Vacancy in department

Department submits Job Description and Person Specification to HR

Department signs Recruitment Advert Request???

All vacancies collated and sent to Redeployment (Kate Vallance), held for up to a week

Redeployment released vacancies to Ken Simpson

Ken Simpson to assess vacancies for LEP eligibility

Suitable vacancies forwarded to LEP Project Manager

LEP Project Manager contacts department for further information on post 

(If suitable, PM meets with department to discuss further)

PM sends an e-mail with all details to Dee Wishman at JCP*
Dee adds info to JCP database, circulates details to JCP advisers and issues a code to PM

(PM circulates information to the Engage Partnership)

PM collates returned applications

PM contact Dee after closing date to inform of names and NI no’s (some may have come direct from Engage and not registered at JCP)

PM adds information to monitoring spreadsheet

PM meets with department to sift applications and discuss content of ‘informal interview’

Department shortlists for interview and (??) informs all applicants. Dept provides short list to PM who will notify Dee

Interviews in departments – PM may be involved

Decision on successful candidate – applicants notified. PM notified who will notify JCP

PM will liaise with supported employment agency to provide 2 year support

PM to identify buddy, if required, and facilitate first meeting

PM will discuss training with department and notify Rewards who will liaise directly with them

PM to monitor client on three monthly basis, contacting lead for dept

* Details of post with legitimate restrictions, Job Description and Person Specification, (Main) Application form (to be adapted and change return address), LEP front cover. Salary, Hours, Return Address 

