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1. You are required to provide suggestions for the design and content of the job 

application, job pack and adverts. In particular how well is the identity and purpose of the 

organisation represented? 

 

Hays will work with the MoJ team to design effective advertisements to attract candidates for the 

commercial and contract management specialist positions. For each recruitment campaign, 

Hays consider the following prior to writing advertisements:  

 Job title  

 Salary  

 Target market  

 How the organisation wants to be portrayed to the external market  

 Key requirements and attributes for the role  

 Key deliverables of the role that will appeal to Commercial specialists  

 Hays understand The Department is an authorised user of the Two Ticks Scheme and 

participates in the Guaranteed Interview Scheme for candidates with a disability. Hays will 

promote the MoJ’s positive attitudes towards disability.  

 

Having placed over 8,900 online client branded adverts in 2013 alone, we have developed 

significant skills and expertise in writing advertisements within the client brand and tone of 

voice, to attract the highest calibre candidates.  

 

This campaign will include key information including: 

 Organisation brief detailing factors that are likely to attract high calibre applicants  

 Profile of role, highlighting the particular challenges of the position 

 Experience and personal attributes required 

 The development and opportunity that a candidate can expect from the role 

 

Our campaign and Procurement experts will work with MoJ to create and design the job packs 

and application to ensure that it’s fit for purpose but also attractive and easy for candidates to 

apply. Our recent Salary Guide surveyed over 10,000 people.  The results from today’s market 

suggests the  importance of brand and the increased need to highlight benefits of an 

organisation right from the initial advertisement is a key way to ensure that you attract the right 

calibre of applications. Hays utilise this information in our creation on the MoJs job packs.  As 

discussed further in question three we will be spotlighting the MoJ brand in our targeted online 

advertising and on our recruitment microsite. Benefits we would highlight in many areas - the 

job description, the job advert and on our recruitment microsite as well as discussing these in 

depth with any prospective applications. We would also be ensuring every candidate is aware of 

the benefits package the whole way through the recruitment campaign. 

 

Our experience supported by management data demonstrate that Procurement and commercial 

professional are attracted to an opportunity that has large high value projects. We would 

showcase this information in the Job Packs and application process to highlight why a 

commercial professional would want to work for the MoJ  

 

We will work with the MoJ to create an application process that captures all of the information 

as required by the MoJs HR. This will be integrated with our recruitment microsite to enable 

easy and seamless applications – Our research shows that the more times an applicant has to 

click on a website to apply for a role the less likely they are to complete their applications.  

 

LEWISHAM HOMES CASE STUDY: 

Hays Procurement recently worked with Lewisham Homes who had previously gone out to 

market to recruit their Head of Procurement and not been successful in appointing. Lewisham 

Homes were looking to partner with a Procurement Agency who could not only offer them a 

recruitment solution but also had the expertise to re write the person and job specification and 

advise them on the application process. 

 



 

 | Page 2 of 36 

Hays Procurement worked with Lewisham Homes Director of Resources and HR teams to 

create a Job Description and person specification that was streamlined to be more appealing to 

a Procurement professional. We highlighted the deliverables of the role and included more key 

information such as spend values and large scale projects. We used our knowledge and 

research to create an application process that was seamless and applicant friendly 

 

The newly created process that Hays have created with Lewisham homes has created a much 

more appealing Job description and an application process that has received higher levels of 

completed applications resulting in a much higher calibre of individuals in the shortlist for this 

position. 
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2. How would you conduct the advertising to attract high calibre candidates from a 

diverse range of backgrounds and provide examples of producing appointable 

candidates form a diverse range of backgrounds along with details of their length of 

appointment.    

 

Hays are uniquely positioned to create an attractive campaign targeting and attracting a high 

calibre of candidates who meet the job specification. Hays will raise the profile of the MoJ 

through a combination of online advertising and direct marketing to our database of selected 

relevant candidates. This will result in shortlists of appointable candidates from a diverse range 

of backgrounds along with details of their length of appointment. 

We know the MoJ operate out of two locations London and Leeds, each having their own 

unique profile and different demographical challenges to recruitment. We are confident that our 

candidate attraction strategy, our extensive national database, and our dedicated procurement 

offices in both London and Leeds will address and overcome these challenges to secure the 

MoJ with the best applicants.  

 

Hays will adopt an integrated approach to each unique campaign which consists of the 

following: 

 Direct sourcing  

 Comprehensive attraction strategy  

 

Hays are fully committed to equality of opportunity and the promotion of diversity during our 

entire recruitment and selection process. We ensure all candidates are treated equally (directly 

or indirectly) regardless of race, sex, sexual orientation, marital status, age or disability. We 

strongly believe that it makes sound business sense for both Hays and our clients to draw on 

the skills and talent available from all sections of the community when recruiting. 

 

Diversity – Best Practice in Advertisement Content 

As a statutory body tackling national concerns, it is of prime importance that your workforce is 

representative of UK demographics. Hays will ensure that your attraction strategy is wide 

reaching and effective in attracting a diverse portfolio of candidates.  Advertising style and copy 

will be inclusive, engaging and accessible - underpinning our approach to best practice in 

recruitment advertising.   

 

All Hays consultants undertake mandatory training on legislation and codes of practice affecting 

recruitment. Our Professional Standards and Compliance teams provide regular training and 

guidance notes on avoiding inadvertent discrimination in adverts and candidate/client 

management by Race, Sex, Disability and Age. 

 

Inclusive selection processes 

 Our commitment to diversity is not simply in widening the scope for applications from all 

sections of the community but in utilising inclusive selection processes. 

 Appropriate interview and assessment facilities will be arranged so that candidates with any 

physical considerations can be accommodated. We have previously worked with 

organisations such as SCOPE, where candidates have been accompanied by an assistant at 

interview. 

 Any selection tools we use will be validated as appropriate to the role and suitable for all 

candidates likely to be assessed, so that no one candidate is disadvantaged. 

 Applications can be made by email, uploading to a website, fax, post and person. 

 Booking interviews can be conducted in whichever format the individual requests and by 

running the Guaranteed Interview Scheme, we commit to ensuring that all people with a 

declared disability that meet the minimum requirements receive an interview, regardless of 

any subsequent benchmarking. 

 

Providing Equal Opportunities monitoring 

Hays will collate all equal opportunity and diversity data via our innovative online technology 

dashboard ®. We ensure that relevant data is captured and tracked on every recruitment 
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process from candidate application through to final appointment. Reports can track the Equal 

Opportunities data and success / failure of applicants at key stages. Fall out reports run 

comparisons of % candidates (BME, Gender, Age) applying, versus % candidates short-listed 

and subsequently appointed.  

 

Practical steps to increase diversity 

We will take a number of steps to positively increase credible applications from under-

represented groups. We know from previous experience these steps will lead to greater 

diversity in the applicant field.  

We will regularly urge our contacts and referrals to think of individuals from 

underrepresented groups as part of our search approach. Although a simple step, this does 

lead to some extra credible candidates being brought into the process.    

 

We also look at under-represented communities at a macro or national level to determine which 

senior individuals would be appropriate for this post. We maintain a publicly sourced active 

database of senior executives and non-executives from different under-presented groups 

consisting of hundreds of individuals. Included in this list are substantial numbers of people from 

a female, disability or BME background already operating at senior management or board level. 

Following a further refinement of the characteristics required for a particular post, we will 

approach these individuals, encouraging them to apply or seeking referrals as appropriate. We 

would look for individuals with Commercial experience in Procurement). 

 

We will actively liaise with a number of networking groups and charities with contacts in specific 

communities. These include RADAR, the Association of Disabled Professionals and Women on 

Boards. We are always on the lookout for new representative groups and regularly meet with 

new groups to determine if they can add value to our diversity offering. A number of these 

networks are specifically focussed on the finance space, which is directly relevant for these 

posts.  

 

Delivering on diversity  

Please see attached for statistics that have been put together, on our behalf, by the Cabinet 

Office to show our performance on diversity over the last 5 years. It shows Hays diversity 

performance against other search firms. 

In addition to the evidence demonstrated above, we have built up networks within various 

sectors of the diversity space through recruiting to specific roles within diversity-orientated 

charities, and senior roles in the Ethnic Minority Employment Division and Office For Disability 

Issues within the DWP. 

 

Track record 

Please see attachment for examples of roles where we have successfully appointed individuals 

from diverse backgrounds.   

 

DEPARTMENT FOR ENERGY AND CLIMATE CHANGE CASE STUDY 

Hays were awarded a recruitment exercise to support the Department of Energy and Climate 

Change  (DECC) in their recruitment of 85 policy and project (Grade 7 and HEO) personnel on 

a 18-24 month fixed term contract focusing on renewable energy and domestic reform. One of 

DECC’s objectives was to attract a diverse range of candidates including: public sector, private 

sector and consultancy candidates. DECC were also particularly keen to recruit a range of 

candidates from under-represented groups – which had historically been a challenge for these 

job roles.  

