	Description
	Date
	Action Person

	Advertisement placed in various print and/or online media

	
	

	Invite/Contact members to join Appointment Committee/Interview Panel and determine shortlisting & interview dates


	
	

	Applications close
	
	

	Applications are acknowledged
	
	

	Applications are circulated to Appointment Committee/Interview Panel


	
	

	Shortlisting Meeting to take place
	
	

	Interviews held
	
	

	Referee Checks (by phone)
	
	

	Contract negotiation and Offer
	
	

	Unsuccessful candidates advised
	
	


Advertising Timeline/Process Checklist – to be completed before application closing date.
