Process publishing vacancy until appointment candidate

Vacancy holder / . Selection Committee HR Services Re-employment o
HR-assistent . UFO-codrdinator
Manager (BAC) Committee (HPC)
1.
Vacancy/request
commencement of The long approval flow in
ek ety HM is not included:
R Ees HR-ass./Fin/lHR-mngr./
supervisor/SD
2.
Enter vacancy in ATS/
> PXS, after approval
flow HM and final
check on content and
agreements
v
3.
Notification to SD:
-authorisation BAC
in ATS
-internal publication
\ 4
4.
Vacancy gets
access for BAC-
members (through
ATS) Steps 4,5 &6
by HR-ass.?
v
5.
Register vacancy
for internal
publication
v
6.
Vacancy is signed
up for UFO check

8.
Vacancy is
submitted for an
examination by
HPC

ﬁ_UFO approval

10.
Vacancy is
published online for
internal candidates

\ 4

11.
Vacancy receives
application letters &
documents.
Receipt is sent digi-
tally (through ATS)

candidates on the

basis of application
letters (interview/on
hold/reject)

No internal candidates

13.

Call and inform
internal candidates
regarding vacancy
(selection/rejection)

A\ 4

14.
Inform HR-assistant

v

15.
Register vacancy
for external
publication & adjust

closing date.

I

h 4
16.
Vacancy is
published online for
external candidates

v

17.
Vacancy receives
application letters &
documents.
Receipt is sent digi-
tally (through ATS)

rreject—(

18.
Select external
¢candidates on the basi
of application letters
(interview/ on hold/

19. reject)
Send rejections
through PXS
select:
\ 4
20.
Draw up schedule
for job interviews
and invite
candidates
21.
Conduct interviews
regarding
completion vacancy
22.
elect external
) candidates using
reject completion
vacancy
23

Send rejections
through PXS

select

\ 4
24,
Have a terms of
employment
conversation

Checklist for managers

258

Appoint candidate

rno transfer cand.

Y

9.
Vacancy is exa-

mined on transfer
candidates

Y

7.
Vacancy receives
definitive UFO
approval based on
text

Note:

- only for support and
managers staff (OBP)

- no internal applicants!
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