 

As part of our attraction strategy, we advertised the role on industry specific job boards such as 

Renewable Energy Jobs and Diversity Jobs. In addition to the recruitment advertising 

campaign, we proactively sourced via the Hays database and LinkedIn to generate a diverse 

range of candidates.  

 

The campaign has successfully met its target of attracting a diverse range of candidates with 

32% being from a BME origin and 39% being female. Many of the candidates eventually 
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recruited into these posts were not actively seeking a new role, and where they were, would not 

necessarily have considered a move into a government department – these individuals were 

contacted as a result of the networking carried out by the Hays consultancy team. 
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3. Provide suggested use of media to attract candidates, particularly those from diverse 

backgrounds. 

 

To maximise the awareness of the roles and to attract high calibre of candidates from diverse 

backgrounds we would advertise the roles on a multi-channel platforms. This can include but is 

not limited to:  

 

Recruitment Microsite 

Our experience of designing, building and hosting recruitment microsites spans over 12 years; 

in 2014 we designed, hosted and maintained in excess of 600 recruitment microsites. We will 

construct, host and maintain an engaging microsite that acts as an information platform to 

potential applicants. We will work with you to gain a deeper understanding of  and the 

opportunities available so we can translate this to potential applicants and sell you as the 

employer of choice. Key information about MoJ  as an organisation, the role profile and how to 

apply will be available on the recruitment microsite. 

The microsite is a powerful marketing tool in attracting potential candidates to your 

organisations and we will enable you to effectively demonstrate your appeal as an employer of 

choice.  

 

Among the possible features we can display on this site might be further details of the range of 

work, day in the life and the vision and goals for the future. 

 

The recruitment microsite will act as the ‘shop window’ and we will proactively direct potential 

applicants here and promote the site via Hays and the external job boards. Additionally, we will 

promote the microsite on various different social media channels. 

 

Job board advertising  

To ensure the widest possible diverse range of candidates, we recommend the use of a 

syndicated online advertisement. This will generate profile for the vacancy and direct traffic to 

the microsite.  All of the online advertisements will carry the MoJ logo and where permitted will 

contain details of the account management team should any applicants wish to discuss the 

roles. From initial enquiry we will convert the relevant applicants into firm applications by 

overcoming objections and selling your role and organisation to them. 

 

Job board advertising through Hays has many benefits: 

 

Potential audience of 13.8 million jobseekers ensures we capture the whole active, non-active 

and passive job seeker markets 

Approximately 9 out of 10 applications are made online 

On average they attract 3 times more applicants 

Our buying power ensures you save money on jobsite packages  

 

Snapshot of relevant job boards 

Relevant job boards include: 

 Guardian Jobs 

 Exec- appointments 

 Supply Management Jobs 

 Telegraph Jobs 

 Jobsite 

 Total Jobs 

 LinkedIn 

 

Social media  

Given the audience we will target, social media could play a useful role in supporting our search 

activities.  We will interrogate online networks such as LinkedIn  to make direct contact with 

individuals, as well as using our memberships of various online media and marketing virtual 

groups to circulate information about the role.  Hays is the only recruitment agency to have 
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developed a unique link with LinkedIn. This relationship increases the number of specialist 

consultants with access to LinkedIn's Talent Solutions, bringing thousands more jobs to 

LinkedIn's 187 million members worldwide. 

The further strengthening of our relationship with LinkedIn gives us greater access to one of the 

best professional recruiting platforms available today, better enabling us to power the world of 

work in the digital age. 

Our exciting collaboration with LinkedIn plays a central role in our strategy to deliver smarter 

recruitment through deeper relationships.  

 

Plugged in –Our reach and resources give you access to the broadest talent pool there is.  

 Global LinkedIn member base of over 200 million people in 200 countries.  

 Hays consultants have personal connections to nearly a third of that network  

 Global Hays database of 7.2 million across 20 specialist sectors and 33 countries  

 

Trust in – A strong engagement strategy that builds trust into our relationships.  

 Innovative network of global groups, forums and insight gives us a high profile as a thought 

leader and trusted advisor 

 Established connections with members allow for regular communications  

 Deep-rooted connections give us more ways to promote you to relevant talent 

 

Tuned in – Customised, industry-leading training and support for all Hays consultants.  

 Training developed in collaboration with LinkedIn and top social media consultants  

 Programme delivered to thousands of Hays consultants worldwide 

 400 LinkedIn experts around the business keeping our knowledge up-to-date 

 

Search in – our search capabilities give richer real-time insights into targeted user behaviour.  

 Our database coordinates with LinkedIn’s network to deliver the most up-to-date and 

productive connections  

 Real-time access to member updates means quicker response with relevant jobs and advice 

 Simultaneous database reviews using GOOGLE ® technology ensures we have the most up-

to-date, accurate member details 

 

Proactively target policy groups on LinkedIn 

Our experts will proactively take the opportunities to relevant LinkedIn groups. Key groups 

which we have identified are:  

 Procurement Professionals – 287,174 members 

 Strategic Sourcing & Procurement  - 91,673 members 

 Procurement Jobs – 54,069 members 

 Procurement Executives – 23,207 members 

 

How we would market the roles to attract a diverse range of candidates 

Credible candidates for these roles will be ambitious and career-focussed, and are likely to 

already be working in roles they find rewarding and stimulating. In order to persuade them to 

apply, we need to set out a “compelling narrative” – a message laying out a convincing case 

why they will want to forgo other opportunities and join MoJ.  
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4. Demonstrate how you would provide clear advice on Terms of Appointment likely to 

secure excellent candidates at appropriate cost.  You should make reference to examples 

in similar recent projects where relevant. 

 

Competition for talent in the current employment market is fierce. The Civil Service is still seen 

as an employer of choice however with the competition from the private sector for skilled 

commercial candidates, we encourage an emphasis on benefits that Civil Service offer to make 

the MoJ terms of Appointment as attractive as possible.  

 

The current market place is highlighting a need to offer competitive salaries as the demand for 

skilled commercial and procurement professionals. It is important to ensure that the salaries the 

MoJ offers are in line with the expectations in the market 

 

As our Salary Guide shows, base salary is still important but it isn’t the only deciding factor 

when candidates are looking for a role. Pensions, flexible working and over 25 days annual 

leave were benefits that all ranked highly for prospective candidates and we believe these are 

all benefits that the MoJ can offer to candidates ad we would ensure that we showcase these 

skills at all stages of the recruitment process  

 

IMPERIAL COLLEGE NHS TRUST CASE STUDY: 

Hays Procurement recently worked with Imperial College NHS Trust to recruit three 

procurement Business partners. Imperial College NHS Trust wanted to recruit at least one of 

these individuals from the private sector. Imperial College NHS Trust had previously run their 

own recruitment via NHS jobs and had received an extremely low response and only four 

private sector applications. 

 

Hays Procurement worked with Imperial College NHS Trust to identify the key challenges when 

attracting high calibre individuals. The NHS is not always seen as an attractive employer for 

procurement professionals looking for a permanent opportunity so Hays Procurement 

highlighted the key benefits that came with the role as well as gaining approval to appoint the 

roles anywhere within the agenda for change salary banding that was relevant for these 

positions 

 

The changes we made both highlighting the benefits and changing the remuneration package 

increased both the overall applications for the position as well as the percentage that came from 

the private sector. We closed the campaign with 55 applications of which over 40% came from 

the private sector. We subsequently had a final strong shortlist of 13 candidates with six of them 

having a private sector background. 
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5. Provide details on the markets from which you will be recruiting from, including your 

views on the pool of potential applicants and their likely remuneration expectations. 

 

For these Senior Commercial Manager and Contract Management/ Procurement vacancies, we 

will be looking at both the private and public sector marketplaces to source applicants.  In the 

private sector, the job market for commercial procurement professionals is robust and we are 

seeing an increased demand year on year for qualified procurement experts mainly due to 

expansion of organisations and departments and the recognition for savings on the bottom line.  

 

This means that the competition to attract these candidates from this area is increased.  As 

previously mentioned, Hays recently launched our UK salary guide in collaboration with the CBI. 

This report highlights that base salary is not always the biggest motivator when considering new 

roles and increased flexibility around working and also pension packages can often be seen as 

just as important. Highlighting benefits packages to candidates from the private sector will be 

key to attracting them to MoJ. 

 

We will target individuals working in commercial / contract and procurement functions in 

organisations such as: 

 Civil Service – Such as Department for Health, Crown Commercial Service (Cabinet office) 

and Department for Work and Pensions 

 Wider public service – Such as NHS, Local Authorities and arm’s length bodies 

 Organisations within regulated environments such as utilities companies,  BAA, The post 

office and regulators  

 Financial Services – Such as Barclays, Lloyds and HSBC 

 Infrastructure and construction – Such as TFL, Network rail and Skanska 

 FMCG & Retail  – Such as Unilever, Diageo and British American Tobacco  

 Telecoms – Such as BT, BskyB and telefonica  

 Oil and Gas – Such as BP, ExxonMobil and Premier Oil  

 Media – Such as BBC, Aegis Media and Virgin 

 IT – Such as Computacenter, Insight, Siemens. 

