week. 

Provide overtime compensation for hours worked beyond the 

standard workweek. 

3. Employee Benefits Compliance: 

Provide employees with legally mandated benefits, including social 

security, health insurance, and retirement benefits. 

Ensure compliance with statutory requirements for paid holidays, 

annual leave, and sick leave. 

4. Employment Contracts Compliance: 

Issue written employment contracts to all employees, outlining terms 

and conditions of employment. 

Include provisions in employment contracts that comply with Pakistani 

labor laws regarding termination, notice periods, and severance pay. 

5. Health and Safety Compliance: 

Maintain a safe and healthy work environment in accordance with the 

Factories Act and other relevant legislation. 

Conduct regular inspections of the workplace to identify and address 

any health and safety hazards. 
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6. Discrimination and Harassment Compliance: 

Prohibit discrimination and harassment based on race, gender, 

religion, or other protected characteristics. 

Implement policies and procedures for reporting and addressing 

complaints of discrimination and harassment. 

7. Child Labor Compliance: 

Ensure compliance with laws prohibiting the employment of children 

under the age of 14. 

Obtain necessary permits and approvals for employing minors aged 14 

to 18, and adhere to restrictions on working hours and conditions. 

8. Record-Keeping Compliance: 

Maintain accurate records of employee wages, hours worked, and 

benefits provided. 

Retain records in compliance with statutory requirements for record-

keeping and reporting. 

9. Compliance Training: 

Provide training to managers and supervisors on relevant labor laws 

and regulations. 

Ensure that all employees are aware of their rights and responsibilities 

under Pakistani labor laws. 

10. Regular Compliance Audits: 

Conduct regular audits to assess compliance with labor laws and 

regulations. 

Address any non-compliance issues identified during audits promptly 

and effectively. 
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9. Training Evaluation Form: 
A form for evaluating training sessions, with sections for rating the effectiveness of 

the training, providing feedback, and suggesting improvements. 

Training Session Details: 

 Training Title: ________________________________________ 

 Trainer(s): ___________________________________________ 

 Date of Training: ______________________________________ 

 Duration: _____________________________________________ 

Participant Information: 

 Name: _______________________________________________ 

 Department/Team: ______________________________________ 

 Job Title: _____________________________________________ 

 Email: _______________________________________________ 

Please rate the following aspects of the training session: 

1. Overall Satisfaction: 

Excellent 

Good 

Satisfactory 

Fair 

Poor 

2. Relevance of Content: 

Very relevant 

Somewhat relevant 

Neutral 

Not very relevant 

Not relevant at all 
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3. Clarity of Presentation: 

Very clear 

Clear 

Neutral 

Unclear 

Very unclear 

4. Effectiveness of Delivery: 

Highly effective 

Effective 

Neutral 

Ineffective 

Highly ineffective 

5. Engagement and Interaction: 

Very engaging 

Engaging 

Neutral 

Not engaging 

Very unengaging 

Feedback: 

Please provide any additional comments or feedback on the training session: 

Suggestions for Improvement: 

Please suggest any areas for improvement or topics you would like to see 

covered in future training sessions: 

Additional Comments: 

Is there anything else you would like to share about your experience with this 

training session? 

Thank you for taking the time to complete this evaluation form! 
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10. Action Plan Template: 
A template for developing action plans, including goals, objectives, tasks, 

timelines, and responsible parties. 

Project Title: ________________________________________ 

Project Objective(s): 

1. Goal 1: 

 Objective: ________________________________________ 

 Timeline: ________________________________________ 

 Responsible Party: __________________________________ 

2. Goal 2: 

 Objective: ________________________________________ 

 Timeline: ________________________________________ 

 Responsible Party: __________________________________ 

3. Goal 3: 

 Objective: ________________________________________ 

 Timeline: ________________________________________ 

 Responsible Party: __________________________________ 

Tasks and Activities: 

1. Task 1: 

 Description: _______________________________________ 

 Timeline: ________________________________________ 

 Responsible Party: __________________________________ 

2. Task 2: 

 Description: _______________________________________ 

 Timeline: ________________________________________ 

 Responsible Party: __________________________________ 

3. Task 3: 

 Description: _______________________________________ 

 Timeline: ________________________________________ 

 Responsible Party: __________________________________ 
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Timeline: 

 Start Date: __________________________________________ 

 End Date: ___________________________________________ 

Responsibilities: 

Task 1: ___________________________________________ 

Task 2: ___________________________________________ 

Task 3: ___________________________________________ 

Task 4: ___________________________________________ 

Task 5: ___________________________________________ 

Progress Tracking: 

Completed 

In Progress 

Not Started 

Additional Notes: 

[Add any additional notes or details relevant to the action plan.] 
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