
RECRUITMENT PROCEDURE FORM

SIGNATURE
(HUMAN RESOURCE MANAGER’S)

DATE:

SIGNATURE
(DIRECTOR OF ACADEMIC STUDIES)

DATE:

SIGNATURE
(PROGRAMME COORDINATOR’S)

DATE:

STEP 01.  MEETING OF THE HUMAN RESOURCE MANAGER, DIRECTOR OF ACADEMIC STUDIES AND
PROGRAMME COORDINATOR CONCERNING PROSPECTIVE VACANCIES.

VACANCIES NEEDED:

DECISIONS TAKEN:

STEP 02.  ADVERTISEMENT

WEBSITE:

NEWSPAPER:

LABOUR OFFICE:

OTHER:



STEP 04.  MEETING OF THE HUMAN RESOURCE MANAGER, DIRECTOR OF ACADEMIC STUDIES AND
PROGRAM COORDINATOR IN ORDER TO PREPARE THE SHORT LIST.

CANDIDATES CHOSEN

A.

B.

C.

STEP 05.  FIRST INTERVIEWS WITH CANDIDATES HELD BY THE HUMAN RESOURCE MANAGER,
DIRECTOR OF ACADEMIC STUDIES AND PROGRAM COORDINATOR.

COMMENTS:

SHORT LIST AFTER THE INTERVIEW:

CHOSEN CANDIDATES

A.

B.

C.

STEP 03.  RECEIVAL OF CVS BY THE HUMAN RESOURCE MANAGER

A.  CV RECEIVED FROM:

FOR THE POSITION:

B.  CV RECEIVED FROM:

FOR THE POSITION:

C.  CV RECEIVED FROM:

FOR THE POSITION:



STEP 06.  INVITATION OF THE CANDIDATES FOR A 30-40-MINUTE TEACHING PRESENTATION.

COMMENTS AFTER THE FINAL DECISION:

STEP 07.  MEETING WITH THE APPLICANT WHERE DRAFT OF CONTRACT IS GIVEN.

STEP 08.  MEETING WITH THE APPLICANT IN ORDER TO SIGN THE ORIGINAL CONTRACT OF
EMPLOYMENT. APPROPRIATE INDUCTION PACK IS GIVEN TO THE EMPLOYEE.

SIGNATURE
(HUMAN RESOURCE MANAGER’S)

DATE:

SIGNATURE
(DIRECTOR OF ACADEMIC STUDIES)

DATE:

SIGNATURE
(PROGRAMME COORDINATOR’S)

DATE:

I CONSENT TO HAVING CASA COLLEGE COLLECT MY DETAILS VIA THIS FORM
PLEASE CHECK OUR PRIVACY POLICY ON OUR WEBSITE WWW.CASACOLLEGE.AC.CY TO SEE HOW WE PROTECT AND MANAGE YOUR SUBMITTED INFORMATION.