 

The public sector has seen a period of growth and change over the last 18months particularly 

within some of the regulators, Central Government and Housing Association and is slowly 

becoming a more attractive employer. Candidates that sit in the public sector are starting to 

move into the commercial sector and there is a push to up skill workforces. In the next 6 

months, of the 10,000 candidates we spoke to when researching the salary guide, 36% of them 

working within procurement intend to look for a new role. Competition to attract these 

candidates is strong as it’s no longer about an organisation but the projects that they can gain 

exposure to or the budgets that they can work with. Using our targeted digital advertising 

campaigns we will highlight the deliverables of the roles to ensure that the candidates could see 

the wide variety of procurement and contracts that they would be working with. Often this is the 

biggest motivator for a procurement professional. 

 

We will be looking at a pool of applications from across the marketplace including re-locators as 

we have offices nationwide. Our database currently holds 34,500 procurement professionals 

within a 30 mile radius of central London who have been previously looking for a permanent 

role. We will also utilise our procurement experts to target organisations where team have a 

similar skill sets to those of the MoJ such as Transport for London. Our procurement experts 

have over 18 years of experience recruiting into public sector procurement posts within London 

and boast a wide and varying network of contacts.  

 

Hays Procurement are the official recruitment partner for CIPS and work closely with the 

organisation to create events and provide advice to CIPS members – Through this unique 

partnership we are able to bring a whole network of CIPS qualified professionals to the 

recruitment process. 
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Our salary guide shows that for procurement professionals over the past 12 months the below 

salaries are the expectations for the candidates that MoJ will be targeting for the levels of the 

roles that you will be recruiting. 

 

For the public sector candidates in London at the level of professionals for the Band B 

vacancies the average salary is between £35,000 - £60,000 and in Leeds the banding is 

£20,000 - £55,000  

 

For the Band A vacancies our salary guide highlights salary expectations for the Public Sector 

in London to be between £45,000 - £90,000 and in Leeds the expectation lies at £38,000 - 

£85,000. 

 

Candidates from the private sector have a higher expectation for each role, approximately 

£5,000 more.  

  

FINANCIAL OMBUDSMAN CASE STUDY: 

The Financial Ombudsman recently went out to recruit six posts both on an interim and 

permanent basis. The ideal specification was to recruit these individuals from a mix of 

backgrounds across the public and private sector to assist them as they went through a period 

of development within their procurement team. The individuals that the Financial Ombudsman’s 

were targeting were candidates that were being attracted into the private sector due to the 

subsequent higher salaries available. 

 

Hays worked with the Financial Ombudsman with a targeted recruitment approach targeting key 

marketplaces such as other regulators and private sector member ships organisations where 

candidates with these backgrounds were working. Although the Financial Ombudsman’s salary 

was competitive for the public sector it wasn’t comparable to the private sector so we therefore 

highlighted the impressive benefits packages that came with the role and also key deliverables 

of the roles that would appeal to Procurement professionals. 

 

Following the targeted recruitment approach Hays successfully recruited six individuals with the 

desired background to work at the financial ombudsman’s. 
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6. Section 2 of the specification highlights difficulties the Ministry of Justice and Her 

Majesty's Government have had in attracting and retaining commercial specialists . 

Please explain how you propose to address these difficulties 

 

 

The current marketplace for Procurement professionals is very competitive and we recognise 

the challenges that employers face in attracting the best commercial talent for one post let alone 

50 within tight timelines. To ensure that we can deliver this recruitment campaign in line with the 

MoJs timescales, we will utilise our expert account management team to ensure that each 

candidate has one point of contact through the entire process. At the start of the recruitment 

process we will obtain from all of the candidates motivators for looking for a new role to enable 

us to manage any risk factors and to be able to highlight these should we need to. During the 

recruitment process we will regularly engage with the candidates and ensure that they are still 

engaged with the roles from interview to offer . Post offer, we operate a robust aftercare process 

to ensure that we can highlight any issues post appointment to mitigate any risks to the MoJ. 

 

Onboarding  

Onboarding is the process of integrating new employees into their new work environment before 

they officially start. Hays create a bespoke password protected website which holds all the 

relevant information on an organisation ensuring that every new starter is fully prepared for their 

first day. Features can include; new starter forms, induction videos, social media, 360 degree 

tours, key contacts, expenses policies and new contractual obligations. 

Onboarding allows organisations to effectively introduce new employees to their organisation 

from the point when they accept the offer of employment. Online onboarding allows the client to 

communicate with all new employees in a consistent manner and to ensure that many of the 

queries that arise during this period are answered in a proactive manner. This limits the risk of 

the individual not engaging properly with the role and the potential for them to fall out of the 

recruitment process.  The online portal can be tailored specifically to client requirements and 

removes the administrative burden of communicating with multiple new recruits.  

 

The benefits of online onboarding include: 

 Streamlining the induction process 

 Improving the candidate hiring experience 

 Helping the employee to identify with their new employer  

 Allowing the employee to understand some of the company's values and priorities  

 Reducing new employee anxiety  

 Setting of performance expectations  

 Decreasing the learning curve 

 

The Hays Onboarding site is branded to your organisation and written in your tone of voice to 

enhance the candidate experience.  

We understand that in the previous round of recruitment the MoJ faced significant challenges in 

retaining candidates during the clearing process. 

 

SUPREME COURT CASE STUDY: 

In January 2014, Hays were appointed to provide a recruitment campaign to recruit 7 Judicial 

Assistants. One of the challenges which the Supreme Court faces is the length of timeline from 

recruitment campaign close (March 2014) and the start date (September 2014). Having a 

significant time delays from close, interview and start date there is a risk that candidates will 

lose engagement with the process. With the onboarding site this enhances the Supreme Court 

onboarding strategy increases candidates engagement by ensuring the candidates free part of 

the organisation before their first day. The onboarding site provides candidates with information 

on; what to expect in on their first day, week and thereafter, Judicial Assistant exchange 

programme and FAQ’s. The onboarding site has had positive feedback from the candidates and 

resulted in all 7 candidates successfully starting with no withdrawals. 
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1. How will you ensure the recruitment process is open, fair and transparent? 

 

Throughout the campaign, we will work with MoJ to ensure that all of our activities are fair, open 

and transparent. Our work across Civil Service employers means that we understand fully and 

apply the relevant aspects of the Civil Service Commissioners’ Code on Recruitment, and apply 

the Regulated by logo and escalation procedure text to any Civil Service advertisement or 

recruitment literature produced. Ensuring that opportunities are known about and published to a 

broad audience, not just on one day in one publication; carefully planning the selection process 

based on the qualifications, skills and competencies required for the job so that it is fair and 

objective at each stage; and selecting the best candidate for the job all underpin our approach 

to permanent recruitment exercises. Taking this approach further to make sure that all 

applicants know in advance when the likely interview dates are, and ensuring that up to date 

relevant information is available to all candidates adds to the candidate journey and belief that 

they are both informed and fairly treated. 

 

FAIR 

 

Selection Criteria 

We will work with MoJ to produce selection criteria for band A and band B roles that is fair and 

focuses on the competencies required to perform well within each of the roles.  We will focus on 

what each applicant "can do" rather than simply what the "have done". This will open up the 

potential candidate pool rather than restricting it to specific groups. 

 

Consistency of service 

We will provide a consistent level of service with to all applicants regardless of their race, colour, 

and ethnic or national origin, religion, gender, sexuality, disability, appearance, age or any other 

criteria. Our aim is to provide relevant opportunities for all applicants.  

 

Communication 

We ensure that all applicants are kept fully informed during each step of the recruitment process 

from the outset to conclusion. We will also ensure that all applicants understand the actions that 

will be required at each step ensuring that the process is accessible to all interested parties. 

 

OPEN 

 

Job Boards and Print Advertising 

As highlighted in the answers to questions 2 and 3 in the Design and Attraction Strategy, our 

ability to open a campaign to the widest possible audience is unparalleled. We will use all of the 

resources at our disposal to ensure that the campaign for MoJ is open. We will use a wide 

range of mediums that are generalist and specialist to advertise the MoJ campaigns to a wide 

audience. The language used will be clear and concise and will include a commitment to 

promoting diversity throughout the campaign. 

 

LinkedIn 

Hays has a unique and innovative relationship with LinkedIn that gives us unrivalled access to 

talent across the UK. We hold more licences than any other company, meaning that all of our 

recruiters have unparalleled levels of engagement with talent, and are able to build strong 

relationships with potential applicants who may have otherwise remained passive. 

 

Reasonable Adjustments 

As part of the applications process we will ask every applicant if they will require any reasonable 

adjustments if they are invited to interview and or appointed. Where the answer is yes, this will 

be communicated to MoJ at the appropriate times and where appropriate, we will work with you 

to ensure that reasonable adjustments are implemented.  

