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Manager seeks approval to recruit to a job 
(To gain approval, the manager will need to discuss this with their 
Care Group Manager or, in the place of THQ departments, with the 

relevant Exec Director) Manager emails advert request form, job 
description, person spec and KSF outline 

summary to Divisional HR Manager 

Divisional HR Manager confirms advert 
approval and sends advert to HR Divisional 

Team 
 

HR place advert on NHS Jobs and in external publication via 
Lawtonware (if requested) to be open for 2 weeks.  

All adverts to be actioned within 2 working days of receipt 
from HRM 

All applicants apply online via NHS 
Jobs website 

Closing date reached – 
advert closes 

After the advert closes, HR longlists applications and sends those marked OK to recruiting manager for review, via 
NHS Jobs. HR sends Groupwise email at the same time to confirm that applications have been sent, and provide 

further instructions. This happens the working day following the closing date. 
 

Manager (and panel) review applications and add online 
comments/scores for each via E-Rec, stating which applicants are 

/ are not shortlisted, including reasons for decisions. The 
Recruiting Manager responds to HR’s Groupwise email to confirm 

online shortlist has been actioned, and provide completed 
interview request form within 5 working days of receipt. 

HR reviews each application and corresponding 
manager’s shortlisting comments to ensure 

consistency and non-discrimination 

HR sends interview invites to shortlisted applicants via email 
and texts them to confirm invitation. Invites are sent within 
3 working days from receiving Interview Request Form. 

HR makes up interview packs and notifies Chair of 
Panel that they are ready for collection/delivery at 

least 5 working days before the interview. 

INTERVIEWS TAKE 
PLACE 

Managers make their selection 
decision, making interview notes for 

each candidate, detailing their 
performance at interview against the 

criteria on the person spec 

Manager telephones successful candidate(s) to 
verbally offer them a position, subject to 

satisfactory completion of pre-employment checks. 
Recruiting Manager sends completed paperwork to 

HR within 2 working days of interview. 

HR sends offer letter, references and all pre-appointment 
documentation to successful candidate(s) for completion within 

2 working days 
 

Manager contacts candidate to arrange start date 
and informs HR via email. 

Applicant makes appointment to attend HR to 
complete Pre-Employment forms and an 

appointment to attend OH 

HR informs Manager Candidate is ready to go! 
 

HR enters employee details onto ESR and draw up contract of 
employment within candidates first month of starting. 

 HR makes up employee’s personal file and 
sends to manager 


