Process for Approving/Advertising Posts SEFS

Advise and
support from
SEFS Finance/
HR Managers

Following discussion with the Head of School
and the Head of College or a post agreed in the
School Staffing Plan - Signed PF and a UMT
Post Review emailed to

SEFS College Office
PF Logged and Assigned a Tracking Number

College Management
meeting held every two
weeks PF signed by Head
of College, Finance Analyst
and HR Manager or held
for further review with
HOS.

Posts not approved

needing further review
with HOS/College

Post Managed through
adverting and
appointment by HR
Administrator

Post Submitted to UMT
Subgroup as per dates -
School informed of
Outcome

School prepares Advert,
CIP, and Suggested
board members —

( Approved by HOC)-
sends to SEFS HR
Manager

Post documentation
reviewed By RB and
added to advertising
schedule in Central HR
by COD and assigned a
HR Administrator

Status update
to schools
from HR
Manager




Key HR Contacts

Ruth Buckley - HR Coordinator — UMT Post Submissions, CIP/Advert Preparation, Interview
boards, templates

Carol O'Dwyer - HR Coordinator - Recruitment, Admin Probations, Contracts, Work Permits
Laura McSweeney - HR Coordinator - Research Recruitment & Contracts, Hosting Agreements

Kathy O’Connell -Leave Advisor - Annual Leave, Maternity Leave, Sick Leave, Career Break,
Force Majeure, Additional Leave



Deadlines for Receipt of PF and UMT support Documents for 2021

Submission Date to SEFS Review by SEFS

13t January 2021 18t January 2021
27t January 2021 15t February 2021
10t February 2021 15t February 2021

24t February 15t March 2021
15t March 2021

29t March 2021

4th March 2021

2
3@ November 2021 8th November 2021

Submissionto HR

20t January 2021
3" February 2021
17th February 2021
34 March 2021

16t March 2021

315t March 2021

14t April 2021

28t April 2021

12 May 2021

26t May 2021

9th June 2021

23" June 2021

7t July 2021

22°t July 2021

4™ August 2021
18t August 2021

15t September 2021
15t September 2021
29t September 2021
13t October 2021
27t October 2021
10t November 2021
24t November 2021

8th December 2021

Deadlines for Receipt of T support Documents for 2021

Review by Sub-group

27t January 2021
10th February 2021
24 February 2021
10th March 2021
24t March 2021

7t April 2021

21° April 2021

5th May 2021

19t May 2021

2" June 2021

16t June 2021

30t June 2021

14t July 2021

28t July 2021

11th August 2021
25t August 2021
8th September 2021
22" September 2021
6t" October 2021
20t October 2021
34 November 2021
17t November 2021
15t December 2021

15t December 2021