 

If MoJ operate a guaranteed interview scheme, we will also ensure that this is clearly 

communicated during sourcing and selection. 
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Candidate Feedback 

We will ensure that all candidates will be provided with clear and constructive feedback detailing 

the reasons for their success or failure at each stage of the campaign. For those who are 

unsuccessful, we will provide any appropriate advice and guidance in order to improve their 

performance in the future.  

 

TRANSPARENT 

Management Information: As highlighted in the answer to question 4 below, we will deliver a 

campaign that is completely transparent at every stage. We will provide you with wide range of 

management information (MI) throughout the campaign (we recommend bi weekly) and at it 

conclusion. We will collate all diversity data via our innovative online data technology 

dashboard. We ensure that relevant data is captured and tracked on every campaign from 

candidate application through to final appointment. Reports can track diversity data and the 

success/failure rate of applicants at key stages. Fall out reports run comparisons of % 

candidates (BME, gender, age) applying verus % of candidates short-listed and subsequently 

appointed. 

 

PROMOTING DIVERSITY IN OUR WORKFORCE 

For Hays, ensuring that recruitment processes are open, fair and transparent is not only 

considered on campaign by campaign basis but also at the very core of our business. People 

are at the core of what we do and therefore to us diversity means understanding and reflecting 

the community in which we operate, building loyalty with our colleagues, candidates and clients. 

Age, gender, ethnicity, physical appearance, religion, education and  beliefs are all valued and 

everyone has the opportunity to contribute to our success as a business and fulfil their potential. 

Our aim is to create an open, honest and vibrant working environment and to ensure that all our 

colleagues feel part of Hays and are respected as individuals. We have a very diverse 

employee population in terms of ethnicity, with around 80 different nationalities represented in 

our workforce. 

 

PROMOTING DIVERSITY THROUGH CORPORATE STRATEGY 

We also believe it is our responsibility to proactively encourage diversity throughout the world of 

work and we lead a number of strategies to help achieve this. The Hays Leading Women 

Programme was created to support the advancement of women in senior roles within both 

private and public organisations. We provide a cross functional network which benefits our 

female members by connecting them personally and professionally with the world of work 

through a programme of coaching, networking, access to inspirational women and links to 

supportive organisations that they may not previously had access to. Our female membership is 

for experienced senior manager level and above women with high potential. It includes talented 

women from a wide range of professions.  

 

DEPARTMENT OF ENERGY AND CLIMATE CHANGE CASE STUDY   

Earlier this year, Hays were awarded a recruitment exercise to support the Department of 

Energy and Climate Change  (DECC) in their recruitment of 85 policy and project (Grade 7 and 

HEO) personnel on a 18-24 month fixed term contract focusing on renewable energy and 

domestic reform.  

  

Hays met with the hiring managers and HR to understand the requirement in detail and develop 

a business brief which included a candidate attraction strategy to appeal to their target audience 

and campaign timeline.   

  

Due to the scale of this exercise, a dedicated team consisting of two consultants, and up to 5 

support staff were drafted to manage the response handling, sifting and candidate presentation 

services.  

  

A Gantt chart was drafted in consultation with DECC, detailing the anticipated start and finish of 

key points such as the initial sifting, assessment and interview periods. 

  



 

 | Page 14 of 36 

We devised an attraction campaign to target applicants from an energy and private sector 

consultancy background: 

 Hays built a dedicated recruitment microsite hosted on Hays.co.uk: www.hays.co.uk/jobs/decc  

 Utilised external advertising on niche specialist and generic job boards such as Renewable 

Energy, Telegraph and Guardian Jobs  

 Employed direct marketing to relevant candidates held our OneTouch database  

 Employed direct sourcing utilising LinkedIn and networking  

  

Throughout the entirety of the recruitment exercise, our project team would meet every morning 

with the account manager to discuss any updates as well as the objectives and actions for the 

day, setting further timescales as to when targets would/should be met. 

  

Within the first week of launching, Hays met with DECC to present a sample snapshot of 

screened applications; four candidates for each role (two who had successfully passed the sift 

and two who had failed). This enabled us to confirm that the sift scores allocated were in line 

with expectation, and correct any harsh/lenient marking as appropriate. This also ensured that 

any subsequent stages of the process were not delayed. 

  

Our Campaigns Team liaised with candidates throughout the live duration of the campaign, 

managing c.120 email and telephone responses on a daily basis and attracting, in total, 1463 

expressions of interest which converted to 682 completed application forms for screening. 

  

Hays reviewed each application using a scoring matrix to assess the core competences 

associated to the roles. Each day we quality assured the applications, taking a random selection 

and asking another expert consultant to assess before comparing the resulting scores. 

  

From the 682 applications submitted, 218 applicants were shortlisted to assessment. The 

assessment process was two-part, consisting of an online numerical test and an onsite written 

test. Hays managed the assessment process, contacting, distributing the online assessments 

and scheduling in all shortlisted candidates to the onsite written assessment. Applicants who 

were unable to attend onsite were identified and alternative arrangements were organised. 

  

DECC are currently conducting interviews in collaboration with Hays, (panel members 

consisting of 2-3 DECC associates and 1 Hays consultant, who is often chairing) utilising our 

Victoria office as a base. 
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2. What is your company’s complaint handling procedure? 

 

Our internal processes and procedures, quality of staff and company values all help to ensure 

that we deliver top quality services that meet or exceed the expectations within all campaigns. 

Throughout the campaign, the delivery team will be liaising with MoJ stakeholders and will 

actively seek out feedback on the campaign and resolve any issue swiftly.  

 

The culture at Hays focuses around learning and development.  Whenever we complete a 

campaign or any other recruitment exercise, we always host wash up sessions with 

corresponding lessons learnt. Where appropriate, the results of lessons learnt are 

communicated across Hays. 

 

In spite of our processes and culture, we understand that there may be instances where 

services fall below the levels agreed. Where this happens, these issues must be identified and 

resolved within the best possible time scale.  

 

In the first instance, we ask for issues to be raised with David Cairncross (Public Services 

Director) who will work with the relevant MoJ stakeholders to agree an action plan to resolve the 

situation.  

 

If David is unable to rectify the complaint, you can contact the independent Hays customer 

service team in the following ways:  

 

1) Contact Hays Customer Service Helpline to speak with a Customer Service Advisor. The 

telephone number is 0800 716 026 and is open Monday to Friday 9am - 5.30pm.  

2) Complete the email form by clicking on the appropriate link below. This form will be sent 

directly to the Customer Service Team.  

http://www.hays.co.uk/Forms/HAYS_006394  

3) Write to the Customer Service Team: 

 

Hays Specialist Recruitment Customer Service Team Ebury Gate, Lower Belgrave Street, 

London SW1W 0NT  

 

When they receive details of your problem they undertake to:  

 Deal with your problem fairly, confidentially and effectively; 

 Acknowledge your problem within 2 working days and provide a likely timescale for resolution; 

 Fully investigate your comments and keep you regularly informed of the actions we are taking.  
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3. How you will address diversity and equality issues throughout the executive search 

and selection process? 

 

RECRUITING CANDIDATES WITH DIVERSE BACKGROUNDS 

 

We believe it is vital for public bodies to represent the society they serve.  

 

We take the recruitment of individuals from under-represented groups very seriously, and 

propose to utilise a number of different approaches to this recruitment campaign in order to 

maximise the number of credible applications from under-represented groups. On one level we 

will regularly urge our contacts and referrals to think of individuals from under-represented 

groups as part of our search strategy.   

 

We also look at under-represented communities at a macro, national level to determine which 

senior individuals would be appropriate for this post. We maintain a publicly sourced active 

database of senior executives and non-executives from different under-presented groups 

consisting of hundreds of individuals. Included in this list are substantial numbers of females, 

people from disability or BME background already operating at senior management level. 

Following a further refinement of the characteristics required for the posts, we will approach 

these individuals, encouraging them to apply or seeking referrals as appropriate.  Through a 

process of recommendation and referrals, as well as publicising examples of valued advisory 

contributions to Government policy from minority candidates, we will be able to extract the 

strongest response from a diverse field of candidates.  

 

DELIVERING ON DIVERSITY 

 

Statistics have been put together, on our behalf, by the Cabinet Office to show our performance 

on diversity over the last 5 years. These highlight that on average 18.2% of candidates 

presented by Hays for senior roles are from a BME background compared to an average of 

4.5% from other agencies.  In terms of gender, 36.4% of applicants presented for senior 

appointments are female compared to an average of 31.5% from other agencies. Finally, 9.1% 

of candidates presented by Hays for senior roles describe themselves as having a disability 

competed to less than 1% for other recruiters. 

 

OUR NETWORKS 

 

In addition to the evidence demonstrated above, we have built up networks within various 

sectors of the diversity space through recruiting to specific roles within diversity-orientated 

charities, and senior roles in the Ethnic Minority Employment Division and Office For Disability 

Issues within the Department for Work and Pensions.  

