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RECRUITMENT INDICATIVE TIMETABLE SUMMARY 


Below is a summary of the recruitment process to assist those internal staff members who are involved with, but unfamiliar with, the recruitment process.  This summary is only intended to provide an overview of the recruitment process.  

Important: 

· Please refer to the Procedures for the Recruitment/Appointment of Faculty or Staff as these contain the procedures in full as approved by Governing Authority available here  

· The University of Limerick is an equal opportunities employer and does not discriminate against individuals.

Recruitment related queries can be directed to erecruitment@ul.ie.  

	Step
	Step Description
	Recruitment Process
	Indicative Timescale

	1
	Post Approval/ Recruitment Packs 
	All recruitment for positions requires prior approval by HR.  All posts of 12 months and over require the approval of the Recruitment Sub Committee of the Executive Committee.  All Post Approval and Recruitment Packs must be completed in full and have the required approvals signatures; if not it will be returned to the relevant competition owner.  Once completed it must be submitted to the recruitment office for the, Recruitment Human Resources Officer.  
A softcopy of the recruitment pack is required for all advertisements.  

  
	1 – 4 weeks

	2
	Advertising
	Once approved positions can then be advertised.  All competitions close at 12 noon on the closing date and all applications must be submitted online prior to this. 

	1 week

	3
	Advertisement Closing Date
	Closing date is dependent on the type of advertisement.  Academic adverts are approx.. 3 – 6 weeks for closing.  Staff posts, approx. 2 -5 weeks and research posts 2 – 4 weeks.  Closing dates are agreed with competition owner in advance of advertising. 

	2 – 6 weeks

	4
	Book Dates
	We recommend that screen, shortlist and interview dates are booked at the earliest opportunity by contacting the Recruitment Office Co-ordinator by emailing erecruitment@ul.ie .

	

	5
	Screen Meeting  
	Once the post has closed the list of applicants is circulated to the competition owner.  A screen meeting is held at an agreed date between HR and the competition owner or his/her nominee.  

	4 – 5 working days

	6
	Selection Board Shortlist candidates
	Shortlist packs are then forwarded to all Selection Board Members with a request to shortlist a specified number of candidates for interview.  All Selection board members replies must be returned before the shortlist meeting can take place.  Completed matrix will be taken to the shortlist meeting with the competition owner.    

	2 weeks from screen meeting

	7
	Shortlist Meeting 
	Once all shortlist replies are received, the VPAA&SE/nominee or Manager and the HR Rep meet to review the shortlist matrix and a list of candidates to be invited to interview is determined.  Interview details are finalised (presentation title etc.).  
	2 – 3 days following date of return of replies


	8
	Interview Confirmation
	Candidates are notified of the interview details.  Interview packs are distributed to all Selection Board Members.  We aim to give candidates a minimum of 2 weeks notice prior to interview (when possible).
	2 – 3 weeks 
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