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Complete Head Count 
Authorisation Form 

HR002

Recruiting Manager 
reviews Head Count 
Authorisation Form 

HR002

Gain authorisation 
from directors

Recruiting Manager  
produces an internal 

advert

Declined form will be 
sent back to 

department manager

If no suitable candidate 
is identified, external 
avenues will be used

CV and Application 
forms will be 

shortlisted by the 
Recruiting Manager 

1st Interviews will be 
conducted

Salary of role?

Stage 2 interview with 
Operations Manager & 

Hiring Manager.

Collect reference forms 
from candidates

Below 30k

Stage 2 interview with 
Operations Director & 

Hiring Manager.

Collect reference forms 
from candidates

Above 30K

Choose final 
candidate(s)

Conduct telephone 
references

Send relevant 
paperwork to 

Recruiting Manager 
for offer letter 

Confirm and send 
offer letter

Offer accepted?
Complete Form 

HR003 (IT 
Requirements) 

YES

Start 
recruitment 

process again

NO

Authorise form  
HR003 

Process form HR003 
and provide items 

Set up IT equipment, 
open email account 

etc.

Declined

Authorised

Candidates shortlisted
Send rejection letter to 

unsuccessful 
candidates

START

END

END
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