 

Hays is committed to equal opportunities and aims to ensure that all candidates/employees are 

treated equally (directly or indirectly) regardless of race, sex, sexual orientation, marital status, 

age or disability. We believe it makes sound business sense to draw on the skills and talent 

available from all sections of the community. We ensure equal opportunities policies are 

adhered to during the entire recruitment and selection process through to offer and employment 

stage.   

 

INCLUSIVE ADVERTISING  

 

Effective attraction of underrepresented groups is often as much about the imagery and wording 

of your advertising as where it appears. We will work with you to ensure that the copy and style 

of your advertisement is both engaging and inclusive. Use of language and logos reflect your 

commitments and give jobseekers confidence in their application being managed fairly. We 

would recommend using the two ticks logo. 

 

Diversity Micro-site 
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Hays is consistently approached to enhance the diversity of an organisation’s workforce by 

attracting job applications from under-represented groups through advertising.  This can include 

targeted advertising in equality specific organisations, publications and websites. However, it 

must be said that most people will look for vacancies in the most productive places for their 

profession and job type, not for a protected characteristic.  

 

Because of the relative ineffectiveness of diversity specific job boards, Hays have developed a 

special diversity product, a diversity micro-site, with links to non-employment websites 

belonging to specific diversity groups. Our research indicates that although members of these 

communities would not view diversity-specific websites for job opportunities, they would visit 

such sites to update themselves on issues of community relevance. Consequently by 

maintaining a profile on the sites linked to, such as SAGA, Diversity Rights UK, the Sikh Times, 

we achieve much higher penetration of diverse communities than going down the more obvious, 

but less effective, route of using diverse job-boards.  
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4. How will you assess your own performance, and what standards will you have in 

place? 

 

AGREEING PERFORMANCE STANDARDS 

 

Almost all of our campaigns are governed by service level agreements (SLAs) and key 

performance indicators (KPIs) meaning that we have extensive experience of controlling these 

processes thereby ensuring that performance standards are maintained. It is vital that service 

levels are clearly defined and measureable. At implementation and during service reviews, the 

account manager Linda Todd will work with you to investigate any KPIs that could be 

incorporated into a service level agreement in order to build an effective performance 

management framework . Please see attached for a sample SLA. 

 

Campaign Management 

Key performance indicators details in the SLA will form part of the Campaign Management 

Information sent to MoJ after the campaign, and will also form part of quarterly reviews to show 

any trends apparent. 

 

KPIs could include: 

 Time to respond to new instruction 

 Time from advert copy to formally ‘set’ advert draft 

 Time from closing date to receipt of papers or emails for sifting stage 

 Number of applications as a percentage of initial expressions of interest 

 Percentage £ saved against publication rate card cost for adverts  

 

ADHERING TO PERFORMANCE STANDARDS 

 

Linda will take overall responsibility for ensuring that the SLA is adhered to and the KPIs are 

achieved. In order to do this, they will: 

 Ensure that we have a clear project plan before go-live that will confirm all elements of the 

SLA and KPIs 

 Review the project plan and get sign off from MoJ 

 Allocate appropriate resources to ensure that the project plan can be adhered to and 

completed 

 Identify any additional resources that may be required to flex the project should there be any 

changes to demand that will impact the ability to adhere to the SLA such as an unexpected 

surge in applications 

 Regularly measure and review our performance 

 

MEASURING PERFORMANCE STANDARDS 

 

Management Information 

Management information (MI) will be critical to measuring the success of the campaign. We will 

provide MoJ with comprehensive reports and MI on all elements of our service offering, at 

regular intervals throughout the campaign. We suggest providing update reports twice per week 

(mid- week and end of week) and provide a full campaign report at the end of the project. 

Reports can be delivered to you via email, teleconferencing or face to face. 

 

Reports can include (but are not limited to): 

 

 Response by applicant source e.g. referral, job board 

 Number of roles advertised 

 Number of initial enquires and applications received 

 Short-listed candidates by sources 

 Fill rate conversion: number of interviews, number of offers 

 Diversity monitoring data 
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 Candidate satisfaction surveys 

 

At close of the campaign, our team will produce a complete campaign report including copies all 

adverts, sift criteria, scoring mechanisms used for sifting and selection, campaigns summary 

report, statistics and feedback from the candidate satisfaction surveys. 
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5. Who are the key individuals who will support this work and what are their roles and 

responsibilities? (Biographical material demonstrating their suitableness to deliver the 

quality needed is requested). 

 

Linda Todd – Business Manager – Hays Procurement  

Linda Todd would be the lead for this recruitment campaign with the MoJ. 

Linda is responsible for leading the permanent procurement team focused on the public and 

not-for-profit sectors in London for Hays Procurement. Linda has been with Hays Procurement 

for 10 years and brings with her a wealth of experience in the Procurement Marketplace as well 

as vast network of procurement professionals across a wide range of levels. Linda regularly 

works with CIPS providing advice and guidance to Procurement professionals resulting in her 

having built a highly relevant qualified network. 

 

Linda has expertise in both high volume recruitment campaigns as well as recruiting into senior 

procurement positions across the public sector. Most of Linda’s client have used her for a 

number of appointments within their organisation and her recent track record includes, The 

Crown Commercial Service, London Borough of Richmond, The British Transport Police and 

The Financial Ombudsman 

 

Linda is supported by a team of six dedicated Public sector Procurement recruiters in London 

alongside a wider network of over 50 expert procurement consultants across the country. 

 

Charlotte Forsyth – Business Manager – Candidate attraction   

Charlotte joined Hays Digital Solutions team in April 2008. Charlotte has been involved in a 

wide range of client branded campaigns. Charlotte helps to develop and market your objectives 

and is responsible for media planning and scheduling and how to attract the best candidates to 

their organisation. This includes project managing recruitment sites and recommending the best 

press and job board advertising.   

Charlotte’s clients include: The Supreme Court, FCO, NAO and DECC.  

Saadet Yalcin – Senior Business Manager, Key Accounts 

 

Saadet joined Hays in September 2006 with 3 years prior blue chip commercial experience in 

an international press office. Saadet is a result driven recruitment campaigns expert with a very 

strong track record of delivering recruitment campaigns management solutions into the public 

and private sector. Saadet has played a key role in leading accounts particularly in the 

development of global employer brands, careers websites, diversity campaigns, employee 

referral programmes and talent attraction strategies. Managing a collection of high profile clients 

and a team, Saadet’s role is to ensure high service standards are met whilst driving innovative 

and appropriate solutions for clients; guaranteeing a smooth candidate journey, ensuring 

engagement is consistent throughout the process.  

 

Saadet’s clients have included: House of Commons; House of Lord; Parliamentary ICT: MoJ; 

DfE; HMRC; DWP; City and Guilds; ILM; ISA; IPC; Great Ormond Street Hospital; London NHS 

and the Low Carbon Contracts Company 

 

David Caincross – Director – Hays Public Services 

Possessing a first class honours from Warwick University, David joined Hays in 1996 and has 

recruited at board level primarily for listed businesses in the UK and Europe during the last 

fourteen years. David has also delivered numerous senior appointments in the public sector, 

particularly where commercial expertise is being sought. David brings an extensive record of 

successful recruitment at Board level – as well as recruiting up to Partner level for public 

practice. David manages the London public services team in Victoria, a team of specialist 

consultants who recruit into the Central Government, Local Government, Education and 

Charities and Not For Profit. 

 

Previous clients that David has worked with include Barclays Plc, KPMG, Shanks plc, Siemens 

Plc, Wynnstay plc, the Home Office, DCLG and the DWP.   
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6. How do you plan to add value throughout the executive search and selection process? 

Demonstrate how your methods of working and use of technology will allow MoJ to make 

high quality Commercial appointments whilst incurring limited costs. 

 

Hays do not simply rely on applications to come via our advertising methods. Instead, we will 

proactively source candidates.  

 

Networks  

Being active in the procurement community, we bring an established network of passive 

jobseekers to every piece of recruitment. Hays Procurement also works with CIPS as their 

Knowledge Partner enabling links to qualified professionals. We also offer a referral scheme to 

incentivise existing candidates to refer their peers.  

 

In the past year, our Procurement experts have placed over 800 candidates in permanent roles 

and we have placed over 950 temporary workers, 842 of them who are still in assignment. Our 

network is extensive and our track record within procurement is vast. We have 17 procurement 

offices nationwide that enable us to target individuals working in any UK location and our 

knowledge of both the public and private sector means that we can target organisations on job 

type and organisations from both of these sectors 

 

Technology 

Our internal database holds details of 4 million candidates. The system is fully-integrated, 

supporting seamless candidate data transparency across both our internal website, and all 

supported job boards. Our bespoke Google Search Technology allows our consultants to 

search instantaneously for relevant candidates throughout the system on the most unique of 

skill sets , using Boolean search techniques in order to effectively filter candidates for each 

unique search conducted. 

 

Our system notifies consultants as soon as a candidate has applied for a position, either 

through our internal website, or an external job board, and allows instant access to their CV and 

key information. Candidates on our website can also set up email notifications to inform them 

when a suitable role is released to our job boards.  

