RECRUITMENT FLOWCHART (ACADEMIC POSITION)

Vacancy due to replacement
or new position

v

Advertisement or CV Bank

v

Compiled CV send to
HOS/HOD

v

Interview Assessment

v

Shortlisted CV returned to
HRD

v

Send shortlisted CV’s to
Perth for comments on their
suitability

v

HRD arrange for interview:

-find suitable date

- send notice to Panel &
candidates

v

Telephone Interview

Panels:

a. PVC

b. MB Members

c. HOS

d. Director T&L

e. HR Rep

f. Student Tep

g. HOD from Bently
Campus

YES | Need for 2nd Interview?

v

Certs / Referee check

v

Interview Session

Face-to-face interview

o SELECTION PROCESS

Panels:
a. PVC
b. MB Members
c. HOS
d. HOD
e. Director T&L
f. HR Rep
g. Student Rep
h. HOD from Bently

NO
v

Prepare interview minutes
and send to Panels for
signature

v

Prepare Offer Letter and
send to PVC for signature

v

A

Candidate declined offer

v

Make offer to 2nd
choice candidate. If no
suitable candidate
available, re-advertise

Note: Any request for salary increase or change of staff level, refer to Head, HR and HOD/School. Send their comments to PVC for decision

Notify successful candidate
and send out the letter offer

A

Campus

\ 4

Candidate accepted offer

v

Request documents
required for visa &
permit application

v

Once received, open
personal file and send to
Visa and Permit Section




