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UW-K Recruitment Activity Log 
1. Position advertised: _________________________________ Date advertised: ________________________ 
2. Where was the advert placed? (check all that apply): 

   ☐ Website: ______________________________________________________________________________________ 

   ☐ Print media: __________________________________________________________________________________ 

   ☐ Other: _________________________ 

a. Please attach a copy of the Job Advertisement (It should indicate the advert 
period). 

3. Was there an application link on Google Forms? ☐ Yes ☐ No 
a. If yes, attach a printout of all applicants. 

4. Who participated in shortlisting? (List names and email addresses): 
i. ____________________________________________________ ____________________________________________ 

ii. ____________________________________________________ ____________________________________________ 

iii. ____________________________________________________ ____________________________________________ 

iv. ____________________________________________________ ____________________________________________ 

v. ____________________________________________________ ____________________________________________ 

vi. ____________________________________________________ ____________________________________________ 

vii. ____________________________________________________ ____________________________________________ 

viii. ____________________________________________________ ____________________________________________ 

5. How many applicants were shortlisted? _______________________ (Mark their names in the list 
of applicants from the Google Form in 3a above). 

6. Were all persons shortlisted contacted? ☐ Yes ☐ No 
a. If no, why? 

____________________________________________________________________________________________ 
7. When was the interview date? _______________________________ 
8. Did any of the shortlisted persons not attend the interview? ☐ Yes ☐ No 

a. If yes, was there a reason given for not attending? 
____________________________________________________________________________________________ 

b. Please indicate the name(s) of the person(s) who didn't attend: 
____________________________________________________________________________________________ 

9. Who were the interviewers? (List names, designation and emails): 
i. _____________________________________________________ ___________________________________________ 

ii. _____________________________________________________ ___________________________________________ 

iii. _____________________________________________________ ___________________________________________ 
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iv. _____________________________________________________ ___________________________________________ 

v. _____________________________________________________ ___________________________________________ 

vi. _____________________________________________________ ___________________________________________ 

vii. _____________________________________________________ ___________________________________________ 

viii. _____________________________________________________ ___________________________________________ 

ix. _____________________________________________________ ___________________________________________ 

x. _____________________________________________________ ___________________________________________ 

10. Who chaired the interview panel (name, designation and email address needed)? 
_____________________________________________________________________________________________________ 

11. Was the interview minuted and scores summarized? ☐ Yes ☐ No 
a. Please attach the signed minutes and summary of scores. 

12. Was the leading candidate from the interview picked for the position? ☐ Yes ☐ No 
a. If not, please ensure that the reason is given in the signed minutes. 
b. Was communication sent to the other unsuccessful applicants? ☐ Yes ☐ No 
c. Were reference checks conducted for the selected candidate(s)? ☐ Yes ☐ No 

i. If yes, please attach reference check form. 
ii. If no, please ensure reference checks are done before giving an offer. 

13. When is the expected reporting date? _________________________ 
14. Under what FTE is the person hired? _________________________ 
15. Any other relevant information pertaining to this position? _________________________________ 

_____________________________________________________________________________________________________
_____________________________________________________________________________________________________ 

 

Prepared by: 

____________________________________________  __________________________  _________________ 
Name      Signature   Date 
 
Project Name: ____________________________________  P.I Name: ________________________________ 


