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Job Advertising & Recruitment Planning Checklist 
These documents help ensure clarity, consistency, and legal compliance when advertising roles.
Essential Documents
· Job Description (JD) 
· Role purpose
· Key duties
· Skills & qualifications
· Reporting lines
· Person Specification 
· Essential vs. desirable criteria
· Skills, experience, qualifications
· Job Advert Template 
· Summary of organisation
· Key responsibilities
· Benefits
· Application instructions
· Recruitment Plan 
· Timeline
· Panel members
· Advertising channels
· Screening approach
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