
10-Step 
Peak 
Recruitment 
& Retention 
Checklist
Peak has always been a challenging time but in 
the wake of Brexit uncertainty, it’s becoming even 
more taxing. 

Forecasting demand requirements when every 
move by the Government has the ability to alter 
consumer spending habits is fraught with difficulty. 
The ability to stay agile and be able to react quickly 
to any outcome will be the differentiator between 
those who survive another season of Peak. 

Your Peak people strategy is the backbone of 
all of this. Employers need to think of new ways 
to retain and attract labour as a result of Brexit 
creating skills shortages - and ensure that they 
have carefully considered what roles, and in what 
quantity are required. 

This 10-Step Peak Recruitment Checklist helps 
you ensure you don’t miss any vital steps in your 
planning  - and that you don’t Peak too late with 
your recruitment strategy

If executed correctly, this Peak season could be 
an amazing opportunity to have an enriched and 
empowered workforce and to gain better value out 
of employees.



10-Step Peak Recruitment & Retention Checklist

CHECKLIST

1. Carry out analysis and people forecasting early
Most organisations start reviewing their Peak performance as soon as the last period has ended. 

Review last year’s peak period 

• What worked and what didn’t? 
• Did you end up with too many (or too little) low-skilled workers? 
• Did your operations benefit from the use of a contractor?
• What was the ROI from workers hired for different roles?

Make predictions about this year’s demand  

• Consider using Workforce Optimisation Software. 
• What effect will Brexit have on forecasting?
• Will you be stockpiling stock?

Who is available in the market? 

• This may impact on the analysis of what roles you will recruit and in what quantity.  
• What is the candidate to vacancy rate for each role identified? 
• What are the typical salary and benefits offered? 

2. Consider whether contractors add better value
Contractors are generally hired to deliver change projects with measurable ROI for organisations.  

• Would business change projects reduce the number of seasonal workers required? 
• If so, to what degree? 
• What is the overall ROI of the projects versus your current recruitment strategy?
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3. Optimise your existing workforce 
Can you offer the following to attract & retain staff?

• Remote working for any tasks that can be undertaken at home (or even whole roles)
• Allowing workers to leave early to pick up children from childcare
• Working shift times around transportation issues, like bus or train times, where required?
• Offering part-time shift work
• Job sharing
• Operating split shifts (early morning and later evening), so that students can attend  
 university/college
• Guaranteed working hours
• No-zero hour contracts

4. Match the recruitment method to the role
Success will depend on being able to get the right quality and quantity of applicants for the role.

Low-skilled workers
The following are usually the most effective: 

• Recruitment agency talent pools
  Provide agencies with as much notice as possible
• In-house use of job aggregators
• Recruitment agency PPC ads
  Instruct marketing agency or team 1-2 months before, to optimise results
• In-house use of general job boards
• Recruitment agencies’ professional social networks and use of general job boards

Senior management and highly skilled/technical workers
The following methods are usually the most effective: 

• Professional social networks i.e. LinkedIn 
  Do you/the recruitment consultancy have sufficient, relevant industry connections
  What tools do you need i.e. LinkedIn Sales Navigator?
• Specialist job boards (used by agencies and in-house)
  Review/ask for recommendations on the most effective

5. Seasonal recruitment plans & job specifications
Finalise your recruitment plans and put it to market 4 months ahead of the next peak period, to 
ensure that you have access to the best talent available. 

• Determine every role required. 
• Which recruitment methods will you use for each? 
• Start to build talent pools (or ask your recruitment consultants to do so, if applicable)
• Carry out in-depth salary/benefits benchmarking - become the employer of choice?
• Determine base salary, incentives and benefits you will offer
• Craft a compelling job description 
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6. Choose the right interview format
Choosing the right interview format should balance the need to assess suitability against speed 
and convenience for you and the candidate.

High volume, low-skilled workers
Video interviewing and assessment centres are generally the most effective. 

