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POSITION DETAILS

	POSITION TITLE:
	

	FUNCTIONAL UNIT:
	

	ORGANISATIONAL UNIT:
	

	CAMPUS:
	
	WAP CODE: 

	CLASSIFICATION:
	Academic
	General
	Other, please specify:
	

	CLASSIFICATION LEVEL:
	
	ACL (A-E), HEW (1-9), OTHER

	ADVERTISEMENT DATE:
	
	

	CLOSING DATE:
	
	


APPLICANTS
	NAME:
	

	
	ACHIEVED
	NOT ACHIEVED
	COMMENTS

	ESSENTIAL CRITERION #1
	
	
	

	ESSENTIAL CRITERION #2
	
	
	

	ESSENTIAL CRITERION #3
	
	
	

	ESSENTIAL CRITERION #4
	
	
	

	ESSENTIAL CRITERION #5
	
	
	

	ESSENTIAL CRITERION #6
	
	
	

	ESSENTIAL CRITERION #7
	
	
	

	DESIRABLE CRITERION #1
	
	
	

	DESIRABLE CRITERION #2
	
	
	

	INTERVIEW
	Yes
	No
	Reasons:


	NAME:
	

	
	ACHIEVED
	NOT ACHIEVED
	COMMENTS

	ESSENTIAL CRITERION #1
	
	
	

	ESSENTIAL CRITERION #2
	
	
	

	ESSENTIAL CRITERION #3
	
	
	

	ESSENTIAL CRITERION #4
	
	
	

	ESSENTIAL CRITERION #5
	
	
	

	ESSENTIAL CRITERION #6
	
	
	

	ESSENTIAL CRITERION #7
	
	
	

	DESIRABLE CRITERION #1
	
	
	

	DESIRABLE CRITERION #2
	
	
	

	INTERVIEW
	Yes
	No
	Reasons:


_______________________________________________

Chairperson’s signature & date

N.B The Chairperson should also complete the table below to confirm interview arrangements.

	Interview Date:
	

	Interview Location:
	

	Committee meets at:
	                       AM / PM

	Duration of interviews:
	

	Preferred Order of Interviewees (optional):
	

	I require a Morning Tea/ Lunch/ Afternoon Tea break scheduled at the following times (if applicable): 

*It is the responsibility of the Organisational Unit to arrange and pay for any catering required.
	

	Other Information: 
(e.g skills tests required, items that candidates are required to bring to the interview)
	

	Selection Committee membership is as originally stated on the Request to Appoint:
	YES / NO    *If NO, please detail new Selection Committee members below.


An Interview Schedule will be circulated to all Selection Committee members once all

 nominated candidates for interview have been contacted and confirmed.
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