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OVERALL PURPOSE

u To support organisations and individuals to apply the
principles of merit based recruitment in a systematic
and robust manner.

u In doing so, to attract and select candidates who best
meet the requirements and demands of the relevant
role.

u By effectively matching candidates to role requirements
and being able to differentiate these in an accurate,
relevant and fair manner, the appointed person will
deliver the highest quality of services to citizens,
businesses and society.
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CONDITIONS OF USE

u References to other guidance or documents is provided
to support in building materials and making informed
decisions to ensure process fulfil merit -based principles
and practices. These materials are likely to require
some adaptation to meet the legal and practical
requirements of a particular recruitment process.

u Stated roles aim to provide clarity on who may be
responsible for each activity. In reality, who does this
may vary, although the activity should still occur.

u Those managing a merit-based recruitment process
should ensure they have also referred to the latest
training, knowledge and guidance.

u This Process Map and Resources are intended to be used
for senior recruitment processes.
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KEY ROLES:

u Senior Accountable Person: the person that has primary accountability for the entire recruitment process
(implementation to conclusion) dmay or may not have i) an active role in delivery of the process ii) final decision on
appointment

u Administration Function: the person(s) who manage all administration activity to ensure successful delivery of the
process

u Shortlisting Panel: t he persons responsible for carrying out the eva
against eligibility criteria. These persons may be different or the same as the Admission Commission

u Admission Commission: the persons responsible for delivering the recruitment process

u Admission Commission Chair: the person responsible for oversight and quality assurance of the commission and
recruitment process

u Appeals Panel: the persons responsible for reviewing evidence associated with appeals, and making decisions about
whether or not appeals are upheld. These persons should be different to those who took the decision being appealed
against, except where the law does not permit this

u Independent Observer/s: the person/s who observe the recruitment process with regard to adherence to the law, best
practice and to add value through transparency and holding the panel/commission to account
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PROCESS AREAS

ATTRACTION & MANAGING
RCRIEY PLACING ADVERT APPLICATIONS SHORTLISTING

5

SHORTLISTING
NOTIFICATION &
APPEALS

PRE

ASSESSMENT ASSESSMENT

Click to access each section
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VACANCY

Aim: | NS
| 1

To promote advance planning, ensuring sufficient time to |
identify key job requirements and to initiate recruitment 1 , B -
before the current mandate ends. | ./ i a% |1 ‘*ly‘ :l :
Considerations: ‘

4 & .%

|

l ‘ -

u Consult all laws relevant to the appointment and seek
clarification where necessary

u ldentify when role mandates are due to end early ‘15‘ "“
enough to plan and run the process properly of | '

|

u Critically evaluate existing role requirements and
identify all future role requirements

u ldentify recruitment methods and how they relate to
role requirements

u ldentify and consult relevant stakeholders (internal and
external)

u Ensure the appropriateness and diversity of the
Shortlisting Panel Commission / Appeals Panel(s)
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VACANCY PROCESS

ROLE PROCESS
Senior /
EgL izl Directs Review of Advert Autho_rlses :
Person > et Documentation for use Adhering to Law Ensures
/ Job Description to Proceed Establishment of the
Directs Process to Admission Commission
Commence and and responsibilities for
H Confirms = . AN Shortlisting by the
Administrative - u Appropriate Persons
Prepare for / Function
Receive
Notification of
Vacancy ¢
Administration Prepares
- Yacancy Review Obtains / Draft A Meeting With Updates Advert / Coordinates the
Function Questions glns rafts rranges Vieeting Wi pdates Acvert’ Admission Commission,
tandard — Senior Accountable Job Description Shortlisting Panel
Advert /- Person (UsesAdvert (Incorporating latest A Is Panel ' d
Job Description Review Checklist legislation) ppeals Fane (s) an
Chair(s)
| |

Click to return to main menu
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https://drive.google.com/file/d/17L8PcR2TFwG50qLvzfynNpkGU1SBUex7/view?usp=share_link
https://drive.google.com/file/d/17L8PcR2TFwG50qLvzfynNpkGU1SBUex7/view?usp=share_link
https://docs.google.com/document/d/1j1xxdeLp5PF7-CLz867brf9f3yPhWiWq/edit?usp=share_link&ouid=113830513254882132437&rtpof=true&sd=true
https://docs.google.com/document/d/1j1xxdeLp5PF7-CLz867brf9f3yPhWiWq/edit?usp=share_link&ouid=113830513254882132437&rtpof=true&sd=true
https://docs.google.com/document/d/1_QiHy7mssB91omDNtAOrcQSGyIhyXris/edit?usp=share_link&ouid=113830513254882132437&rtpof=true&sd=true
https://docs.google.com/document/d/1_QiHy7mssB91omDNtAOrcQSGyIhyXris/edit?usp=share_link&ouid=113830513254882132437&rtpof=true&sd=true
https://drive.google.com/file/d/17L8PcR2TFwG50qLvzfynNpkGU1SBUex7/view?usp=share_link
https://drive.google.com/file/d/17L8PcR2TFwG50qLvzfynNpkGU1SBUex7/view?usp=share_link
https://docs.google.com/document/d/1VgguypDLhLIDru1cFtSMaWMx8iVAXQQA/edit?usp=share_link&ouid=113830513254882132437&rtpof=true&sd=true
https://docs.google.com/document/d/1VgguypDLhLIDru1cFtSMaWMx8iVAXQQA/edit?usp=share_link&ouid=113830513254882132437&rtpof=true&sd=true