 

Utlising our database, we will proactively source and liaise with relevant candidates who meet 

the specification set out in the MoJs recruitment packs.  

LinkedIn 

 

We are the only the recruitment consultancy to have an extended relationship with LinkedIn. 

This unique partnership increases the number of specialist consultants with access to LinkedIn's 

Talent Solutions, bringing thousands more candidates to our network  

 

Hays has expanded its current network of LinkedIn Groups, which already reaches an audience 

of 600,000 LinkedIn members across 20 countries. These communities cover specialist 

professional areas and geographies, enabling members to better engage with professional peer 

groups and focused content across all of Hays' geographies and specialist areas.  

 

We have continually positioned ourselves at the forefront of the digital evolution of recruitment 

and are now using these technologies to lead the development of deeper, longer-lasting 

relationships with our clients and candidates. The further strengthening of our relationship with 

LinkedIn gives us greater access to one of the best professional recruiting platforms available 

today, better enabling us to power the world of work in the digital age. 

 

LONDON BOROUGH OF RICHMOND CASE STUDY: 

The London Borough of Richmond went through a large restructure which resulted in 

highlighting the need to revitalise the procurement department by investing in eight new 

positions including the Head of Procurement. The London Borough of Richmond was looking to 

partner with recruitment expert in procurement to deliver all of this position in an open and fair 

process that incorporated internal applications as well as the external marketplace. Some of 
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these roles fell within Niche skill sets where they were looking for specific skills such as 

Children’s services category specialists   

Hays procurement created a recruitment microsite which was incorporated into The London 

Borough of Richmond’s own internal intranet as well as sitting on Hays.co.uk to face the 

external marketplace. The microsite incorporated the Boroughs values and ambitions. Hays 

procurement ran a targeted advertising campaign and a direct sourcing strategy. We utilised our 

technology to search on the specific skills found in Children’s Service Category specialist’s 

creating a relevant list of individuals that Hays Procurement could speak to.  

The approach that Hays Procurement took with the recruitment for the London Borough of 

Richmond resulted in recruiting eight unique posts from Category Specialists to the Head of 

Procurement 
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7. Please summarise your previous experience in recruiting Government Commercial 

roles to the numbers outlined in the specification document. 

 

Our work across Civil Service employers means that we understand fully and apply the relevant 

aspects of the Civil Service Commissioners’ Code on Recruitment, and apply the ‘Regulated by’ 

logo and escalation procedure text to any Civil Service advertisement or recruitment literature 

produced.  Ensuring that opportunities are known about and published to a broad audience, not 

just on one day in one publication; carefully planning the selection process based on the 

qualifications, skills and competencies required for the job so that it is fair and objective at each 

stage; and selecting the best candidate for the job, all underpin our approach to permanent 

recruitment exercises.  Taking this approach further to make sure that all applicants know in 

advance when the likely interview dates are, and ensuring that up to date relevant information is 

available to all candidates adds to the ‘candidate journey’ and belief that they are both informed 

and fairly treated. 

 

The table attached outlines a selection of examples of experience and track record in the 

successful delivery of high profile recruitment campaigns into the public sector. All public sector 

campaigns are run in accordance with Civil Service Recruitment Principles. 
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1. Demonstrate how you would identify the quickest ways to proceed with a competition, 

successfully achieving milestones the earliest possible date. Refer to section 6 of the 

specification (timeframe) for details of the milestones. 

 

We have robust processes and dedicated resource team which means that we can flex our 

solution up and down to incorporate tight timelines.  Our in-house Digital and Marketing team 

are in control of the creative technologies behind all recruitment campaigns.  

 

Hays understand and appreciate the need to proceed with urgency. Following the award we will 

immediately book studio time for the creation of the recruitment microsite as well as scheduling 

a briefing meeting with the key decision makers at the MoJ to ensure that we are clear on the 

role requirements so that we can create the adverts ready to go live three weeks later. We will 

confirm SLAs and agree timelines 

  

IPSA CASE STUDY: 

Hays recently worked with IPSA who were looking to temporarily increase their workforce 

dramatically from less than 60 to approximately 85 in anticipation of the impending General 

Election.  The increase would be split between Election Contacts and MP Support roles, and 

Finance and Payroll staff. 

  

Key concerns for the organisation included the challenging timeframes of recruitment (from 

award to appointment, including recruitment and selection- all within three months). Other 

considerations included attracting a wide range of candidates based on skill sets rather than 

sector and job background. The selection process included assessments and competency 

based interviews, the sensitive nature of the recruitment process. The roles are to run on a 

staggered basis from September 2014- August 2015.  

 

To attract a wide range of candidates Hays embarked on an extensive candidate attraction and 

advertising campaign, including job board advertising, database marketing, referrals and 

targeted approaches through social media platforms. All applications were guided through the 

IPSA Microsite and managed through the Hays application management system. 

Hays constructed a project plan with a rigid timetable with key milestones including advertising 

schedule, pre-registration telephone interview dates, online testing, in office Hays competency 

interview, submission of short list and face to face IPSA interviews. Hays also ensured that 

candidates were communicated to on a weekly basis and had access to the Hays/IPSA 

onboarding site to ensure continued engagement in the process 

 

All positions have been successfully recruited to, and the feedback on the quality of candidates 

and experience of the process has been outstanding. Hays continue to stay in contact with the 

successful candidates ensuring continued engagement in the process. 
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2. How would you handle the administration of the recruitment competition process? 

 

OVERVIEW  

 

As highlighted in the answer to question 5 of the quality section, you will be allocated a dedicate 

account management team that will undertake the following services as part of the campaign: 

 

 Receipt of initial enquiries by mail, telephone, fax and e-mail  

 Offering candidates the opportunity of an informal discussion with a dedicated MoJ 

account representative (advice on how to apply, transport links, concerns about 

suitability for the post and the recruitment process) 

 An assisted application process for those candidates that may require any support in 

progressing their application 

 Monitoring of diversity information and recording for statistical purposes 

 Monitoring and recording of media data on campaign database 

 Registration (each candidate will be allocated a unique identification number), 

acknowledging and processing of all applications 

 E-mailing/Posting all candidate information/application packs 

 Conducting all administrative paperwork including sift packs for shortlisting and 

interviewing 

 Interview and offer management 

 

DEDICATED RESOURCE 

 

Having a dedicated team of resource who would be solely working on the MoJ campaign we 

would set clear expectations at the commencement of the campaign in line with our SLAs and 

project plan to ensure that the administration is clearly set out. We have the ability to be able to 

flex up and down our resource support should we need to.  With an account management team 

we would be clear on who is the point of contact for the MoJ as well as for all applications.  

 

We will expect commitment on a timeline from commencement until advert close, shortlisting 

and interview dates which will be published on our recruitment microsite allowing us to manage 

the administration of candidates around those dates right from the start.  

We are confident that we can deliver against your key milestone.  Our administration is handled 

from one central point, including uploading the jobs in the format required. Our central customer 

support team act as your ambassador, providing high quality administrative and query handling 

support adept with all aspects of the Microsoft Office, Google optimised database and our 

applicant tracking system, our central customer service team work alongside the recruitment 

experts in procurement to continually review and improve the practice and processes used to 

deliver a seamless customer experience.  

 

ONLINE APPLICATION SYSTEM 

 

Providing an easy to use, accessible system simultaneously maximises the capture and 

conversion of potential applicants whilst offering additional efficiencies to recruitment processes. 

Our experience in the development, implementation and maintenance of online applicant 

systems to central and local government bodies dates back to 2001 and includes high profile 

organisations such as House of Commons, Specialist Schools Academy Trust, HMRC, Learning 

Skills Council, NHS and DWP. The system is ideal for all recruitment requirements – from spot 

recruiting through to volume campaigns because it features:  

 Unique online application process by vacancy  

 Candidate screening and scoring tools 

 Efficient candidate communication tools – personalised, automated or manual   

 Full management information production 

 Secure data 

 

The benefits include:  
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 Enhanced “jobseeker journey” improving conversion ratio of interested applicants 

 Efficient and standardised recruitment process   

 Transparent management information on applicants  

 Speeds up the recruitment process with online efficiency 

 Replaces manual, labour intensive administrative functions with automated processes 

 

Hays is committed to providing a fair and open process, hence, if any applicants do not have 

internet access, they will be encouraged either to attend one of our 102 offices throughout the 

UK to complete online or if appropriate we could recommend they can visit a local library, job 

centre or internet cafés. If these options are not possible, packs could be sent by post within 24 

hours of the candidate enquiry with the aim of completed applications being returned to the 

response handling team for inclusion within the campaign process. 

 

The Candidate Journey 

Our system provides candidates with a quick and easy method of applying for vacancies online. 

The data captured is comprehensive without candidates spending excessive time online. 

