10 step checklist for

hiring seasonal workers

Hiring seasonal workers is
often a high-pressure task.

Businesses face tight hiring timelines,
fluctuating demand, and workforce
shortages, making it challenging to
ensure smooth operations.

With the right strategy, businesses can
streamline seasonal hiring.

This 10-step checklist helps HR, Talent
Acquisition, and Operations manage
theirworkforce efficiently.

Follow our steps to:

® Predict workforce demandto
prevent under- or overstaffing.

e Attract qualified seasonal
workers ina competitive
job market.

® Speed up hiringand onboarding
while maintaining compliance.

® Retain high-performing
seasonal employeestoreduce
rehiring costs.

Here’'showto doit.
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Accurately forecast demand

Effective seasonal hiring starts with
understanding your business’s staffing needs.

Analyze historical data
Review past peak seasons to identify trendsin
staffing needs.

Collaborate with key departments
Work with Operations, Finance, and Sales teams to
forecast demand.

Consider external factors
Monitorlabor market trends, economic shifts, and
industry-specific fluctuations.

Plan for contingencies
Prepare forunexpected spikes in demand orlast-
minute worker shortages.

Define yourideal
seasonal worker profile

Clearly defined skills, experience and work ethic
will help attract the right talent.

Identify must-have skills
List critical abilities (e.g. customer service forretail,
efficiency forwarehouseroles).

Assess soft skills
Look forreliability, adaptability, and the ability to work
in fast-paced environments.

Be transparent about job expectations
Clearly outline shift requirements, contract
duration, and pay structure.
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3. Optimize job postings and
recruitment channels

Competition for seasonal workers is fierce, so
your job postings must stand out.

Use targeted job boards
Post onindustry-specific job sites and gig
work platforms.

Use social media andreferrals
Incentivise employees to refer workers.

Emphasize benefits
Highlight perks such as bonuses and full-time
opportunities.

Simplify the application process
Reduce unnecessary steps to encourage
more applicants.

4. Streamline the application
and screening process

Shortenthe application process to attract more
candidates andreduce admin.

Automate applicationreviews
Use pre-screening questions to filter out
unqualified candidates.

Use structured interviews or assessments
Ensure workers meet job-specific requirements.

Speed up interview scheduling
Implement automated scheduling tools to
avoid delays.

5. Ensurefastand
efficient onboarding

Awell-structured onboarding process gets
workers ready quickly.

|:| Digitize paperwork
Offere-signature options for contracts, tax forms,
and compliance documents.

|:| Use online training modules
Pre-recorded training sessions reduce the need for
in-person orientation.

Set clear expectations
Provide schedules, point-of-contact details,
and a FAQ resource fornew hires.

‘indeed flex

6. Verify compliance
and worker eligibility

Make sure all workers have the correct
documents, permits, and training.

I:l Verify right-to-work documents
Confirm eligibility to work in the country.

Conduct background checks as needed
Ensure candidates meetindustry-specific
legal standards.

Stay updated onlaborlaws
Monitor minimum wage changes, tax requirements,
and contractregulations.

7. Build workforce flexibility
with a smart scheduling system

Scheduling seasonal workers effectively
prevents understaffing and reduces costs.

I:l Use workforce scheduling software
Automate shift assignments and track attendance.

Allow workers to select shifts
Providing self-service schedulingimproves
engagement andretention.

Have abackup plan
Maintain a pool of available workers to cover
last-minute absences.

8. Retain and motivate
seasonal workers

Seasonal hires who feel valued are more
likely to return for future work.

Offer bonuses or performance incentives
Encourage reliability and high-quality work.

Create a positive work environment
Provide feedback, support, and awelcoming
team culture.

Recognize top performers
Consider offering long-term employment

opportunities to high-performing workers.
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9. Monitor performance
and productivity
Tracking worker performance helps
identify top talent.

D Track attendance and shift fulfilment
|dentify patternsinno-shows and
underperformance.

D Use performance data toimprove
hiring decisions
Retain high-performing workers
for future seasons.

D Provide real-time feedback
Help workers improve and
stay motivated.

10. Plan for the future

Ensure high-quality workers return next
year, cutting future recruitment costs.

D Conduct exit surveys
Gatherinsights toimprove next season’s
hiring strategy.

|:| Offerreturn-workerincentives
Keep arecord of high-performing
workers for easy rehiring.

D Maintain a talent pool
Build a database of past seasonal
workers for fasterrecruitment next year.

Final thoughts

By following these 10 key steps,
HR, Talent Acquisition, and
Operations teams can:

Plan ahead to meet
seasonal workforce demand

o)
Q+

Attract and onboard
high-quality workers quickly

g

Reduce hiring costs
andincrease retention

(e

Ensure compliance
while improving
workforce management

Take a proactive approachto
seasonal hiring, reduce, stress, and
improve workforce organisation
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