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STEP 1 

HRM/HoD complete RS Form 1 

(Job Analysis Questionnaire) 

and RS Form 2 (Job 

Description) and forward to HR 

to start recruitment process. 

STEP 2 

HR starts filling up RS Form 3 

(Checklist) and RS Form 4 

(Approval to fill vacant post). HR 

opens a Recruitment folder/file. 

STEP 3 

PS reviews 

completed RS forms 

(1, 2 & 4) and 

approves/signs RS 

Form 4. 

STEP 4 

HR places the 

advertisement 

(RS Form 5) 

STEP 5 

Applicant completes RS 

Form 6 (Application Cover 

Sheet) and submits to 

Ministry with relevant 

documents. 

STEP 6 

HR registers all 

applications in RS 

Form 7 (Applicant 

Register) 

STEP 7 

HR organises Interview Panel to 

Shortlist (RS Form 8 – Shortlist 

Register) and prepares interview 

questions (RS Form 9 - Individual 

Assessment Form) 

STEP 8 

Interviews are conducted 

and panel assess/score 

each applicant (RS Form 9 

– Individual Assessment 

Form) 

STEP 9 

Panel Chair completes RS 

Form 10 (Selection Report 

Form) and HR conducts 

reference check on 

recommended applicant/s. 

STEP 10 

Ministry HR compiles 

Appointment Submission 

(RS Form 11 – Submission 

Coversheet on top) and 

HRM conducts final 

compliance check 

STEP 11 

PS reviews the final 

submission and 

approves/signs 

STEP 12 

Ministry HR sends 

submission and 

attachments directly to 

PSC for consideration 

and endorsement 


