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Recruitment & 
Selection Guidance 

 
 

 

Is recruitment 
necessary? 

 
 
 

 
YES 

 

Complete Authority To 
Recruit Process 
(Internal Link) 

Lead recruiter should refer to 
guide tlk-8 and other panel 
members should use tlk-8a 

(Internal Link) 

Business Support create 
candidate packs for 

the Panel 

Business Support provide 
successful candidate with 

Personal Information 
document for completion 

 

 
Is the post an 

established vacancy? 
 
 

NO 
 

 
Has the post been Job 

Evaluated? 
 
 

NO 

 
 

 
Business Support process for 

advert to appear on 
MyJobScotland 

 
 
 
 

 
Business Support advise 

recruiting manager of advert 
information and 

log-in details 

 
 

 
Lead recruiter records 

outcomes of the shortlisting on 
Talentlink 

NO 
 

NO 
 

 
Do you have a 

suitable candidate? 

Lead recruiter records outcomes 
of the 

interviews on Talentlink 
referring to tlk-11  

guide (Internal Link) 
 
 
 
 

Do you have suitable 
candidate? 

 
 

YES 

 

Candidate completes and 
returns Personal Information 

document 
 
 
 
 
 

Manager completes 
New Start Form 
(Internal Link) 

 
 

YES 
 

Complete Job Evaluation 
Process 

 
 
 
 

Complete Service 
Establishment Form 

(Internal Link) 
 
 
 
 

Post ID supplied to Manager 
by Business Support 

 
YES 

 
 
 

 
Lead recruiter and other panel 
members log-in to Talentlink 

using tlk-1 guide 
(Internal Link) 

 
YES 

 

 
Lead recruiter completes 

Interview Arrangement Form 
(Internal Link) 

 
 
 
 
 

Business Support contact 
candidates with outcomes of 

Shortlisting and arrange 
interviews 

 
Lead recruiter contacts 

successful candidate to offer 
job* 

 
 
 

 
Business Support process the 

reference(s) requests and 
medical questionnaire for the 

successful candidate 
 
 
 
 
 

Business Support notify the 
unsuccessful candidates 

 

Manager starts 
induction process 

 
 
 
 

 
End 
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https://highlandcouncil1.sharepoint.com/sites/HR/HRAdminGuidance/Forms/Document%20Set/docsethomepage.aspx?ID=41&FolderCTID=0x0120D520000C9F830936984246B09CFED4FC4148B2&List=f83540c1-8b70-42f3-b103-a229cfed750d&RootFolder=%2Fsites%2FHR%2FHRAdminGuidance%2FTalentLink%20Guidance&RecSrc=%2Fsites%2FHR%2FHRAdminGuidance%2FTalentLink%20Guidance
https://highlandcouncil1.sharepoint.com/sites/HR/HRAdminGuidance/Forms/Document%20Set/docsethomepage.aspx?ID=41&FolderCTID=0x0120D520000C9F830936984246B09CFED4FC4148B2&List=f83540c1-8b70-42f3-b103-a229cfed750d&RootFolder=%2Fsites%2FHR%2FHRAdminGuidance%2FTalentLink%20Guidance&RecSrc=%2Fsites%2FHR%2FHRAdminGuidance%2FTalentLink%20Guidance
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https://highlandcouncil1.sharepoint.com/sites/HR/IA/SitePages/Complete%20an%20Interview%20Arrangement%20Form.aspx
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