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ANNEXURE A

RECRUITMENT TIME FRAMES

The following times frames should serve as a guideline for turnaround on recruitments.

ACTIVITY

RESPONSIBILITY

TIME

VACANCY
¢ through resignation
° dismissal
. retirement
° incapacity

Line Manager to motivate filling of post
to MUNICIPAL MANAGER

Within 2 (two) weeks of occurrence of vacancy or as soon as
reasonably possible

. other
Director: Corporate Services or Human
ADVERTISEMENT Resources Depariment on referral by | Advertisements are for 2 (two) weeks period with a grace of an
= internal Director: Corporate Services to request | additional 3 (three) days for posted applications
. external job profiles and place advertisements
SCREENING Recruitment Office Within 3 (three) days from the closing date of applications in terms of

e rejecting non complying applications
e filing complying application

the advertisement

SHORTLISTING

Short Listing Committee

Within a week from the closing date of applications in terms of the
advertisement

INTERVIEW Selection Panel Within a week from the final short listing

APPROVAL Municipal Manager authority or Council | Within a week after recommendations submitted by the Selection
Panel

APPOINTMENT Line Executive Manager after approval | Im mediately after approval by delegated authority or Council

by Municipal Manager or Council

Average time frame from the date of advertisement to
appointment is 8 (eight) weeks. |

Same
Week
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ANNEXURE C

Guidelines about Conducting Interviews

1

2,

10

11.

The Chairman will welcome the candidate, thank the candidate for attending and introduce the candidate to the members of the panel.

The Chairman will inform the candidate regarding the interview format, and mention the opportunity for questions at the conclusion of
the interview.

The Chairman will confirm that the candidate has read the position description.
The Chairman will provide some brief scene setting about the organisational structure and how the position fits.

The Head of Department will outline the duties of the post concerned and will invite the candidate to ask questions. The panel will give
as much information as possible.

The Chairman and the Panel members will ask the candidate questions in order to gain as much information about the candidate as
possible. The topics which must be covered in questioning will include but not limited to: personal qualifications, experience, work
history, personal achievements, social activities, and any special circumstances applicable to the candidate.

Panel members will ask interview questions as pre-determined. Where a presentation on research or seminar is made by the
candidate’s questions relating to the presentation of the research or seminar should be asked to determine suitability of candidates to
the job.

All the responses by the candidate should be recorded.
Each member of the panel must make individual assessments prior to discussion with candidates.

Candidates must be advised about any special conditions (leave period, overtime, transfers, and locations) that are applicable to the
post. Candidates must be asked if they are comfortable with and can meet special conditions presented to them regarding the post.

The Human Resources official in attendance will give a brief outline of the conditions of service. The candidate will be invited to see the

Human Resources official afterwards for a fuller explanation of the conditions, if the candidate so wishes.

After the candidate has asked questions regarding the post and the work environment and answers provided by the panel, the
Chairman should advise the candidates on the next step in the selection process and timing for decision making.




12. After the interview is completed strictly within the timeframe provided the Chairman will thank the candidate and with one of the panel
members, escort him out.




