
Recruitment Timeline Strategy for Executive 

Roles 

Dear [Hiring Manager's Name], 

As we embark on the recruitment process for the executive role of [Position Title], I have 

outlined a timeline strategy to ensure we attract and secure top-tier candidates. Please find below 

the proposed timeline with key milestones: 

Recruitment Timeline 

1. Week 1-2: Define Job Description and Requirements 

2. Week 3: Develop Recruitment Plan and Kick-off Meeting with Stakeholders 

3. Week 4-5: Source Candidates through Various Channels (LinkedIn, Headhunters, etc.) 

4. Week 6: Initial Screening and Shortlisting of Candidates 

5. Week 7: Conduct First Round of Interviews 

6. Week 8: Feedback and Follow-up on Interviews 

7. Week 9: Second Round of Interviews with Leadership Team 

8. Week 10: Reference Checks and Final Evaluation 

9. Week 11: Extend Offer to Selected Candidate 

10. Week 12: Onboarding Process Begins 

This timeline is designed to streamline our efforts and ensure a thorough and effective 

recruitment process. I welcome any feedback or suggestions to refine our strategy further. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


