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Purpose: 

Recruitment & Selection Policy 

This Policy provides the Group with the flexibilities to appoint high performing staff using 
a competitive process underpinned by the principles of merit, equity, and transparency. In 
doing so, the Group practices ethical, fair and impartial staff selection procedures, free 
from conflict of interest and characterized by confidentiality and respect for the privacy 
of an applicant's personal information. 

Scope: 
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This policy applies to continuing and fixed-term appointments of Admin Staff and workshop 
employees. This policy applies to all stages of the recruitment and selection process, 
including job posting, application, screening, interviewing, testing, reference checking, 
and final selection. The Recruitment and Selection provides a specific guideline on the 
current practice. 

Responsibility: 

Originate 

·Review

Approval 

Execution/ 

Implementation 

Policy Values: 

Merit based: 

Department Head 

Sr. Human Resource Operations Manager 

Chief Executive Officer 

HOD / Directors / Managers/ 

Supervisory staff and / Human Resources Dept. 

Appointment is based on merit assessed against the Job Description Selection Criteria. At 
the point of short-listing, the Selection Committee must be satisfied that applicants are 
capable of performing the inherent requirements of the position through a comparative 
assessment of each applicant against the selection criteria. 

Equity: 

All staff involved in the recruitment and selection process are expected to practice the 
principles of equal opportunity and anti-discrimination which is consistent with the 
essential characteristics of the Group's mission and concern for Human Rights and equity. 
Human Resources may nominate an observer if deemed necessary for any Group 
recruitment and selection process. 

Confidentiality: 

The confidentiality of the staff selection process must be maintained under all 
circumstances. Applications must be stored securely and details of applications, 
interviews or any other aspect of the selection process should not be discussed outside of 
the staff involved in the selection process. 

Breaches of confidentiality and their impact on the Group and individuals are regarded as serious 
matters. 
Application and personal information collected from applicants for advertised positions 
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