GUIDANCE ON COMPLETING RECRUITMENT & FILLING VACANCIES MONITORING FORMS

Q: Where are the recruitment and filling vacancies monitoring forms found?

A: The updated forms can be found on the Filling Vacancies and Recruitment websites as appropriate.  The forms are most easily located under the ‘Documents & Forms’ button on the right hand side of the screen on both sites.  Alternatively the appropriate internal filling vacancies form can be found under each policy section on the Filling Vacancies website.  The recruitment campaign monitoring form can be located by entering the word ‘monitoring form’ into the search function of the Recruitment website and selecting the first item listed.

Q: Which form should be used?

 A: A separate form exists for each filling vacancies process and another for recruitment, if you are in any doubt which should be used please do not hesitate to contact Katie Armstrong or Abdul Rob on 0207 217 6922 or 0207 217 6104 respectively.  All the data relating to a particular campaign or selection exercise must be entered on to the same form; please do not split data relating to the same campaign/ selection exercise over several forms.

Q: When to complete the form?

A:  The form should be opened as soon as the recruitment campaign/ selection exercise begins, that way data can be entered progressively.  Entering data gradually rather than at the very end of the process will make the task more manageable and provide a ‘snapshot’ of how the campaign is progressing at any given time.  

Q: How is data entered on to the forms?

A:  Each of the forms is an excel worksheet and when opened will open up within the Excel software program.  Data must be entered underneath the column headings row by row.  To make completion of the form easier and to ensure data collected is uniform a drop down menu of options will appear when most of the cells are clicked upon, click on the appropriate option in the list and it will appear in the cell.  If you have selected the wrong option just click on the small grey arrow appearing to the right side of the cell and the list will re-appear, you can then re-select.  Again if you experience problems in completing the form please contact Katie Armstrong or Abdul Rob, as above.

Q:  Once complete what should happen to the form?

A:  Once completed click on the ‘Submit Form’ button and select ‘Yes’ when the pop up appears.  The form will automatically be sent to HR Planning in Headquarters and a copy of the completed form will be saved on your computer ‘U’ drive.  
