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Please complete before presenting to HR dept.
	SECTION 1 For completion by the Business Unit Head

	Company: Please select        Gowrie Ltd PVT / Gowrie/ Laxmico / Laxmico Waymade  /Other                                                                  


	Department:                              

	Full Job Title:                                                    


	Job Location:  Please select    Vadodara/  Perivale/   Ruislip/   Home based/ Basildon/ Other pls state 

	Line Manager’s Job title: 

	Reason for vacancy:
· Resignation, please state who_____________________________           
· Dismissal, please state who_______________________________               
· New post    Please ensure that the person will have the required tools for the Job      
· Other



	For New post or Other, please present the justification: 

	Salary:                  (Per annum)                       (Per hour)


	Job related requirements: 
· PC

· Car                                  
· Fuel card                              

· Laptop            
· All in one  Printer                   

· Tablet
· Bonus

· Mobile

· Night worker  premium and health assessment


	Hours per week:  

	Work Pattern:     
Start Time :                                  Finish Time:
If on shift rota, shifts times:   
Does the shift include nights?     YES/NO



	Type of contract:  Permanent (salaried)           Casual (hourly)           Fixed Term,           (State duration)


	Urgency of role:
                            Urgent       4 weeks       8 weeks              

	SECTION 2: Authorisation
	

	BUH Name:                                   
Signature:
	Date:

	Director Name:

Signature:
	

	For HR & Alpa Haiti

	Authorised/Declined
	Date:

	HR Advisor:
	Date:

	Alpa Haiti:
	Date

	Please submit approved form to HR Recruitment

	SECTION 3 Candidate Offer Details:

	Verbal Offer Date

	Name:


	Start date:

	Salary offered:


	Address:



	Email address: 

	Right To Work documents received:                                                Yes             No        
(No contract or offer will be sent without this)

	Referee Details                                                                         Referee Details

Title                                                                                           Title

Name                                                                                        Name
Address                                                                                    Address
E-mail                                                                                       E-mail

Telephone                                                                                Telephone



	Completed Form submitted to HR Admin

	

	Contract prepared                                                                               Date 

	Contract approved and sent (Within 7 days)                                       Date

	


RECRUITMENT AUTHORISATION 
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