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RESOURCERHIRE DESK RECRUITER ADMIN & COMPLIANCE OPERATOR ASSESSOR
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Hire Desk receives 
order & passes details 
to Recruitment Team 

by email or via On-hire 
board

START

Receive order from Hire 
Desk

Operator 
available?

Check current pool, 
Resourcer Master 

Spreadsheet & Recruitment 
Team

YES

 Place adverts within WhatsApp Groups
 Place adverts on Facebook
 Send block text through Syrinx
 Call and send texts to existing operators 

(Referral Scheme)

NO

Existing or new 
operator?

Standard Hire
Check Compliance

Compliance
Right to Work
Next of Kin
CPCS
NI
Self employment 
pack
Operator file

Customer/Job 
Specific Hire
Check

Compliance
Assessments
Medical
Inductions

Existing operator

Refer to Admin & 
Compliance 

Team

New operator

Contact suitable 
Operator for hire & 

discuss rates and 
hire needs

Send text to 
Operator confirming 

hire and ask for 
confirmation of 

attendance

Text 
confirmation 
to Recruiter

Log on Hire Schedule

Morning check in of 
first day

Complete LF045 New 
Starter/Rate Change 
form and submit to 

Manager for approval

Send approved 
LF045 form to 

Payroll

END

Receive calls and messages 
from interested Operators

At end of each day, send 
Hire Schedule to

Hire Desk, Payroll, 
Timesheets, Training & 

Recruitment

Follow SP47 – New 
Operator On-boarding 

process

Make Training Assessors 
aware on daily basis of all 
site assessments for new 

operators

Carry out 
assessment.  

Provide 
feedback to 
recruiter & 

send 
completed 

form to Admin.

Add site assessment 
to Syrinx.
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