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Start
Approval to 

recruit

1.
Vacant Position 
Job Description 

(Annex 02)
5.

Convene 
Recruitment Panel

Yes

End

4.
Submit applications 

(Annex 04)

6.
Shortlist Applications 

(Annex 06) 

3.
Post Vacancy to OPSC 

Website
(Annex 03)

11.
Candidate Accepts 

offer

8.
Interview Successful 

Candidates

2.
Advertise  
(14 days)

(Annex 03)

Prepare

Conflict of Interest Form 
(Annex 05)
Shortlist Matrix (Annex 06)
Interview Questions 
(Annex 08)
Interview Matrix (Annex 
08a)
Reference Check Form 
(Annex 09)

Receive applicatons

Yes

Yes

No

End

9.
Candidate sent 

unsuccessful notice 
(Annex 07)

End

Post on OPSC Vacancy Portal

Yes

7.
Applicant sent 

Unsuccessful Notice 
(Annex 07) 

Yes

No

10.
Reference Check

Preferred Candidate
Yes

Approval to 
appointYes

Recruitment Panel 
Recommendation Report 
(Annex 10)

Offer Letter (Annex 12)
Individual Employment 
Agreement (Annex 11)

Yes

Offer

No

12.
Unsuccessful 
Recruitment

Option 1.
 Re-Advertise

Option 2. 
Directly approach an 
individual and follow 

steps 8-11

Process Notice of 
Appointment

Register Employee 
in HRMIS

Send to Payroll 

Yes

No
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