 Once they have entered basic personal details, candidates can use the “save for later” 

function enabling to return at any time to complete applications 

 Applications are step-by-step with the position in the overall process clearly shown onscreen 

 

It is essential that any online system and response handling process you implement handles’ 

users professionally leaving them with a positive impression and experience regardless of 

whether or not they are successful. In order to facilitate this: 

 All information received is automatically acknowledged  

 Where data is missing requests for information are automatically generated  

 Personalised email communication can be sent automatically or manually at any stage 

 

To encourage timely completion of applications and maximise the conversion ratio responses 

the system can generate automated prompt emails: 

 Application Chasers – encouraging submission of incomplete applications  

 Closing date reminders 

 

Hays will confirm receipt of every application received and a response to any email, telephone 

or candidate drop in queries on the spot. Hays will also confirm receipt of postal applications 

and applications received by hand with a compliment slip. 

 

Replacing a cumbersome paper based form with a straightforward online application process 

generates significant improvements in candidate conversion rates. Post implementation we 

have driven response rates at the House of Commons from under 18% to over 70% conversion 

on spot campaigns with additional improvements in reducing appointment lead-times and cost 

of temporary cover. 

 

COMMUNICATION THROUGHOUT THE PROCESS 

 

Your dedicated account management team will remain engaged with applicants throughout the 

entire recruitment process to ensure MoJ is seen as an employer of choice. Providing a 

dedicated account management team means that we act as your ambassadors by promoting 

the MoJ brand. The Campaign team have a record of accomplishment showing how we 

enhance the “jobseeker journey” - answering job specific applicant questions, giving the 

applicant direction and guidance therefore improving the conversion ratio of initial interest to 

actual application. 

 

CANDIDATE SIFTING SERVICES 
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Hays provides one of the most intensive and supportive training programmes in the industry, 

geared towards making consultants  high performers whose standards of excellence and results 

are way above the industry average. Our training programme is endorsed by Institute of 

Consulting.  

 

Hays has extensive experience sifting applications against standard competency frameworks – 

our consistency and quality of assessment is maintained by the following elements of our 

approach: 

 We have a team of consultants, all with a minimum of five years’ experience working with 

government and public sector clients sifting applications for roles from Chief Executive / 

Director General to Executive Office or Administrative staff 

 Our consultants always work in teams, ensuring that their evaluations are sense-checked by 

their colleagues. A senior manager checks a proportion of the assessed applications to also 

maintain consistency 

 At the outset of a campaign, we discuss the competencies being assessed by the sift team – 

allowing us to understand what a good/satisfactory/unsatisfactory response might look like. By 

doing this, we are more thoroughly prepared to accurately sift the response 

 Good sifting requires clear articulation of the role requirements and application process. Our 

consultants are experienced at developing job adverts and application packs that clearly 

explain what is being sought from each applicant, allowing them to more thoroughly 

demonstrate their suitability to the role in question 

 

Initial Screening Undertaken by Campaign Management Team 

Our specialist experts will undertake an initial sift of applications. This will include the following:  

 Review completed applications  

 Check that the application has stated that they are eligible to work in the UK. This will be 

verified at the pre-appointment checks 

 Review the application meets the minimum criteria as agreed at briefing meeting 

 Telephone screen all relevant applicants to determine the following:  

 commitment and interest in a vacancy, assess a CV history  

 confirmation of all CV details, gaps, reasons for leaving 

 introductory questioning on why they have applied and why they feel this role is right for 

them 

 confirmation of notice period, current salary, salary requirements, current 

qualification/exams taken, any other interviews in progress and their availability for the 

final stage interview 

 

All of which will be recorded against an agreed scoring matrix.  

 

Sifting of Applications against Specifications 

Each application is assessed against the same criteria, and entered into an excel database, 

sorted in score order and includes any recruiter comments to consider when confirming the 

long-list. Sift notes are prepared giving clear instructions on what each category represents and 

to what level of competency the candidates need to display in their application.  Positive and 

negative indicators are provided and form a ‘crib sheet’ for the sifters to refer to.   

Sifted applications are ratified through random double-sifts to ensure consistency.  A sample sift 

can be provided prior to close date on any applications received ahead of time, allowing MoJ 

the opportunity to confirm that the sift scores allocated are in line with expectation, and correct 

any harsh/lenient marking as appropriate.  By providing the sample sift at a meeting between 

Hays and MoJ key stakeholders ahead of the closing date, any subsequent stages of the 

process are not delayed. 

 

Long List Produced and Agreed 

Once the paper sift is completed and scores ratified, the individual applications and sift matrix 

form the discussion documents at long list stage. This can be done via email, telephone or in 

person. Hays will recommend all those deemed to have passed the sift to be invited to the first 

stage competency based interview at Hays, and all those that fail be sent a regret letter. The 
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long list stage will also focus on any ‘borderline’ applicants, allowing MoJ key stakeholders the 

chance to agree on those that are strong enough to pass and those that are not.   

 

Long List Meeting 

We would advise having a long list meeting where representatives from MoJ and the campaign 

management team will attend to review all findings from the initial long list sift.  Your Hays team 

will be able to answer more questions on the applicants and give a greater insight into their 

suitability than their CV or their application alone in order for MoJ to undertake an effective 

sifting process.  

 

Invites and Reject Letters 

After MoJ have informed Hays on whom has been successful and who will not be progressing 

through to the next stage, Hays can distribute the reject letters and can invite and arrange 

successful candidates to interview.  

 

MoJ Interviews 

Hays will schedule all of your interviews into your timetable and prepare all the applicants for 

the day.  Any preparatory work, such as a presentation or any online tests will be forwarded to 

the applicants along with information on how best to prepare for competency based interviews. 

Feedback will be collected and collated from each person after the interview in order to facilitate 

prompt offer management.   

 

Feedback can be offered to all interviewees, whether successful or not to ensure that they 

experience a positive and worthwhile process, particularly important should you find that you 

would like some of them to apply again in the future. 

 

Offer Management 

Hays can manage verbal and written candidate offers on behalf of MoJ including: 

 Hays to secure verbal acceptance/decline 

 Issue conditional offer letter/congratulations on selection pending employment checks and 

references 

 Manage all queries (linking to MoJ for confirmation) 

 

Pre-Appointment Checks  

We have a rigid compliance structure in place that adheres to all governments frameworks 

under which we supply. All candidates are fully compliant before starting a position in a central 

government agency, the conditions of which are dependent under which framework they are 

supplied under. Typically, this will be to a minimum Baseline Personnel Security Standard which 

includes: 

 Verification of Identity (Passport, Proof of Address and Proof of National Insurance) 

 Verification of Employment History (typically 3 years) 

 Verification of Right to Work in the UK 

 Self-declaration of background 

 Relevant BPSS forms to be completed 

 

This will be collected at the London Victoria Hays office or the Leeds Hays office and confirmed 

(documents viewed, photocopied and signed by our consultants) with copies provided.  

 

Hays currently undertake baseline checks for various governmental clients.   

For the criminal record element of the Enhanced Baseline Standard (EBPSS) a Basic level 

Criminal Record Check is required from Disclosure Scotland (DS).   We are a Registered Body 

with DS and can process these checks.  

 

At all stages of the process, from the adverts themselves to the conversations with applicants 

responding and the information packs that they are sent, the key essential criteria are clearly 

represented.  This can range from eligibility to work in the UK to qualifications or particular 
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areas of expertise.  By making the essential minimum criteria visible this reduces wasted time 

on the behalf of the applicant or the recruiter.   

 

TRACK RECORD 

 

Please see attached for our track record. 
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3. Demonstrate how you plan to address challenging timescales without compromising 

the quality of the end result. 

 

We are used to working within challenging timescales and the majority of the campaigns we 

work on have set timelines that can often be a challenge at the offset. With the timeline set out 

in the MoJ specification we understand that there is an 8 week timeframe from award to 

shortlisting. We would ensure that our SLAs and project plans mirror this. 

 

To ensure quality we have dedicated resource to the MoJ team who would be engaging with 

Commercial specialist’s right from the day of the award to ensure we engage quality 

applications. We have outlined our processes to ensure that candidates have a seamless 

journey through the recruitment campaign meaning that no aspect of the campaign allows for 

any part to be rushed. Weekly conference calls with the MoJ will keep the MoJ up to date on 

application numbers.  

 

NATIONAL AUDIT OFFICE CASE STUDY:  

In May 2014, Hays were appointed to run a recruitment and direct sourcing campaign to recruit 

15 Audit Principals. One of the key challenges was the timescales with the campaign running 

throughtout the summer period. In addition to the challenging timescales, the external audit is 

an acute market and the NAO were competing against public practices who were offering a 

higher salary.  

 

We designed a comprehensive candidate attraction and souring strategy to overcome the 

highlighted challenges. The campaign included:  

 A recruitment microsite which was live within 5 working days  

 Job board advertising strategy throughout the summer 

 Direct sourcing strategy targeting individuals from Public Practice and promoted the career 

progression and benefits. In addition to the UK direct souring strategy we also targeted 

individuals in Australia and New Zealand.  

 

In total we generated in excess of 150 candidates which resulted in 15 successful appointments 

within the agreed timescales. 
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4. How would you handle prospective candidates, and those awaiting the results of sifts 

and interviews? 

