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Timetable and activity plan
Position:                                  Department:
                 
Completed by: 
It takes time to prepare a good timetable, but it is worth the effort as it ensures a good, streamlined process. The timetable can serve as your consistent planning chart. 
	
	Time/
Deadline
	Responsible

	1. Preparation
	
	

	Prepare the timetable
	
	

	Take into account who is to participate in the recruitment process and set up a recruitment committee 
	
	

	Prepare the job and personal profile, including pay level 
	
	

	Book the recruitment committee and rooms for interviews and a meeting to select applicants to invite to interviews
	
	

	2. Advertising

	
	

	Choose advertising channel
	
	

	Prepare the job advertisement on the basis of the job and personal profiles
	
	

	Publication date for the job advertisement
	
	

	Application deadline
	
	

	3. Selection and assessment/professional statement 
	
	

	Ongoing screening of CVs
	
	

	Read applications 
	
	

	For scientific positions, set up assessment committee/appoint an expert
	
	

	Select candidates for first round of interviews
	
	

	Send rejection letters to candidates who are not qualified for the position 
	
	


	
	Time/Deadline
	Responsible

	Meeting about the interview process—how to structure the interview and who is to say what. See the interview guide for details.  
	
	

	Invite applicants to first interview
	
	

	Hold first round of interviews
	
	

	Select candidates for a second round of interviews, if relevant
	
	

	Design of assessment task to use during 2 interview, if relevant 
	
	

	If appropriate, invite 1–3 candidates to take tests
	
	

	Hold second round of interviews, if relevant (+ feedback on tests)
	
	

	Select candidate  
	
	

	Pay proposal to candidate from HR Administration
	
	

	Check references
	
	

	Notification to candidate selected, including pay proposal
	
	

	Rejection—by phone—to applicants who were invited to interviews
	
	

	Standard rejection letter to other applicants
	
	

	Review of the recruitment process
	
	

	4. Appointment
	
	

	Ask HR Administration to prepare a letter of employment  
	
	

	Prepare introduction plan 
	
	

	Employment date
	
	

	Follow-up interview one month before expiry of trial period
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