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Request for replacement / new position 
including authorization (if required) 

Is there a position description / job specification? 

Update job description / 
specification 

Develop job description / 
specification 

Advertise Position 
Decision on external / internal sourcing of candidates 

Select candidates for interview 
Screen candidate resumes against position description 

Interview 
Including any testing (eg skills / aptitude) 

Check References 

Pre employment medical and / or police checks if 
needed 

Offer job to successful applicant 
Send contract of employment 

Notify unsuccessful applicants 

YES NO 


