	RECRUITMENT APPROVAL FORM

	INSTITUTION’S DETAILS

	Organization’s name
	
	Department
	

	Contacts
	
	Email
	

	POSITION INFORMATION

	Position title	
	
	Position code
	

	Nature of advertisement
	Working type
	Employment type

	New position 
Re-advertisement 
[bookmark: _GoBack]Internal recruitment
	Full time 
Part time 
	Fixed term 
Temporary 
Casual
Project based     
Semester based
Consultant 
Contractor
Internship
Others


	Advertisement of vacancy

	Advertisement method
	

	Date [s] to be placed
	
	Closing date
	

	Requirements

	

	Required qualifications

	

	DETAILS OF PROPOSED SELECTION PROCESS

	Panel members
	1. _____________________________________________
2. _____________________________________________
3. _____________________________________________

	Shortlisting date
	

	Selection methods
	Written exam
Interview questions 
In-try
Group exercise
Other [please provide details]


	Date of selection
	

	CONTACT DETAILS

	Preferred method of contact
	Email 
In person




NB. 	Please use this form to assist with us to be on board on your recruitment campaign. We’re unable to place adverts without this authorization. All adverts which is not complied this form will be null and void and legal action may be taken by MESAF. Please note that this form is completely based on the principles prescribed in article 34th of the Labor Code – 31/2020. 

Noted: re-selection

Approved by: 
Mukhtar Yusuf Mohamed					Signature: ______________________
Director of Department of Labor			


Confirmed by:
Sa’eed Awil Jama 						Signature: _______________________
Head of Recruitment 


