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EMPLOYEE RECRUITMENT APPROVAL FORM
	To be filled by HoD, Requesting Unit

	Date:  
	New or Existing Position:   

	Proposed Resumption Date:
	Can Position be filled within (YES/NO):

	Department Requiring New Staff/Reporting Line:             


	Job Title/Level Required:

	Summary of Job Description/Requirements:



	Justification for Filling the Vacancy:



	Signature & Date:


	To be filled by Head, HR &Admin

	Proposed Total Salary Package for Position: 



	Other Benefits:

	Confirm Levels of Interview Required (Tick as appropriate)  
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	Comments/Approval (COO):

	Name/Signature:                                                                                                         Date:


	Human Resources Department – Official Use
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	Action
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