Working Together to Fill Your Vacancy

Talent Acquisition and Recruitment Department Hiring Manager

Working Days

Complete the recruitment
request on the e-
recruitment system and
submit for approval

Recruitment requests sent for Director
review on a weekly basis (Monday).
Note: If the request is out of budget then <
Director approval required before the
request will be progressed.

Email confirmation to Hiring Manager to
arrange commissioning call i

Within 2 days.

Commissioning Meeting held with
Recruitment contact and Hiring
Manager to review and plan the

campaign.

Advertise the campaign on
the e-Recruitment system,
NHS Jobs for external
adverts and in any additional
media and promotion (if
required)

Advertising for 5 — 10 days.
From Midday Wednesday or
Friday
Review applications. Finalise
the shortlisting once all
shortlisters have completed

At advert closed date send
interview arrangements
form and reminder email.

Create the interview invites
and send to the candidates.
Within 2 days of receipt of
the completed shortlisting.

their reviews. Complete and

return the interview
arrangements.
Within 2 days of the advert
closing.

Download interview

5-7 days between
shortlisting/ invites
and interview date
to allow candidates

to make
arrangements

schedule and interview pack

Carry out interviews
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Working Together to Fill Your Vacancy

Talent Acquisition and Recruitment Department

Hiring Manager

Send written confirmation of offer

subject to clearances and begin pre-
appointment clearances

Send regret letters to unsuccessful/ <

contact:

reserve candidates.
Within 2 days of receipt of the interview
outcome

Chase all pre-appointment

Clearances 5 — 10 days

clearances and keep Hiring
Manager updated.

Confirm receipt of all
clearances to Manager.

Within 1 day of receipt of final
clearance.

Send final offer letter/ contract
with start date.

Within 5 days of receipt of
confirmation from manager

Email new starter pack to Manager
2 weeks prior to commencement.

Notice Period Varies

Where internal candidate manager
to complete contractual change
forms.

Offer preferred
candidate(s)
post subject to
clearances.
Within 1 day of
the interview

Complete the interview outcome form
for your successful candidate(s) in e-
Recruitment and update their status(es).
Scan and email to your recruitment

e Candidate interview checklist and
identity documents

e Interview assessment form and
notes for all candidates for
successful candidate(s)

Within 2 days of the interview

Hiring Manager to

induction and complete
starter forms and return to

> check progress on the
e-Recruitment system
Agree start date with

candidate.

Within 1 day of confirmation of

all clearances

v

Inform recruitment contact of
start date and details
Within 1 day of confirmation of

all clearances

Manager to arrange

Pay support.
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