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Rapid recruitment checklist (international staff) 

The CI emergency HR coordinator and the Lead Member HR unit help the CO manage international recruitment, following Protocol D3. 

· Decide what staff you need. 

· CO senior management team decides on staffing needs and structures suitable for the response. 

· Promote gender balance in the team. 3.32 p. 122 

· Tell the Lead Member HR unit and CI emergency HR coordinator what staff you need. Do this as soon as you can. 3.32 p. 122 

· Get authorization for recruitment from the Country Director or delegate. 

· Send the CI emergency HR coordinator and CO finance manager an emergency personnel requisition form for every vacancy. 

· Provide terms of reference for each position to Lead Member and CI HR. 

· Screen and approve applications. 

· The Lead Member HR unit and CI emergency HR coordinator first screen CVs to reduce the number the CO has to review. 

· If the CO wants to interview candidates, it coordinates with the CI HR coordinator. 

· The CO confirms final selection and any particular contract terms before the contracting CI Member makes a job offer. 

· Send newly appointed staff a letter of invitation, briefing material about the country and anything else to help them prepare. 

· Arrange accommodation, office space, equipment, visas and travel permissions, per diem, phone, ID card, airport pick-up etc. 

· Make sure all new staff get suitable orientation. 4.18 p. 211 
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