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1 About Authority to Recruit

Both the employee (who has managerial responsibilities) andmanager have the
ability to request to recruit a member of staff withinSelf-Service for an existing
post or a new post.

The employee can request to recruit a member of staff for an existing post or
new post and themanager has the ability to approve or reject theAuthority to
Recruit request.

This document describes the process of how employees (with managerial
responsibilities) can request authority to recruit.

IMPORTANT! This module is configurable for your requirements. For
instance, theApproval functionality within the application can be turned on or
off. For more information as to how you can configure yourAuthority to
Recruitmodule, contact theCintra Support team.

This chapter describes the following:

EmployeeOverview 2

Existing Posts 3

New Posts 5



Employee Overview

As an employee (with managerial responsibilities), you can perform the following:

Filter yourRecruitment Requests by date range.

Filter yourRecruitment Requests by Status. eg Approved, Rejected, Submitted etc.
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Existing Posts

WithinAuthority to Recruit you can perform the following:

Create aRecruitment Request for an existing post by clicking theAdd Request
button.

Select the desiredPost for recruitment.

Enter a reason for the recruitment.

Enter theContract details.

Set theAdvertising details.

Submit the request.

Resubmit the request.

This information allows yourHR administrator to create the necessary job and post data in
Cintra iQ and place the new post in your company's Organisation chart.
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Section Name Description

Select Post for
Recruitment

This section displays the position(s) reflected within your company's
Organisation chart that need to be filled.
Select the desired position to request to be filled.

Reason for recruit-
ment

Please describe the
business case for
this recruitment.

Enter the justification for the request for the new position to be cre-
ated and filled.

Budget for position
approved.

SelectYes/No to answer if the budget for the newly created pos-
ition is agreed by theBudget Holder.

Contract details SalaryMin Enter the lower limit of the salary range.

SalaryMax Enter the upper limit of the salary range.

Contract Type Select whether the position isPermanent, Temporary or Con-
tract.

Contract Start Enter the potential start date of contract.

Contract End Enter the date the contract finishes if the contract is fixed term.
Note: If the position is not fixed term, leave the field empty.

Full Time/Part Time Select whether the work is full time or part time.

Number of full time
equivalents

Enter the FTE ratio if position is part time.

Hours per week Enter the number of hoursworked per week.

Weeksper year Enter the numbe rof weeksworked per year.

Advertising details Advertised internally Select whether the position wasadvertised within your company
only.

Advertised extern-
ally

Select whether the position wasadvertised ouside your company.
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New Posts

WithinAuthority to Recruit you can perform the following:

Create aRecruitment Request for a new post by clicking theAdd Request button.

Enter theDetails of the new position.

Enter a reason for the recruitment.

EnterContract details.

Set theAdvertising details.

Submit the request.

Resubmit the request.

This information allows yourHR administrator to create the necessary job and post data in
Cintra iQ and place the new post in your company's Organisation chart.
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ection Name Description

New Position
details

Job Title The title of the job for which the recruitment needs to take place.

Description of Role Description of what the position

Organisation Unit This section displys the levels eithin the org unit where you can add a
position.

Does this position have
management respons-
ibility?

Select Yesor No.

If yeswhowill report
into this role?

Describe the teamwhowill report to the position.

Reason for
recruitment

Please describe the
business case for this
recruitment.

Enter the justification fo the request for the new position to be created
and filled.

Budget for position
approved.

Select Yes/No to answer if the budget for the newly created position is
agreed by the Budget Holder.

Contract
details

SalaryMin Enter the lower limit of the salary range.

SalaryMax Enter the upper limit of the salary range.

Contract Type Select whether the contract isPermanent, Temporary or Fixed Term.

Contract Start Enter the date in which the contract begins,.

Contract End Enter the date the contract finishes if the contract is fixed term. Note: If
the position is not fixed term, leave the field empty.

Full Time/Part Time Select whether the work is full time or part time.

Number of full time equi-
valents

Enter the FTE ratio if the position is part time.

Hours per week Enter the number of hoursworked per week.

Weeksper year Enter the numbe rof weeksworked per year.

Advertising
details

Advertised internally Select whether the position wasadvertised within your companyonly.

Advertised externally Select whether the position wasadvertised ouside your company.
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Unless stated otherwise, it is understood that both themanager and the
employee (who has managerial responsibilities) perform the same functions in
requesting to recruit staff, as themanager is also an employee.

Note: Since it is only themanager(s) in the approval chain who can
approve the request, there is a separate FAQ section for managers only.
For more information, see theAuthority to Recruit Manager's guide.

This chapter explains the following:

General 8

Where do I start? 8

Employee 9

How do I create an authority to recruit request? 9

Who approves my authority to recruit requests if my manager has
been seconded to another department? 12

Who approves the authority to recruit request if several managers are
involved? 13



General

Where do I start?

Once you submit anAuthority to Recruit request, it must be reviewed and approved by one
or moremanager(s), based on your company's tiered approval structure.

Once the request is in the system, you can see its status on yourAuthority to Recruit page.
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Employee

How do I create an authority to recruit request?

1. Navigate to theAuthority to Recruit page inSelf-Service.

2. Click theAdd Request button. TheAdd Recruit Request form appears.

3. Navigate to either of the following.

Existing post

a. Expand the desired top level of theOrganisational Unit (eg Company,
Department etc.).

b. Drill down to the desired level. The post to be filled is identified.
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c. Click theSelect button of the desired position. TheSelected Post of the selected
Org Unit is displayed.

Note: Youmust select aPost as theminimum requirement for submitting the
Authority to Recruit request for approval. Filling in the rest of the form is
optional.

d. Complete the rest of the form, if necessary.

e. Click theSubmit button.

An email is sent to your manager stating that there is a request waiting for their
approval.

The record 's status is displayed as Submitted in yourAuthority to Recruit
page.

Note: You can resubmit a request by opening it in theAuthority to Recruit
page and clicking theResubmit button, but you can not edit the request.
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New Post

a. Enter a Job Title.

b. Enter a description of theRole.

Note: Youmust enter the Job Title and theRole's description as theminimum
requirement for submitting theAuthority to Recruit request for approval.
Filling in the rest of the form is optional.

c. Select the desiredOrganisation Unit to which to attach the new position.

d. Continue to fill in the rest of the form, where applicable.

e. Click theSubmit button.

An email is sent to your manager stating that there is a request waiting for their
approval.

The record 's status is displayed as Submitted in yourAuthority to Recruit
page.

Note: You can resubmit a request by opening it in theAuthority to Recruit
page and clicking theResubmit button, but you can not edit the request.
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Who approves my authority to recruit requests if my manager has been
seconded to another department?

The person who is set up throughDeputies inSelf-Service becomes the person, for a
designated time, to take over fromyour manager in approvingAuthority to Recruit requests.
For more information, contact yourCintra Self Service Implementation provider.
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Who approves the authority to recruit request if several managers are
involved?

The system is configurable so that all managers or onemanager can approve a request.

Note: If all managers need to approve the request, the request’s status is set to
Approval Pending until the final approval is made. For more information, contact your
Cintra Self- Service Implementation provider.
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