MEMORANDUM

CONFIDENTIAL



Finance Planning and Personnel

To:
    

From:  Claire Warrington, Personnel Assistant
Tel:
3030

Date:  12 January 2001




STAFF RECRUITMENT –  REF:   (LIST 1)
____________________________________________________________________________

The application forms for the above post are enclosed (list attached). No copy has been held in this office. Please would you let me have the details of the shortlist and the reasons for those not included in the shortlist as soon as possible in order that references may be taken up in time for interviews.  

You should be familiar with the equal opportunities guidelines and procedures and ensure that the shortlisting is carried out by more than one person.  The job description and person specification should be referred to in order to match the demands of the appointment with the potential candidates.  It is essential that the same criteria for a particular post are applied to all the candidates.

Please return all the application forms with the shortlist and complete and return the following details.
To:  Claire Warrington, Personnel Assistant

Ext: 3030

I attach the shortlist - this is the final shortlist    (  or         this is an initial shortlist (
Please take up references (


Please invite for interview (
Please arrange for presentations earlier on the day of the interview  (
or

The department is arranging presentations/visits   (
Other comments:

Signed





Date

PLEASE ENSURE THAT ALL THE APPLICATION FORMS ARE RETURNED WITH THE REASONS FOR NOT INCLUDING ON THE SHORTLIST. These can be written on the attached sheet or on the back of the application form in the appropriate place.
STAFF RECRUITMENT –  HEAD OF USER SUPPORT – INFORMATION SERVICES REF: KB/91  (LIST 1)

NAME
SHORTLIST

(
REASON FOR NOT SHORTLISTING Refer to person specification
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