Service Level Expectations Template

	Recruitment Phase
	Company commitments
	Supplier commitments


	Initiation
	To obtain all necessary approvals ensuring the process can progress without unnecessary interruption

To provide a full brief to the supplier, ideally a call or meeting with the hiring manager, provision of a JD, salary guide and all additional relevant information
	Provide up to date contact information of relevant consultants who would deliver to XXXXX

To make themselves available to receive a comprehensive brief

To provide proactive relevant market insight to support the hiring plans


	Sourcing
	To respond in a timely fashion to queries from the supplier during the candidate sourcing phase (ideally within 48 hours)
	To proactively identify interesting, relevant talent from diverse talent pools

To champion the XXXXX employer proposition to relevant prospective talent 


	Selection
	To provide the supplier with the necessary link to the vacancy on the careers site and coversheet template to permit CV submittal

To provide clear expectations on timescales

To provide feedback on supplier CV’ in a timely fashion (ideally within 1 week of closing date/or shortlist presentation)  
	To conduct face to face meetings (unless otherwise indicated) to fully assess the candidates for technical and organisational fit

To produce carefully judged, diverse shortlists, ideally up to 4 CV’s per role (unless otherwise agreed); target of 2:1 CV to interview ratio

To provide a personalised commentary for our consideration (i.e. not simply copying candidates’ own profile information) to highlight why the candidate is shortlisted

To submit CV’s via the appropriate channels (e.g. ATS)


	Assessment
	To provide timely, detailed candidate feedback within 1 week of the interviews/or from the last interview in sequence
	To prepare candidates well for the assessment process

To provide candidate timely feedback after receipt from XXXXXX

	Offer Management
	To provide clear expectations on offer outline and process contracts in a timely fashion
	To provide XXXXXX full details of current package and salary expectations 

To manage expectations, notably around base salary/London allowance

To maintain contact with the candidate pre-joining to ensure all set


	Post assignment
	To provide feedback on performance from hiring manager and the recruitment team – to explore any lessons learned

	To provide relevant insight into market conditions and the overall recruitment process

	General Communication
	To conduct annual supplier reviews

To facilitate relevant meetings with Hiring Managers in key business areas where mutually beneficial

To proactively inform suppliers of relevant organisational changes 
	To coordinate all communications during an assignment via the Recruitment team

Not to contact hiring managers directly to discuss vacancies, unless invited to do so. If contacted by the hiring manager, to keep the recruitment team informed of any proposed activity