VACANCY (RESOURCES

u Toolkit
u Advert Review Checklist

u Candidate application checklist

u Monitoring framework document 0o
selecting a commission
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https://www.kosovoselection.org/_files/ugd/e4426b_4dcadf2aae4c4b8dbb9f0d234c84536f.pdf
https://docs.google.com/document/d/1_QiHy7mssB91omDNtAOrcQSGyIhyXris/edit?usp=share_link&ouid=113830513254882132437&rtpof=true&sd=true
https://docs.google.com/document/d/1VgguypDLhLIDru1cFtSMaWMx8iVAXQQA/edit?usp=share_link&ouid=113830513254882132437&rtpof=true&sd=true
https://c7e576c3-03cb-43c9-886e-9e6545cc0888.filesusr.com/ugd/e4426b_fe087afc0ca948e08e734b0180e0e98f.docx?dn=Monitoring%20Framework%20V1.0%20(eng).docx
https://c7e576c3-03cb-43c9-886e-9e6545cc0888.filesusr.com/ugd/e4426b_fe087afc0ca948e08e734b0180e0e98f.docx?dn=Monitoring%20Framework%20V1.0%20(eng).docx
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ATTRACTION & PLACING ADVERT

Aim:

To create an attractive, job relevant advert and determine how best to reach suitable candidates

u

Considerations:

Assess how role terms and conditions will impact attraction and intention to
apply

Ensure the role is advertised as widely as possible (e.g. publications, social
media, promotional events)

Consider ways to make the advert visible and attractive to diverse groups
(publications and inclusion of statement welcoming applications from under
represented groups; publications seen by the diaspora)

Ensure clarity of eligibility criteria, and the descriptions of evidence required
to meet each criterion.

Identify any criteria that under represented groups will find it more difficult
to comply with or demonstrate. These must be objectively justifiable
requirements to perform the role effectively.

Ensure clear description of how and when to apply, alongside a description of

the full recruitment process. IBDO
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ATTRACTION & PLACING ADVERT

Senior /
Accountable

Person
Creates Document
Management System
for entire
Recruitment Process

Completes Final
Check of Advert / Job
Description

Administration

Function
Meets Admission Seeks Availability of .
Mcarr?:teesmzontt:usmsetgtm Commission Chair & Engages Nominated Shortlisting Panel (for Completes Final P;Z':Cg;ﬁggig)(f"
H fg Sy — Agrees Datesd — gages preferred dates) =3 Check of Advert/Job === .
or entire o Shortlisting Panel : S Supports Attraction

o Recruitment Process Appllca_tlo_n & Confirms Panel & Description Strategy

Admission Shortlisting Dates

Commission and
Shortlisting ““ Teo, .
Panel ot h u
Established

Provides Update from Senior /
Accountable Person & Advert / Job.
Description Draft
Checks timeframes to be adhered
toin law.

Reconfirms Shortlisting Panel
(Commission or Other).

Candidate Guidance

|IBDO

Click to return to main menu
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ATTRACTION & PLACING ADVERT (RESOURCEYS)

u Candidate Guidance
d Candidate Toolkit

d Preparing your application guidance

|IBDO
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https://www.kosovoselection.org/_files/ugd/e4426b_045f3dd599b44cb189d030d11dbf9b3c.pdf
https://www.kosovoselection.org/_files/ugd/e4426b_3e58b3918c94470c82946b9997a5fd74.pdf
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MANAGING APPLICATIONS

Aim:
To ensure applications are handled appropriately and everything is in place to prepare for shortlisting

Considerations:

u Establish a systematic and clear approach for the
management of applications

u Ensure clarity on the management of deadlines (e.g.
published closing date and receiving postal applications)

u Implement practices to ensure candidate information is
secure and confidential dapplications cannot be
accessed by any unauthorised person. Need to be able
to avoid allegations that applications have been
tampered with or documentation removed prior to
shortlisting.

u Preparation of shortlisting documentation densure that
shortlisting form requirements reflects the criteria as
stated in the advert.

|IBDO
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MANAGING APPLICATIONS

ROLE

PROCESS

Administration R : .
i ecords Details on Prepares Shortlisting Application Window
Function Receives Applications Application Log Prepares Materials for Form(s) for each Fg: 5Undat
H / Numbers Confirms Receipt of Release to Shortlisting % Applicant / member % sh (r)t?e? gha_es
Applications Application (where Panel of the Shortlisting A Olic;ilc?rgNurarllllr)grns
Advert relevant) Panel PP
Released &
Marketed .

Paper dInclude Date
& Time.
Via HRMIS.
Via E-mail / Web.
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https://docs.google.com/document/d/18LLh2EKrVHYLH5buRC4XRQXLqF7qZkX0/edit?usp=share_link&ouid=113830513254882132437&rtpof=true&sd=true
https://docs.google.com/document/d/18LLh2EKrVHYLH5buRC4XRQXLqF7qZkX0/edit?usp=share_link&ouid=113830513254882132437&rtpof=true&sd=true

MANAGING APPLICATIONS (RESOURCES)

u Sample shortlisting form
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https://docs.google.com/document/d/18LLh2EKrVHYLH5buRC4XRQXLqF7qZkX0/edit?usp=share_link&ouid=113830513254882132437&rtpof=true&sd=true








































