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Authority to recruit form
Please use this form to assist us with the planning of your recruitment campaign. We are unable to place
adverts without this authorisation. Please ensure you have allowed sufficient time for the recruitment process so that your campaign is as successful as possible. 
Posts within the staff budget must be authorised by the relevant Manager or budget holder. Please complete a ‘Staffing Increase’ form for new posts that are in addition to the approved staff budget. 
	Details of vacancy 

	Job title
	Assessment and Advice Officer
	Salary range
	31 – 35

	Department
	CSS - Hub 4
	Line Manager
	Debbie Snooks

	Special conditions
	Will role include: 

 FORMCHECKBOX 
 
Sleep-ins

 FORMCHECKBOX 
 
Flexible 7 day rota

 FORMCHECKBOX 
 
Extensive travel

Do you need (provide reason):

 FORMCHECKBOX 
 
Driver
     
 FORMCHECKBOX 
 
Male
     
 FORMCHECKBOX 
 
Female
     
Any other requirements       
	Hours per week
	30

	
	
	Location
	Touch Base SE

	
	
	Term
	 FORMDROPDOWN 


	
	
	If Temporary, then expected end date of contract is 10/06/2016

	
	
	Cost centre
	S5960

	
	· 
	Recruit reason
	 FORMDROPDOWN 
 *

	
	· 
	*If new, attach signed Staffing Increase form

	
	
	No of posts
	1

	CVs from agencies to be invited:  FORMDROPDOWN 

Please contact the HRSS team before engaging with agencies so that we get the best possible deal. 

	

	Additional Information

	     

	

	Advertisement of vacancy

Please attach the proposed advert to this form

	Advertising method
	 FORMDROPDOWN 


	Date(s) to be placed
	12/5/2015
	Closing date
	26/05/2015

	

	Details of proposed selection process

	Panel Member 1 : Deb Snooks, Panel Member 2: Deb O Shea  Panel Member 3: Sam Hayday

	Date for Short-listing
	29/05/2015
	Interview date(s)
	11/6/2015

	(normally 1 or 2 days after date of closing)
	(allow at least 7 days after date of shortlisting)

	Location of interviews/selection meeting
	Touchbase SE

	Selection method:
Please advise which method(s) of selection you will be using. Be creative as you are not limited to the items listed.
	 FORMCHECKBOX 
 Interview questions
 FORMCHECKBOX 
 In-tray
 FORMCHECKBOX 
 Presentation

 FORMCHECKBOX 
 Meeting with service-user
 FORMCHECKBOX 
 Group exercise
 FORMCHECKBOX 
 Role play


 FORMCHECKBOX 
 Open days (please provide details)      
 FORMCHECKBOX 
 Other (please provide details)      
 FORMCHECKBOX 
 Have you considered how to involve service users in the recruitment process?

	

	Contact details

	Form completed by
	Deb Snooks
	Preferred method of contact: 

 FORMCHECKBOX 
 Email   FORMCHECKBOX 
 By phone on number 0208-449-0964


Once complete, please send this form to hr@sense.org.uk, with relevant authorising email attached. 
Authority to Recruit Form: September 2013

C Chahal

