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This self-assessment worksheet is designed to help HR departments and 
hiring managers evaluate the effectiveness on key metrics, identify areas for 
improvement, and cultivate a purpose-driven approach to talent management 
that aligns with your organization's goals and values. 
 

Instructions: 
 
Rate your HR department's performance on each of the following metrics on a 
scale of 1 to 5, where 1 represents Needs Improvement and 5 represents 
Excellent. 
 
 

1. Hiring Time 
 

1 (Needs Improvement): Significant delays in the hiring process that 
impact team productivity. 
 
2 (Developing): Some delays in hiring, but efforts are being made to 
streamline the process. 
 
3 (Good): Hiring process typically proceeds smoothly with occasional 
delays. 
 
4 (Very Good): Consistently efficient hiring process with minimal delays. 
 
5 (Excellent): Hiring process is highly efficient, leading to quick 
onboarding and minimal disruptions. 

 
2. Hiring Sources 

 
1 (Needs Improvement): Limited/no insight into effective hiring 
sources, resulting in difficulties attracting top talent. 
 
2 (Developing): Some understanding of hiring sources, but room for 
improvement in optimizing recruitment strategies. 
 
3 (Good): Utilizing diverse hiring sources with moderate success in 
attracting quality candidates. 
 
4 (Very Good): Well-defined strategies for leveraging effective hiring 
sources to attract top talent. 
 
5 (Excellent): Highly effective recruitment strategies harnessing the 
power of optimal hiring sources to attract top talent. 
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3. Cost of Hiring 
 

1 (Needs Improvement): Unclear tracking of hiring costs, leading to 
budgetary uncertainties and inefficiencies. 
 
2 (Developing): Basic monitoring of hiring costs with some efforts to 
optimize expenses. 
 
3 (Good): Regular tracking of hiring costs and moderate success in cost 
optimization. 
 
4 (Very Good): Proactive management of hiring expenses, leading to 
efficient resource allocation. 
 
5 (Excellent): Rigorous control over hiring costs, ensuring optimal 
resource allocation and financial sustainability. 

 
4. Retention Rates 

 
1 (Needs Improvement): High turnover rates and limited initiatives to 
improve employee retention. 
 
2 (Developing): Retention challenges exist, but efforts are being made 
to enhance employee engagement. 
 
3 (Good): Moderate turnover rates with ongoing initiatives to enhance 
retention strategies. 
 
4 (Very Good): Stable retention rates and effective measures in place to 
promote employee satisfaction and retention. 
 
5 (Excellent): Exceptional retention rates, reflecting a highly engaged 
and satisfied workforce. 

 
5. Filled vs. Unfilled Positions 

 
1 (Needs Improvement): High ratio of unfilled positions and challenges 
in streamlining the recruitment process. 
 
2 (Developing): Some unfilled positions, with ongoing efforts to 
optimize recruitment procedures. 
 
3 (Good): Balanced ratio of filled vs. unfilled positions with occasional 
vacancies. 
 
4 (Very Good): Efficient recruitment process with minimal unfilled 
positions and proactive vacancy management. 
 
5 (Excellent): Optimal balance between filled and unfilled positions, 
indicating a highly effective and streamlined recruitment process. 
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Overall Score: Calculate the average score across all metrics to 
gauge your department's performance.  
 
 
 
Point Ranges: 
 

• 20 - 25 (Very Good - Excellent): Congratulations! Your HR department 
demonstrates exceptional performance in your reporting, showcasing a 
high level of proficiency and effectiveness. 

• 15 - 19 (Good): Your HR department is on track, with room for potential 
improvement in certain aspects. 

• 10 - 14 (Developing): While efforts are being made, there are noticeable 
areas that require attention and enhancement. 

• 5 - 9 (Needs Improvement): It's vital to prioritize initiatives for 
improvement in this area to align with organizational goals and industry 
standards. 

 
Recommended Next Steps: 
 

1. Hiring Time: 
o For scores in the excellent range, continue to maintain a and 

eliminate bottlenecks to ensure a faster timeline. 
2. Hiring Sources: 

o Leverage data to identify high-performing sources and refine 
recruitment strategies. Consider researching new channels with 
proven track records of success.  

3. Cost of Hiring: 
o Analyze areas with scores in the developing or lower range to 

identify potential cost-saving opportunities. Implement strategies 
to optimize expenses while maintaining quality. 

4. Retention Rates: 
o Prioritize employee feedback and engagement initiatives for 

scores in the developing range or below. Identify factors 
impacting retention and implement targeted interventions to 
nurture a supportive work environment. 

5. Filled vs. Unfilled Positions: 
o Streamline recruitment processes and assess areas with lower 

scores to minimize unfilled positions. Implement proactive 
vacancy management strategies and optimize the recruitment 
pipeline for greater efficiency. 

 
 

By addressing the identified range for each metric and implementing the recommended next 
steps, your HR department can further align its practices with your company’s objectives, 
fostering a purpose-driven and balanced approach to talent management that resonates with the 
values and aspirations of your workforce. 
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