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Offer:
System generates appropriate offer documents to onboarding portal

Workflows to appropriate people to approve /check documents

Offer documents approved online

Generates email to successful candidate to direct to onboarding

Regret:
Manager confirms online that all regrets contacted
Interview packs online

Scores entered online / notes stored online

System reports overall scores, outcomes (rank order)

Workflows to relevant people to check/approve outcomes


Automated notifications/workflows to appropriate people, 

Job evaluated

Online authorisations

Online planning and authority form




Information transferred to ATS, and advert from planning form

Job Advertised online in a range of forums / boards

Diversity & Inclusion
ATS accessed by manager/ admin

Workflows to check / authorise shortlist

Auto emails to applicants

Applicants choose interview slots online


Candidate accesses onboarding portal and completes webforms online:
:
· Offer letter
· Contract
· DBS
· References
· Medical Check
· Pension forms
· Personal details
· Bank details
· P45/P46
· Uniform /PPE
· Upload photo

Auto transfer of all information to 

HR/ Payroll system 

Documotive
System confirms all on recruitment checklist is complete, 

Auto emails to relevant people

Manager agrees start date, updates system

System generates confirmation to new starter

System generates confirmation start date to relevant people







														Individual processes for above, with workflows, automated emails, checks, authorisations
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Job / Vacancy Identification & Authorisation


Vacancy publication / Application


Shortlisting


Interviewing / Assessment


Regret / Offer


Onboarding Portal


Final confirmation


Transfer of electronic data to other system
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