Recruitment Process Synod (between Ministry Centres (EOs) and HRRC & HR Department)

EO (Ministry Centre) identify new or replacement position LEGEND

(within budget and outside of budget) EO = Executive Officer

CFS = Contract for Services

EOR = Executive Officer Resources

HRRC = Human Resource Remuneration Committee
HR = Human Resources

Discussion with and MHR = Manager Human Resources

approval of CEO/Gen Sec PD/PS = Position Description & Person Specification
position, PD/PS, salary

F Contract for
Services (CFS)
range, interview panel Development or review by EO (or delegate) of

members. (MHR to advise (i) Position Description / Person Specification (PD/PS) for

EO and HR) employment , OR
(i) services required (CFS)

Employment (E)

HRRC approval o

HR provide relevant Contract
for Services document to EO
for completion

HR recruitment process

EO forward completed Contract for

*EO or delegate and HR work together on preparation of advertisement for agreed methods services to HR for signature/seal of EOR

of advertising.

*Interview panel members are recommended by HRRC in accordance with UCSA Recruitment
Policy

*HR receive applications (for records management) shortlist and forward to EO or delegate
*Applicants are further short listed for interview by EO or delegate

*HR arrange interviews and assist EO or delegate in the development of interview questions
*HR arrange pre employment processes (including computer testing, reference checking,
medical testing, psyche testing)

*EO with HR forward recommendations and seek approval from HRRC of preferred applicant
. HR will advise EO of HRRC approval, and EO can make verbal offer to successful applicant for
verbal acceptance.

*EO advise HR that verbal offer accepted and HR can prepare employment
contract/documentation

*CEO/Gen Sec and EO sign contracts; HR will then forward documentation to applicant (offer) —

PD/PS templates

& examples (E)
OR services Contract for

delivery details Services
(CFS)

Employment
Contract

for their agreement and signature.

*Signed and completed documentation is to be returned to HR by successful applicant
*HR will advise EO offer is officially accepted in writing and announcement can be made
*HR will advise unsuccessful interviewed applicants

Contract for Services — copy retained by

HR, EO, EOR and Contractor
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