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* Job Description, Person Specification and Advert to be sent to link N
HR Advisor electronically. HR will check documentation and inform
manager if changes are to be made.

PAF to be fully completed by Recruiting Manager

Completed PAF to be sent to Departmental Head electronically )

APPROVAL

SHORTLISTING AND
INTERVIEW

NOTIFY
APPLICANTS

APPOINTMENT
DOCUMENTATION

Departmental Head will sign and forward the PAF to the following N\
parties for approval:

-Assistant Director - Commercial & Student Services

* -Management Accountant

-HR Advisor Y,

Recruiting Manager to confirm dates with panel to shortlist and \
interview. Please note that all panel members should be fully
recruitment and selection trained.

HR to e-mail application forms and Applicant Details Form (ADF) to
recruiting manager.

Complete panel to shortlist applications against person

specification criteria

Chair of Panel to complete ADF for all applicants. /
~

Chair of Panel to notify successful and unsuccessful applicants
Recruiting Area to obtain references.

/

~

Chair of Panel to complete Contract Request Form (CRF) and return
the following documentation to the link HR Advisor;

-CRF
-ADF
-Master copy of interview notes
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