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	Queries and Feedback
	


	Ref.
	Action
	Unit
	Timeline (Day)
	Annex
	Remarks

	1
	HR participates in HR Plan preparation with projects throughout its formulation process 
	HRMU / Hiring Unit
	31-Jan-2011 
	HR plans to be uploaded 
	

	2
	Approved and prioritized HR Plan backed up with TORs, budget confirmation sheet reflecting COA for each position and approved organogram 
	Requestor 
	31-Jan-2011
	
	Eliminate the submission of individual recruitment requisition 

	3
	a. Prepare and post Vacancy Announcement (VA). 
	HRMU 
	15 days
	
	

	
	b. Running in parallel to the VA, the HR practitioner will long-list the CVs on daily basis, identifies the shortlister(s), compiles the test/interview questionnaire and will have it ready Before the VA closes. 
c. Credentials must be submitted by the applicants with CV and application.
	Requestor  / HRMU
	1 day
	
	Vacancy Announcement running while simultaneously Long Listing

	5
	Submit the signed short list printed from the jobsite. Or confirms the on-line shortlist via e-mail.  

	Requester  
	2 days
	· 
	1. Exclude CVs that do not meet the minimum requirements of the VA.
2. The short   lister provides short comment on the reason of inclusion or exclusion of applicants from short list on the jobsite.

	6
	a) Review shortlist to ensure  

Compliance with VA / due diligence. Receives concurrence from respective DCD and 
b) HR Practitioner Invite the shortlisted candidates for test and interview.
c) Prepares the test and interview package (test papers, CVs, questionnaire, test and interview rating card) 

· For time effectiveness, it is recommended that written test and interview be held the same day. 
	HRMU 
	3 working day
	
	

	7
	a. Organize and administer test or other recruitment testing methodologies (if applicable). 
b. Right after written test the HR Practitioner facilitates the interview
The final recommendation will be subject to consolidated test and interview result. Hiring Manager to submit the test result within 24 hours. Panel secretary submits the interview report the same day of interview.

The HRA will conduct the reference check in parallel to the interview schedule.    
	HRMU 
	2 working day.
	
	1) Test is optional and at discretion of Hiring unit. 
2) Interview Panel already informed as per approved interview panelist by CD.

	12
	c. Submit Interview Report to DCD and CD for approval respectively and secure final approval/disapproval.  
d. Informs the unsuccessful candidates of their candidacy status


	HRMU CO
	3 working days
	· 
	*For crucial positions, HRA requests the recommended candidate to undergo entry medical exam as soon as the recommendation is approved by CD

	13
	If applicable, submit the recruitment case to CAP for review. 

	
	5 working days
	· 
	It is recommended that the hiring unit consider the max duration of required services and accordingly secure approval of CAP if the total contract amount is $30k or above. The contract however can be issued for initial recommended duration i.e. 12 months.

	14
	a. The recommended and approved candidate be offered the position and requested to undergo entry medical examination (UNAMA Clinic) and to submit relevant recruitment documents. 
b. HR Practitioner aggressively follows up on the progress of entry medical exam
c. Notify rostered candidate on their candidacy status. 


	HRMU CO


	10 working days 
	
	Note: candidates who are not recommended should be notified as soon as the interview minutes are signed by the Interview Panel  members 

Give deadline to candidate to respond within five (5) days of acceptance or non-acceptance of receipt of offer.  Normal timeframe for UNAMA Clinic to declare medical result is from 1 to 2 weeks.

	14
	Upon receipt of medical clearance, issue the SC. 
	HRMU CO
	2 working days
	
	

	15
	a. Ensure that all documents are received and well recorded in the personal file.
b. EOD, provide induction package upon arrival and register the incumbent for upcoming orientation workshop  
	HRMU / Hiring  Unit 
	
	
	

	Note: For Sample of TORs click here 
          For Generic TORs click here


	Timeframes



	Contractual Modality
	Number of months to complete the recruitment process(EOD)


	Remarks

	Service Contract 


	42 working days

	1. The above mentioned timeline is for normal recruitments with no urgency. HRMU recommends prior planning for the series of recruitments to start and the processes be followed as soon as the project document gets closer to approval. The formal offer of appointment will be issued upon confirmation of the budget and approval of project doc/plan to avoid financial risks.  
2. And/or the HRMU makes qualified and pre-screened candidates available through roster system. Such candidates are intended to be brought on-board within 3 weeks of the submittal of the recruitment request or as the case might be. 
3. Medical clearance, shortlist, test assessment and availability of candidate to assume duty may delay the finalization of the process and the EOD of the selected candidate. None of these processes are under HRMU purview. 

4. In the interest of the organization, Senior Management and HR are required to review the selection to ensure that consistency and fairness in the process, as well as suitability of the candidate are safeguarded. 

5. The steps described in the SOP are not sequential. Parallel actions are recommended to expedite the process by all HR practitioners.
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