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TOWN COUNCIL




STAFF RECRUITMENT PROCEDURE
1. Advertising the Vacancy

1.
As an Equal Opportunity organisation, we need to advertise all jobs.
2. 
Adverts containing a brief Job Description and the deadline data for applications should be places on Town Notice Boards, in The Bramley, on FaceBook and other local press.
2. Applications

1.
On receipt of each enquiry, an Application Form and Job Description and Person Specification should be sent under a covering letter. Applicants should be asked to return the Application Form. 

2. Applicants should be advised that, in order to minimise costs, only short-listed candidates will be contacted further.

3.
A full list of all enquirers should be maintained.

3. Shortlisting the Applicants


1.
After the closing date for Applications, it is necessary to shortlist the Candidates and arrange interviews viz:






Review all applications






Create shortlist





Confirm Interview Date






Reserve Room






Confirm Interview Panel






Prepare Interview Timetable






Notify Candidates by phone and letter






Issue Interview ‘Package’ to Panel

Selection


1.
Candidates should be ranked and a job offer made to the preferred choice once ratified at the next Full Council Meeting (subject to suitable references).
2.
The second and third choices should not be notified of their non-success until the preferred candidate has confirmed acceptance and all references have been received. The other interviewees can be advised immediately of their non-success.
3.
Candidates should be informed of the timescale of notification.

Appointment


1.
When acceptance has been confirmed, an appointment letter should be sent with the appointment terms and conditions and an agreed start date.
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