
Recruitment report template

[Organization]'s recruitment report
Prepared by [your first and last name]
[Your job title]
[Your professional email address]
[Date]
Objective
[Write two or three sentences describing the scope of the recruitment project you worked on and
your primary objectives.]
Candidates recruited
[Total number of candidates]
● [Name of candidate], [job title]
● [Name of candidate], [job title]
● [Name of candidate], [job title]
● [Name of candidate], [job title]
● [Name of candidate], [job title]
Cost
[Total budget]
[Amount spent]
● [Cost category]: [budgeted amount], [actual cost]
● [Cost category]: [budgeted amount], [actual cost]
● [Cost category]: [budgeted amount], [actual cost]
● [Cost category]: [budgeted amount], [actual cost]
● [Cost category]: [budgeted amount], [actual cost]
Challenges
[Describe any challenges you encountered throughout the recruitment process, how you
overcame them and how this impacted your results.]
Suggestions
[Include any suggestions you have to improve the recruitment process moving forward.]
Summary
[Write two or three sentences summarizing your recruitment campaign’s ROI.]


