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Recruitment Process and Timetable

Position: ___________________________________________________
	Task
	Process
	Who
	Date

	Appointment of Recruitment Sub Committee


	Governance decision
	Board of Management
	23 January

	Sub Committee to pre[pare a Job Description


	Position Description has been commenced
	Recruitment Sub Committee
	7 February

	Place advertisements


	Advertisements to be placed internally and externally



	Recruitment  Sub Committee

Kim Dover
	7 February

	Prepare separate information sheet re. Kyeema


	Update summary of information about Kyeema, its clients, staff and activities.
	Recruitment Sub Committee
	7 February

	Adoption of content re package to go to applicants


	Prepare a package for applicants containing 

· An introductory letter by the Chairman

· Info sheet re Kyeema

· Position Description

· Brochure re Portland and District


	Sub Committee


	7 February

	Closing date for applications


	

	Decide on Interview Panel
	Recruitment Sub Committee to appoint an Interview Panel


	Recruitment  Sub Committee
	

	Review applications and recommend a shortlist for interview


	Adopt criteria for establishing a shortlist and review all applications for this purpose
	Recruitment  Sub Committee
	

	Contact applicants re interview arrangements


	Personal contacts with applicants
	
	

	Advise applicants unsuccessful in obtaining interview


	Contact applicants not on the short list advising that they have been unsuccessful 
	
	

	Conduct interviews


	· Meet to establish criteria and weightings for selection

· Adopt processes to be followed in assessing applicants  
	Interview Panel
	

	Check referees etc


	Obtain the views of referees and independent sources re preferred applicant/s
	Interview Panel
	

	Make appointment


	Decide on the successful applicant and offer the position
	Selection Panel
	

	Advise applicants unsuccessful in interviews


	Contact remaining applicants and advise that an appointment has been made
	Recruitment Sub Committee
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