
Apprenticeship vacancy post authorisation to advert and employment 

Procedure to follow once post had been authorised through appropriate channel 

 

 

 

RM sends JD & PS to Recruitment 

Administrator including closing 

date and interview arrangements 

for applicants 

TP advertises vacancy on 

Apprenticeship website and 

assesses potential candidates 

RM agrees/shortlists candidates 

for interview, notifies RA and TP  

3 / 4 Week 

Turn Around 

RA/RM issues fixed term 

contract with end date 

diarised for action to 

permanent role 

TP provides list of potential 

candidates and CVs for interview 

to RA/RM 

RM interviews candidates and 

gives feedback to TP /RA/ 

successful and unsuccessful 

candidates 

RA sends JD, PS, interview details 

and/or advert template to TP

 

TP invites candidates for interview 

and liaises with RM/RA to confirm 

attendance 

RA completes pre-employment 

checks 

2 Day Turn 

Around 

Apprentice completes a local 

and organisational induction 

Tutor will meet with 

Apprentice monthly with 12 

weekly reviews which the 

manager can be involved in to 

agree development plans and 

progress 

RM to manage Apprentice 

performance in line with 

probationary process and set 

objectives to ensure the 

Apprentice meets required 

standard for substantive post 

RM – Recruiting Manager 

RA – Recruitment Administrator 

TP – Training Provider 

JD – Job Description 

PS- Person Specification 

 