 

We publish timelines on all adverts and the Recruitment Microsite so that candidates will know 

exactly when they should expect to hear from us at all stages of the process. Contact details 

would be published and candidates will have one point of contact through the process.  

 

All prospective candidates will be guided through to one of our procurement experts who will 

advise them of the process of application as well as explaining the key requirements of the role. 

As soon as a candidate commences an application we will see them on our system so we will 

also monitor the applications to ensure that we make contact with anyone who doesn’t complete 

an application.  If a candidate commences and application but does not wish to complete it we 

will investigate the reason why. 

 

All candidates will have a clear timeframe of when to expect results from any stage of the 

process. All candidates will receive regular email notifications at all stage of the process as well 

as phone calls when required to explain processes  

 

LONDON ZOO CASE STUDY: 

Hays Procurement recently worked with ZSL London Zoo to recruit the Head of Procurement. 

Due to the nature of the organisation we received in excess of 100 phone calls from perspective 

candidates and nearly 150 applications.  At the start of the recruitment campaign with ZSL 

London Zoo Hays had set out a recruitment timeline, project plan and clear SLAs which 

included response times to candidates. We had a dedicated procurement expert account 

management team who were handling the response and their contact details were clearly 

published for all perspective candidates to contact. 

 

Although the response was much greater than anticipated Hays ensured that we still 

accomplished all of the response times we set out at the start of the recruitment campaign. All 

applicants were contacted and received feedback and updates and a successful shortlist was 

compiled and an appointment was made. All candidates that were not successful were given a 

full de brief and constructive feedback. 
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5. How do you propose to manage your portfolio of executive search and selection 

campaigns for commercial staff to ensure delivery to time with a strong field of 

candidates for the MoJ? 

 

As a FTSE 250 company we have the benefit of having over 800 staff based in London which 

means that we can dedicate resource to solely work on the MoJs recruitment campaign for the 

duration of the project which will mean we will not have to compromise on time or quality.  We 

would expect the MoJ to be working with Hays exclusively on these vacancies and we would 

mirror that approach with our dedicated account team working exclusively on the MoJ 

campaign. 

 

Hays are in the unique position to be able to meet all the objectives for this contract, delivered 

by a dedicated team. We have the in-house expertise and resources that come with being a 

global plc, while still delivering a truly bespoke service, tailored to MoJ’s unique requirements.  

We have a demonstrable track record of providing a combination of temporary and permanent 

recruitment services, advertising and onboarding, successfully under one contract, to a number 

of clients including the House of Commons and the Child Support Agency  

 

Recruitment is at the heart of everything we do at Hays. From single placements to campaign 

volume recruitment, we power the world of work. 

 

HOUSE OF COMMONS CASE STUDY: 

The House of Commons sought a partner with whom they could outsource all of their 

recruitment advertising and response handling, whilst retaining the final sifting and short-listing 

in-house. This solution would not only effectively minimise workload pressures on its in-house 

HR function, but also simultaneously maximise best-value for-money from the outsourced 

contract: 

 Hays resourced a dedicated team to solely work on this project 

 Hays developed a bespoke online solution for the House of Commons, which was 

implemented within eight weeks.  

 The solution was based on two unique recruitment websites built by Hays for the client. 

 A fully functional and bespoke online application process was implemented. 

 

Result 

Hays have successfully planned and managed over 600 outsourced advertising and response 

handling campaigns on behalf of the House of Commons and Parliamentary ICT.  

 In excess of 119,000 online applications processed – applications up 167% since start date 

due to wider reaching and more appealing advertising campaigns  

 c.39,600 completed applications forwarded for short-listing and selection  

 Conversion rates rocketed from 32% to over 75% since implementing a more efficient online 

application process  

 Cost per campaign has reduced by over 25% through migration from press to online and 

more effective placement of advertising. 
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6. Demonstrate how you would provide clear project plans with key milestones for 

delivery, making reference to examples utilised on similar recent projects. 

 

Hays have breadth and depth of experience in implementing large projects. We use tried and 

tested delivery models that incorporate formal techniques for planning and risk minimisation. 

Our standard framework plans are modular for each service offering and can be customised 

according to individual clients’ requirements.  

 

Specific deliverables are agreed at the outset of the project, broken down into key tasks through 

needs and gap analysis, and then assigned the appropriate resources. It is crucial to involve 

additional resource from the account management team to ensure that deliverables are 

managed effectively during the implementation period. 

 

Upon commencement of each project, we would recommend having an initial briefing meeting 

to establish a clear project plan and key milestones for delivery.  

 

An example of a project plan on behalf of Department of Energy and Climate change for 85 

Grade 7 and HEO roles is attached and we would create and tailor our project plan with the MoJ 

at the briefing meeting. 
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7. Provide a clear statement of expectations/requirements for input from the Client. 

 

Briefing Meeting 

 

Upon award we would expect a full briefing meeting to set out clear expectations for the 

recruitment campaign. During this meeting we would expect further clarification on the roles and 

this would allow us a time to discuss the person spec for each role in much more detail. At the 

initial briefing meeting we would look to have commitment on a further meeting to shortlist and 

confirmation on interview dates for the position to enable us to manage candidate expectations 

right from the start. We would also set out a communicate schedule between the MoJ and Hays 

although this can be flexed up or down as required. 

 

Content / Advertising approval 

 

Following the briefing meeting we would book our studio to create a digital microsite 

immediately to work within the timelines set out in the MoJ specification. We will require MoJ 

sign off before this can go to the external marketplace.  

 

Weekly conference call 

 

We will require a weekly conference call with the MoJ to discuss the applications, progress and 

to clarify any questions that may have arrived. The benefit of the weekly conference call is to 

mitigate any risk or issues which may arise through the duration of the campaign. An example 

of this is our recent IPSA campaign whereby we held weekly conference calls with the HRD and 

a Recruitment Advisor providing them with key statistics such as number of applications 

generated and candidates pre-screened. From this weekly call it was identified early on in the 

process that one of the job titles was not generating sufficient interest so therefore we consulted 

with IPSA to revise the job title which resulted in a higher response rate. 

 

Shortlist meeting 

 

At the shortlist meeting we would expect representatives from the MoJs decision making panel 

as well as the Hays MoJ account management team. The shortlist meeting is a key part of the 

process and we would always request that this is done in person to enable Hays Procurement 

to present the shortlist of candidates and the detail behind why each one is relevant for the role. 

Our experience shows that booking a shortlist meeting leads to a much more time effective 

shortlisting process as it allows us to stick to the recruitment timetable efficiently. 

 

Interviews 

 

We will liaise with the MoJ to arrange the shortlisted candidate’s interviews and will require a full 

briefing on the interview requirements to enable us to relay this to the shortlist. It is imperative 

that Hays Procurement receive a full briefing on the interview process to enable us to fully 

prepare the candidates to ensure that the interview days are as successful as possible for the 

MoJ.   

 

Feedback 

 

Following the interviews we will require MoJ feedback on all the applicants to enable us to 

provide detailed feedback as set out in our pre agreed SLAs. It is imperative that we receive 

feedback to enable us to assist the candidates that are not successful as part of our duty of 

care. This is a vital part of the process to maintain the positive employer of choice brand for the 

MoJ  

 

Offer 

 

Hays Procurement would handle the offer management process with all of the successful 

applicants. At this stage we would request clear lines of communication with the MoJ to enable 
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to us to gain quick answers to any queries successful applicants may have as offer 

management is a critical part of recruitment process  

 

Pre start / Aftercare 

 

Hays Procurement has a robust process of aftercare both before and once the applicants have 

started within the roles at the MoJ this is a two way process and involved contact with both the 

applicants and the MoJ to ensure both parties are happy and to mitigate any issues that may 

occur 

 

Campaign De brief 

 

Upon successful completion of the campaign we would require a follow up meeting with the MoJ 

to review the campaign and discuss any lessons learnt for both parties.    

 

Hays prides itself on Customer service which we constantly review so if any concerns appeared 

during the duration of the campaign the MoJ have clear lines of communication to the Hays 

Procurement MoJ account management team to enable these to be addressed.  
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1. Please complete the attached pricing schedule as a minimum.  

 

Should you have any additional pricing mechanisms, please included these as an 

attachment uploaded with your response. 

 

We believe that we can offer the MoJ a quality service at a competitive price without 

compromising on quality and we would propose the below costing model. 

 

Recruitment Microsite  £3,500 upon commencement of the recruitment campaign 

 

Advertising – Priced on the cost of advertising each unique role. £1,500 per unique advert (e.g. 

1 job, same location and salary or 5 jobs, same job title, location and salary)  

 

Placement fee for the band B vacancies  £5,000 payable upon successful start date of each 

candidate 

 

Placement fee for the band A vacancies   £6,000 payable upon successful start date of each 

candidate 

 

*The above advertising costs are indicative only and would depend on the choice of job boards 

that MoJ and Hays agree to use – all discounts are passed directly to our clients. 


