[Company Logo]   [Company Name]
RECRUITMENT TRACKER
	Company:
	[Company Name]

	Updated On:
	[DD/MM/YYYY]

	Recruiter:
	[HR Name]



1. Open Position Register
	Req. No.
	Designation
	Department
	Openings
	Hiring Manager
	Approved On
	Ageing (days)
	Status

	[Requisition Number]
	[Designation]
	[Department]
	[Number]
	[Reporting Manager]
	[DD/MM/YYYY]
	[Days]
	[Open / On hold / Closed]

	[Requisition Number]
	[Designation]
	[Department]
	[Number]
	[Reporting Manager]
	[DD/MM/YYYY]
	[Days]
	[Status]

	[Requisition Number]
	[Designation]
	[Department]
	[Number]
	[Reporting Manager]
	[DD/MM/YYYY]
	[Days]
	[Status]



2. Candidate Pipeline
	Req. No.
	Candidate Name
	Mobile
	Source
	Stage
	Interview Date
	Interviewer
	Status
	Next Action / Owner

	[Requisition Number]
	[Candidate Name]
	[Mobile]
	[Portal / Referral / Agency]
	[Screened]
	[DD/MM/YYYY]
	[Interviewer Name]
	[Cleared / Rejected / Pending]
	[Action / Owner]

	[Requisition Number]
	[Candidate Name]
	[Mobile]
	[Source]
	[Interview]
	[DD/MM/YYYY]
	[Interviewer Name]
	[Status]
	[Action / Owner]

	[Requisition Number]
	[Candidate Name]
	[Mobile]
	[Source]
	[Offer]
	[DD/MM/YYYY]
	[Interviewer Name]
	[Status]
	[Action / Owner]

	[Requisition Number]
	[Candidate Name]
	[Mobile]
	[Source]
	[Sourced]
	-
	-
	[Status]
	[Action / Owner]



3. Funnel Summary by Position
	Designation
	Sourced
	Screened
	Interviewed
	Offered
	Joined

	[Designation]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]

	[Designation]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]

	[Designation]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]



Stage definitions: Sourced – profile received; Screened – cleared HR screening; Interviewed – at least one panel round done; Offered – offer released; Joined – reported on date of joining.
Page    ·   Free HR template by BetterJobs.in — hire top talent: betterjobs.in
