TABLE:  Roles and Responsibilities of CI Members in the Rapid Recruitment Process of International Staff (including internal appointments)

	
	Country Office


	Lead Member
	National Members
	CI Emergency HR Coordinator



	Summary of Roles and Responsibilities 


	Identify staff needs and formulate staffing structures suitable for the scale of the emergency response operation

Ensure effective communications with the Lead Member HR Unit and CI Emergency HR Coordinator on all staffing matters. Ensure National Members are kept informed of relevant HR matters
Final selection of staff remains with the Country Office


	Assist the CO in identifying staff needs and staffing structures if required

Take the lead in the rapid recruitment process for international staff if required by the Country Office (or as advised by the CI Emergency HR Coordinator)

Manage the mobilisation of current CARE staff  (international or national) in its employ, to the emergency operation where needed

Provide support to the CO HR manager in the development of HR policies, systems and procedures.

Ensure communications with CI Emergency HR Coordinator on all major HR developments relevant to the emergency operation
	Assist in identifying suitable emergency personnel when requested

Manage the mobilisation of current CARE staff  (international or national) in its employ, to the emergency operation where needed


	Identify emergency staff available through centralised  and regional HR resources. If none available, advise Lead Member to commence rapid recruitment process 

Monitor and facilitate coordination on recruitment and mobilization activities for international staff across the CI Membership 

Monitor implementation and effectiveness of  all HR processes related to  emergency personnel  
Ensure effective communications and administration between CO, lead members and national members as necessary



	*Terms of Reference (ToR)
	Adapt generic ToRs to suit the operating context..  Review draftToRs and edit if necessary prior to their circulation
	Assist in formulating ToRs if requested by the CO. Once ready, ensure circulation to internal and external networks as outlined below 
	
	Monitor timelines in formulating ToRs to minimise delays.  If deployed to the field,  may formulate and circulate ToRs as necessary

	
	*ToRs must be formulated for every vacancy which should include a description of program and specific requirements of the position

	Requisition Form
	Ensure requisition form is completed to confirm authorisation for recruitment.  Forward suigned form to the CO Finance Manager for budgeting purposes and to CI Emergency HR Coordinator
	Confirm HQ authorisation to proceed with recruitment of staff member if required 
	Confirm HQ authorisation to proceed with recruitment of staff member if required
	Monitor effective administration is maintained

	Vacancies Notice & Circulation List
	Where requested by the CO, the Lead Member should circulate the list of vacancies including ToRs for each vacant position, internally and externally, where necessary. Due to the urgency of an emergency response, a closing date might not be specified and suitable CVs are forwarded to the CO until the position is filled. A closing date would be extended when necessary.

	
	Internal networks include:
· CARE Emergency Group including CI Emergency HR Coordinator

· Key HR contacts for every National Member
· Emergency Response Working Group

· Crisis Coordination Group

· Regional Management Units

· All Country Directors in the CI Membership
· Former CARE Staff who may be deemed suitable

· National Member ERT (Emergency Response Team) database
	External networks include:

· Coordination Sudan and Expert Network (via CARE France)

· Careers Without Borders (via CARE France)

· Recruitment websites including ReliefWeb, Devzone, Alertnet 
· Inter Working Group Agency/ECB network
· Etc.

	Receipt & Initial Screening of Applications 
	Review shortlist of applications received through CI Emergency HR Coordinator or from Lead Member
	Provide initial screening of applications/CVS if required by the CO. Forward suitable CVs as they are received through the CI Emergency HR Coordinator
	Forward suitable CVs to specified person/unit  
	Forward suitable CVs/applications from CERT database or other known internal candidates to the Country Director for their consideration

	*Interview
	Leads interview process where needed

	Support the interview process as required by CO, in particular when contract will be issued by the Lead Member

	
	Monitor the application and effectiveness of the selection process by the CO. If deployed to the emergency response, may assist directly with the recruitment process

	
	Due to the urgency of emergencies, CARE reserves the right to fill selected emergency assignments by appointment. *If a current CARE staff member is selected, a technical interview may not be necessary; however feedback must be received from their most recent CARE line manager as to their suitability for the post. Contract duration should be limited to one month duration in the first instance.  A minimum of one satisfactory reference from the most recent direct supervisor or line manager is essential.  Further assurance on a candidate must be sought, from another source (i.e. taking more than one reference), if the reference raises any doubts about their suitability  

	Reference Checks
	Review reference checks received prior to making final selection
	Coordinate the reference checks procedures on behalf of the CO if required
	
	

	
	*In very urgent cases, a condition job offer can be made to a prospective candidate, pending receipt of ‘satisfactory reference(s)’ to avoid unnecessary delays. The contract duration should not exceed 1 month in the first instance, the contract can be extended further once references have been received.  However, it is preferable that references are obtained prior to the job offer and the commencement of employment 

	*Job Offers
	Notify Lead Member and CI Emergency HR Coordinator of preferred candidate once final selection is made but prior to extending offer

	Extend (conditional) job offer subject to advise received from the CO
Notify  unsuccessful candidates after selected candidate accepts offer  
	
	Advise CERT members or other known internal candidates submitted directly by the CI HR Coordinator of the outcome of their application

	
	
	Develop contract and provide to successful candidate and copy to CO.  When the selected candidate is a current CARE employee, s/he will be placed on a Temporary Duty Assignment (TDY) contract and the employee’s ongoing employment is temporarily suspended while on the emergency assignment. The ongoing employment resumes at the end of the assignment.   The TDY will be subject to the terms and conditions of the employing member subject to the full agreement between the requesting CO and Deploying Member.

Where the preferred candidate is external, the employment contract is organized by the Deploying Member, subject to the full agreement between the requesting CO and respective National member  
	

	
	Please refer to section ‘Pre-departure Planning’ for the next steps in managing the preparedness of a staff member to the field.
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