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Optimize your application process 
to lower applicant drop-off rate

CHECKLIST

MAKE IT QUICK

Ensure your application flow is user-friendly and intuitive to navigate.

Include as few redirects as possible, not to lose mobile applicants.

Provide a mobile version.

Give candidates a chance to save their progress.

Provide easy document upload (e.g. Google Drive or Dropbox).

Do not ask applicants to register until after they’ve submitted their application.

MAKE IT CONVENIENT

MAKE IT RELEVANT

Go through the application 
process yourself and put the 
timer on. How long does it take 
you to complete all the necessary 
steps?

Look at the role description. Make 
sure the application provides 
candidates with infrastructure 
to include and showcase all skills 
(e.g. portfolio links).

If it’s longer than 15 minutes 
from start to finish, consider 
removing the steps that take 
a long time and aren’t relevant 
until later on in the process.

Assess if a cover letter is 
necessary at this point. Will a 
personality test or a few role-
specific questions be enough?

Consider being more direct in 
your job ad if you had to stop 
and think how to showcase 
relevant skills efficiently in your 
application.

Give your candidates enough 
information about the role to 
make sure they don’t spend time 
describing skills and experiences 
that are irrelevant for the role.

TIP: Candidates want to spend 5 minutes or 
less on submitting their application.

TIP: A streamlined application process will 
make your decision-making process easier.

TIP: 86% of active job seekers search and apply for jobs on their mobile.

https://talenthub.io
https://www.shrm.org/resourcesandtools/hr-topics/technology/pages/study-most-job-seekers-abandon-online-job-applications.aspx
https://www.shrm.org/resourcesandtools/hr-topics/technology/pages/study-most-job-seekers-abandon-online-job-applications.aspx
https://www.shrm.org/resourcesandtools/hr-topics/technology/pages/study-most-job-seekers-abandon-online-job-applications.aspx

	Make it quick: Off
	Check Box2: Off
	Check Box3: Off
	Check Box4: Off
	Make it relevant: Off
	Check Box6: Off
	Check Box7: Off
	Check Box8: Off
	Make it convenient: Off
	Check Box10: Off
	Check Box11: Off
	Check Box12: Off
	Check Box13: Off
	Check Box14: Off
	Check Box15: Off


