
 

 

Job description & Recruitment process 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Create/update JD  
Get advice from HR.  

New roles to Reward panel if 
cannot be batched 

No 

Yes 
TSS 

Temporary Staffing Service 

No 

Job Description  
Do you have one ready? 

Temporary staff  
needed only? 

Approval to recruit 
On MyERP, complete a Staff Request Form and 

send to budget holder for signing, then to HR. New 
roles need SMT sign off prior to completion 

Advertise  
Write advert, send to HR. internal & external 

recruitment, E-recruit, URP 
 

 

 

 Shortlist, Interview & Offer 
Skype, telephone, diverse shortlist and diverse 

panel, offer first point grade 
 

 

 

 

Yes 

Useful links  

myERP 

How to write a JD 

Staffing request form 

Resourcing guide 

TSS 

Redeployment 

KnowHow resources on 

recruitment and selection 

 

https://myerp.bris.ac.uk/agresso/
https://www.bristol.ac.uk/hr/grading/professional-services-staff/jd-guidance.html
http://www.bristol.ac.uk/hr/forms/
http://www.bristol.ac.uk/hr/resourcing/practicalguidance/
http://www.bristol.ac.uk/temporary-staffing/
http://www.bristol.ac.uk/hr/resourcing/additionalguidance/redeployment/
https://app.goodpractice.net/#/university-of-bristol/s/cd9c6242

