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Viewing an application to make a verbal offer

Once a candidate has been moved to the verbal offer stage, their application form can be reviewed again as it
now includes salary details as well. Salary details can be used to make a verbal offer to the candidate.

To view an application: T ——
’ Home Panel Home Approval Request Interviewd

Click Home. The Home page opens. Vacancies are
displayed in the grid.

) ) Vacancy Name
Click the plus icon to expand the stages tab and

click PS — Make verbal offer. Candidates at the 4l MR -PS Vacancy 27 June
make verbal offer status are displayed in the
vacancies pane.

a Vacancy to Test LongList %%

Click View on the candidate you want to view. The Stages
Application form window opens. PS - Make verbal offer
fo Test LongList C e
E— == p: ,j ger]
ake verbal offer view View | Contact Proc

Note: Professional Services applications must be at the ‘PS - Make verbal offer’ stage stage before salary
information is displayed.

Moving an application to the verbal offer accepted stage

After viewing the candidate's salary details, a verbal offer can be made to the candidate. After the verbal offer
has been accepted, a second fund check request must be initiated.

To progress an application, from
the Vacancy page: & . o
. 2 8 ¢ B B A &
Click Process. The Process View Contact Process Rcmnd  Appts  Note  Email
Application window opens.
Move candidate to stage: [E) Process Appiication O ©
select ‘PS - Verbal offer
accepted —’lmtlate second Candidate Brand New
fund check’ from the drop-
e s Vacancy Test Vacancy MR
Process Route PS (Standard Recruitment) Anonymised Edit
Click Move To Selected Stage. The Current Stage PS - Make verbal offer
application is moved to the verbal
offer accepted stage and the irecti
pted ~stag - Process Direction '® Forwards '/ To a previous stage
Process  Application  window _
closes. Move candidate to stage [Ps - Veerbal offer accepted - initiate second - d
- Send Email L Send Letter
Move To Selected Stage
- Remove from candidate search results (@)
¥ Close process window after processing
Copyright © 2019 Created by Optimum (www.optimum.co.uk)
Version 1.0 — October 2019 for The London School of Economics and Political Science

Page 1 of 4



Progressing to verbal offer and second fund check

process in the E-recruitment system

THE LONDON SCHQOOL
oF ECONOMICS AND
POLITICAL SCIENCE W

LS

Completing the offer checklist and submitting the second fund check

When an application has been moved to the verbal offer accepted stage, you must complete the offer checklist.
You can check the first fund check details to see what was approved before raising a second fund check
request. The first fund check includes a salary range which must be approved by Finance to make sure there are
sufficient funds. The second fund check is completed after an offer has been accepted by a candidate to check
whether sufficient funds are still available and that the salary and benefits offered are approved by HR and

Finance.
To complete the offer checklist from the Vacancy
page:

Click offer checklist. The Offer Checklist window
opens.

To view the details of the first fund check, click 1st
Fund Check. The 15t Fund Check tab expands.

To complete the second fund check, click 2" Fund
Check. The 2" Fund Check tab expands.

Name of successful candidate: enter the name of
the candidate.

2" Fund Check Submitted By: enter the name of
the person submitting the second fund check.

Is the Candidate an Internal member of staff?*: if
the candidate is an internal member of LSE staff,
select Yes. If the candidate if not an internal
member of LSE staff, select No.

Note: mandatory fields are shown in bold and
marked with an *. For example, Is the Candidate
an Internal member of staff?*.

Salary for Approval: select the salary band and
negotiated salary amount from the drop-down list.
For example, SBA2 50.0 £74,814. You can enter
an other amount, if required.

Additional Salary Options: select any additional
salary options for this offer. For example,
Supplement. To select multiple options, press
[CTRL] and click multiple-options. You can enter
additional salary item amounts and reasons
below, if required.

Contract Start Date: enter or select the date the
contract starts. For example, 03-10-2019.

Contract End Date: if the contract is not
permanent, enter the contract end date. For
example, 02-10-2020.

Confirm Line Manager: enter the name of the
line manager for this role.

