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Select appropriate workflow  

Choose funding approvers and HR Advisor 

1 

Interviews and relaying  

interview outcomes to candidates 

Schedule interviews and 

request references 

Shortlisting 

Funding approved Funding rejected 3a 3b 

HR rejected HR approved 4a 4b 

Vacancy published 5 

Complete vacancy approval form with role and budget details 

Include JD, PS, advert and any additional documents 

Include panel members 

2 

6 

7 

8 
Continue to second page 

3 

4 

LSE Fellow / Course Tutor Recruitment Journey       Part 1 

Log into the e-Recruitment System.  

N.B If Course Tutor role, VCAC approval 

will be required before proceeding.  

Key 

Notes 

HR 

Finance or Research 

Panel Members 

Recruiting or Vacancy Manager 

http://www.lse.ac.uk/intranet/staff/humanResources/joiningLSE/recruitingContracting/onlineRecruitmentSystem/New-System-Quick-Reference-guides/1%20Creating%20a%20Vacancy%20FINAL.pdf
https://www.lse.ac.uk/intranet/LSEServices/financeDivision/internal/staff/FP&A/Budgets-and-financial-planning.aspx
http://www.lse.ac.uk/intranet/staff/humanResources/Whos%20Who/home.aspx
http://www.lse.ac.uk/intranet/staff/humanResources/joiningLSE/recruitingContracting/onlineRecruitmentSystem/New-System-Quick-Reference-guides/8%20After%20the%20Interview%20FINAL.pdf
http://www.lse.ac.uk/intranet/staff/humanResources/joiningLSE/recruitingContracting/onlineRecruitmentSystem/New-System-Quick-Reference-guides/8%20After%20the%20Interview%20FINAL.pdf
http://www.lse.ac.uk/intranet/staff/humanResources/joiningLSE/recruitingContracting/onlineRecruitmentSystem/New-System-Quick-Reference-guides/5%20Interviews%20FINAL.pdf
http://www.lse.ac.uk/intranet/staff/humanResources/joiningLSE/recruitingContracting/onlineRecruitmentSystem/New-System-Quick-Reference-guides/6-Requesting-References-FINAL.pdf
http://www.lse.ac.uk/intranet/staff/humanResources/joiningLSE/recruitingContracting/onlineRecruitmentSystem/New-System-Quick-Reference-guides/4%20Shortlisting%20FINAL.pdf
http://www.lse.ac.uk/intranet/staff/humanResources/joiningLSE/recruitingContracting/onlineRecruitmentSystem/PDFs%20for%20first%20page/1.-Job-Description-template.doc
http://www.lse.ac.uk/intranet/staff/humanResources/joiningLSE/recruitingContracting/onlineRecruitmentSystem/PDFs%20for%20first%20page/2.-Person-Specification-template.doc
http://www.lse.ac.uk/intranet/staff/humanResources/joiningLSE/recruitingContracting/onlineRecruitmentSystem/PDFs%20for%20first%20page/3.-Advert-template.doc
https://jobs.lse.ac.uk/secure/ShibAuth.aspx
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Notifying Interview Outcomes 

HR approved HR rejected 10a 10b 

2nd Fund Check Workflow 

Make verbal offer to candidate  

Complete offer checklist 

9 

Funding rejected Funding approved 11a 11b 

Appointment letter issued 12 

Candidate accepts offer and  

completes on-boarding form 
13 

New starter’s 1st day 

Visit HR for ETW check 

Induction process 

14 

10 

11 

LSE Fellow / Course Tutor Recruitment Journey       Part 2 

Log into the e-Recruitment System.  

Candidate 

HR 

Finance or Research 

Panel Members 

Recruiting or Vacancy Manager 

Key 

http://www.lse.ac.uk/intranet/staff/humanResources/joiningLSE/recruitingContracting/onlineRecruitmentSystem/New-System-Quick-Reference-guides/9-Offers-FINAL.pdf
http://www.lse.ac.uk/intranet/staff/humanResources/joiningLSE/recruitingContracting/onlineRecruitmentSystem/New-System-Quick-Reference-guides/9-Offers-FINAL.pdf
http://www.lse.ac.uk/intranet/staff/humanResources/joiningLSE/recruitingContracting/onlineRecruitmentSystem/New-System-Quick-Reference-guides/9-Offers-FINAL.pdf
http://www.lse.ac.uk/intranet/staff/humanResources/joiningLSE/prospectiveStaff/VisasJune13.aspx
http://www.lse.ac.uk/intranet/staff/humanResources/joiningLSE/newArrivals/staffInduction/home.aspx
https://jobs.lse.ac.uk/secure/ShibAuth.aspx

