Recruitment Policy/Appendix 1 updated Apr 2022

Recruitment Planner 
Please complete BOTH pages of recruitment planner to commence your recruitment drive and forward to HR with the job description and advert.  
We will aim to have your vacancy live within 5 working days on receipt of your planner.
	Action
	Task
	Agreed Outcome

	LM
	Job Title: (simplified – that identifies the role)
Contract type: 
Contract end date: 
Location:

Line Manager:
	BSL Employment Coach
Employment projects

Birmingham

Employment manager

	LM

HR
	Job description / Person Specification

Prepare a new or review the current job description and person specification.  Ensure you use the latest template and the main criteria is covered in the person spec.
Checks over for consistency and grading
	Completed and included with planner and advert

	LM
	Time Frame 
Launch date (starting form 5 working day):
Closing Date - where we invest in costly publications
minimum 3 weeks advised / or

Closing Date : flexible (this advert will be withdrawn once we have received sufficient applications)
Short-listing date:
Interview date : minimum 1 week after close date / or

Remain flexible and pull your panel together when you have applicants or there is interpreter availability
Interview location : Office or Teams
	As soon as possible
Flexible closing date, 

Flexible shortlisting date
Flexible interview date

Online interviews



	LM
	Interview Panel : minimum 2 people, consider involving a service user in the selection process
Name of Panel Members: 

Name of Chair / responsible person

Names of Who is shortlisting

Ensure rest of interview panel is aware of above dates
	Jock Irvine
Denise Sutton

	LM

HR
	Advert

Draft the advert or liaise with HR for more recent examples
HR will make arrangements to place the advertisement in accordance with the agreed time frame.  HR are responsible for advertising budgets & will decide on the most cost effective method.
	BVSC 
CV Library

Reed

Indeed

	LM
	Social Media – see next page which HR will forward to the Marketing Team.  


	


HR will book interpreters for candidates and manage the recruitment and selection process keeping line managers informed.  Panel members will be responsible for booking their own interpreters.
	LM
	Social Media

Provide recommendations for social media e.g. platforms, #’s @’s 

Including any particular wording / grammar

	Facebook
LinkedIn

Instagram


	

	LM
	BSL Vacancy Information Template

· Please fill out the sections below highlighted in yellow with the relevant vacancy information. 

· Please keep information short and simple. 

· Please ensure this entire document, including your additions, does not exceed 190 words.
· Endeavour to identify a native BSL user within your team that can produce this video and forward to the Marketing Team by the launch date.   If this is not possible HR will liaise with the Marketing Team to produce the video.
	No

	


                                    BSL Vacancy Information Template

	VIDEO EDITING INFO: 
	Voice over starts here

	VIDEO EDITING INFO: 
	Title page - BID logo

	VIDEO EDITING INFO: 
	Title page –BSL Employment Coach

	VIDEO EDITING INFO: 
	Signing starts here

	Hello, here at BID Services, we’re looking for a BWL disability Employment Coach to join our team in Birmingham. 

This role is for 37 hours per week and will be responsible for supporting Deaf and Hard of hearing people to access education employment & training. Responsibilities include
· Networking and outreaching to identify and recruit new participants for the PURE project
· Manage a caseload of participants and support them to find and apply for employment and training opportunities
· Re-engage with participants that have disengaged from the project.

Some of the key skills and experience required for this role are:

· Experience working with Disabled people and supporting people to achieve employment.
· Excellent communication skills and ability to network and outreach with external organisations. 
VIDEO EDITING INFO: Title page 

VIDEO EDITING INFO: End page – If you are a Deaf BSL user you can send your application in a short video clip.  The closing date is on our website to find out more details of the job and to apply online, visit the ‘Work with us’ section of our website at www.bid.org.uk
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