Review Period: select the review period for this
role, if applicable. For example, 12 months.
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view View

H @ N M & B
Email History Docs offer Print Refs
checklist

Contact Process WOIKIOW Remnd  Ap

E Offer Checklist

Candidate Brand New

Frint: @

15t Fund Check

2nd Fund Check

MName of Successful Mohammad Rehman

Candidate

2nd Fund Check Submitted =
Jen Lesnik

By

Is the Candidate an

Internal member of “Yes ®' No

staff? *

Salary for Approval * SBAZ 50.0£74,814 b
Supplement “

N i One off payment

Additional Salary Options - | Epnnance research allowar

Mot required

Are they different to those on

the original request?

If an additional salary item is
required, please state the
amount and the reason it is
required

Contract Start Date * 03-10-2019 | [

02-10-2020  [F5

Claire Hill

Contract End Date

Confirm Line Manager *

Review Period 12 months -
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Completing the offer checklist and submitting the second fund check (continued)

If the negotiated salary differs [gusiness case
from the starting salary guidance
then a business case must be
made. If the salary is within the [starting salary Guidance can be found[here ]
guidance limits, please select N/A
for the questions on the Business
Case tab.

Please provide your business case for the offer you wish to make to the successful candidate

Have you considered the
salary levels of
comparable within the [' Yes "/ No “/ NA ]

Have you considered the salary Service

levels of comparable within the Division/Department? *
Service Division/Department: Have you varied the salary
select Yes, or N/A, if not level of the candidate if

applicable. matching or exceeding the

Dves W No @ NA ]

Have you varied the salary salary level? *

level of the candidate if Clearly explain the
matching or exceeding the rationale for how the salary
salary level: if you have varied level step reflects the

the salary level, select Yes. If
not select No, or N/A, if not
applicable.

candidates previous skills,

qualifications and [The candidate is qualified for the role.

experience in relation to

Clearly explain the rationale for
how the salary level step
reflects the candidates
previous skills, qualifications
and experience in relation to role *

range of the salary scale
and future development of

the candidate in the

range of the salary scale and
future development of the
candidate in the role *: enter
the rationale for the salary level
selected.

The Funding and HR Approval Names and Comments Only section is completed by the approvers. Please do not
write or select anything in this section.

When you have entered the second fund check

details, click Submit. The Second Fund Check is %
submitted for approval.
Next, you must start the workflow.

w

Important: if the second fund check is rejected, the candidate must be moved back to the ‘PS - Make verbal
offer stage’ and then moved to the ‘PS -Verbal Offer accepted - initiate second fund check’ stage. The reason
for the rejection must be resolved and the second fund check process must be completed again.
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Starting the approval workflow

Finally, you must start the approval workflow. You must select the HR and funding approvers who are
responsible for reviewing and approving or rejecting the second fund check.

To start the workflow from the Vacancy page: - ] .
Click workflow. The Start New Workflow window View Contact Process Workllow Remnd  Appts
opens.

h b | m . N

E Start New Workflow O

Workflow summary information

Workflow Definition: [:an Fund Check - SBO1 - SB08 Standard Salary Professional Services (Jan 2019) | = ]
Name for the new workflow: [ HR Advisor ]
Your email address [ Isemanageri@lse.ac.uk |

HR email address [C.Tagliarini@lse.ac.uk |V]

Funding email address [\-’.A.Ellah@lse.ac.uk I']

Start workflow

Workflow Definition: select the workflow definition depending on the type of vacancy from the drop-down
list. For example, Professional Services or Academic.

Name for the new workflow: enter the job title for this vacancy. For example, HR Advisor.

Your email address: enter your email address and press [Enter]. The email is automatically populated in the
right-hand field.

HR email address: select the HR approver’s email address from the drop-down list.

Funding email address: select the funding approver’'s email address from the drop-down list.

When you have entered the workflow summary information, click Start workflow. The workflow is started.
Automatic email notifications are sent to the selected HR approver. After it has been approved by HR, the
request goes to the designated Finance colleague for funding approval.

Once approved, an automated email is sent to the HR Administrators so that an offer letter can be drafted and
sent to the candidate.
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