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Recruiter Telephone Screen Document
	HireResources and Client’s Information 


Account Manager Info:
	Account Manager Name:
	

	Email:
	

	Phone: 
	


Client Details: 

	Company Name
	

	Company website
	

	Company Linkedin page
	

	About the Company: 




Job Details: 

	Position Title
	

	Position Location
	

	Relocation offered 
	

	Pay Range / Details / Bonus
	

	Travel
	

	Website
	

	Role Type (Perm/Temp)
	

	Interview Process
	

	Does client do background checks
	

	Additional Info on client / Notes


	


Full Job description located below at the end of this document.
	SourceOwls and Candidate Questions  


SourceOwls Info: 

	SourceOwl Name:
	

	Email:
	

	Phone: 
	


Candidate you are submitting information: 

	Candidate Name:
	

	Email:
	

	Phone: 
	

	Candidates Location
	

	Salary Expectations of candidate 
	


SourcesOwls Candidate Write-up (Please add notes why your candidate is a match for this role below) 

	


 FORMCHECKBOX 
 Confirm you have spoken to the candidate and they are interested in being considered for this role.  

Make sure you send us an updated resume for the candidate along with this completed questionnaire.

General Interview Questions to ask your candidate:
	Are you familiar with the Client?


	

	What piqued your interest about this position?


	

	Are you actively interviewing currently?
	

	Are you local to this role? 

Or relocation needed? Details
	

	When can you start a new position? 
	


Job specific interview questions: 
(4-5 good questions for the SourceOwls to ask the candidate)
	Account Manager add your question here.
	

	Account Manager add your question here.
	

	Account Manager add your question here.
	

	Account Manager add your question here.
	

	Account Manager add your question here.
	


	Clients Job Description  


Clients Job description: Remember, never post the client’s name on any public site! 

Public

Public

