
Clarify the skills and experience
needed for the role.

Use clear, jargon-free language to
encourage diverse applicants.

Align the role with company values
and long-term objectives.

Avoid biased terms that may
discourage certain groups from
applying.

Define Your Hiring Goals Write an Inclusive Job
Description

HIRING WITH PURPOSE CHECKLIST

For organisations aiming to build stronger, more inclusive teams.

Clearly outline responsibilities,
expectations, and benefits.

Advertise roles on platforms that
reach underrepresented talent.

Develop structured interview
questions focused on skills,
competencies and
behaviours – can this person do
the job and can you work with
them?!

Engage with local networks,
universities, and apprenticeship
schemes.

Use diverse interview panels to
reduce bias.

Consider Diverse Hiring
Channels

Standardise the Interview
Process

Ensure accessibility for candidates
with disabilities, making any
reasonable
adjustments they may ask for.



Contact Doug on:

07585 335059

doug.betts@surebettshr.com

Need more help
getting this
area right? 

Use consistent assessment criteria
to compare applicants.

Provide clear timelines for the
hiring process.

Be open to transferrable skills
rather than rigid industry
experience.

Offer constructive feedback to
unsuccessful candidates.

Evaluate Candidates Fairly Communicate
Transparently

Create a good impression – don’t
keep rearranging interviews or
allowing yourself to
be interrupted – it sends the
message that the job/candidate
aren’t important to you.

Ensure a positive onboarding
experience with good support.

Establish mentorship and career
development opportunities.

Prioritise Employee
Wellbeing

Set clear targets and expectations
for the role and keep checking in
and reviewing
progress