• Video interviewing - Consider options:
  Solo video interviews - quicker
  Face-to-face video interviews - more personable, can establish cultural fit
• Assessment centres - Consider:
  Group exercises - Skills/traits to test
  Presentations - What topic?
  Profiling tests - Required? If so, what to test?
  Interview formats - Individual or panel?

Senior management and highly skilled/technical roles 
The most effective process usually involves an initial screening call, followed by a face-to-face in-
person interview. Consider:

• Initial screening: is video/telephone call or an informal meeting best?
• Blocking out hiring managers time.
• One-to-one or panel interview?
• Is a third client-side interview required?  
• How fast do you need to move for contractors? Have streamlined processes for such  
 candidates.  

7. Perform reference & background checks
References and background checks are even more important for Peak, as any loss of productivity 
will be acutely felt.

Contractors

• Check LinkedIn profile recommendations before the interview
• Insist recruiters perform reference & background checks by telephone or video conferencing
• Carry out reference checks immediately post-interview
• Check references for evidence of tangible ROI 

Seasonal workers

• What soft skills are strictly necessary versus desirable?
• What technical skills/experience are necessary versus desirable?
• Obtain one or two references from previous employers 
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8. Induction, training & management 
Ensure that all of your workers are trained as optimally as possible and that goals are carefully 
communicated and understood.  

Contractors
Besides a very brief induction ‘walk-around’, contractors are hired on the basis that they can hit 
the ground running.

• Does the day rate reflect the level of ROI you expect? 

Low-skilled, seasonal workers
Use the opportunity to become an employer of choice by the use of:

• ‘Buddy-Up’ schemes 
• Weekly Q&A sessions & feedback sessions 
• Regular communication to keep everyone informed of changes/targets, etc.
• Integrating seasonal workers 
  Arrange regular socials
  Team-based targets as well as personal ones
• Clear promotion paths for employees taking on temporary management/leadership
• Clear criteria for seasonal staff to be taken on as permanent employees
• Simplifying processes to make training as uncomplicated as possible

9. Incentivise 
Most organisations offer incentives to motivate their workers to achieve performance and 
attendance goals. Ensure that they are compelling enough to your target workers.

Contractors 
They are not ‘temporary employees’. They have been brought on board to deliver a project and 
so should do not require incentives. 
 
Employees

• Store discounts (if applicable)
• Perks
• Experiential rewards
• Retention bonuses linked to performance and attendance
• Clear career development path criteria (see section 8)
• Job-related training and certifications 
• Personal development training/certifications e.g. language courses for migrant workers
• Assistance with Settled Status applications

10. Embrace the opportunity to learn and improve
Can Peak provide (or has it provided?):

• Fresh ideas and perspectives brought in contractors or competitors’ staff 
• A talent pool for finding new employees
• An opportunity for upskilling future team leaders and managers
• A chance to streamline and optimise business processes
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Further reading:
• What are the best recruitment methods? And the survey says… 

• Timewise study, ‘Flexible Working: A Talent Imperative’

• Supply Chain 247: 5 ways to handle distribution centre peak demand

• INFOGRAPHIC: 15 eye-opening Employer Branding stats

• 7 steps to creating an irresistible Employer Value Proposition 

Would you like 
assistance with Peak 
recruitment? 
Do you need help devising a strategic Peak recruitment plan? 

As Supply Chain & Procurement specialists, we live and breathe our markets and understand 
the complexities of Peak. In fact, many of us previously worked at management and operational 
levels in the industry. We can therefore advise on the strategies that are working right now to 
build an effective Peak talent pool for the future. 

We have the full range of tools and experienced, knowledgeable consultants to assist your Peak 
recruitment. So whether you want video screening or assessment centres, psychometric testing 
or skills testing, 5 Peak hires or a whole site, we are on hand at every step of the way. We can 
even help you with your employer branding.  

And we’re a firm believer that it’s less crowded on the extra mile. 

Our Sales Director, Gary Robinson is carrying out FREE 30 min Peak-ready 
recruitment reviews.
To book a time in his diary click this link:

https://calendly.com/GaryRobinson

18th
Calendar

Book your FREE Peak Review
CLICK HERE
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