Manager Guides: Recruitment

This guide is designed to walk you through the key stages of the
recruitment process within the iTrent system, from raising a vacancy to
making an official offer. Whether you are initiating a new Request to
Recruit, reviewing candidate applications, or progressing a successful
applicant to the offer stage, this step-by-step manual provides the
instructions you need to complete each task efficiently and accurately.
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Request to Recruit

1. Starting from your Manager Dashboard, click Recruitment on the right-hand pane.
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2. Here, you will see the Requisition summary. This is where you can see any
vacancies that you've raised and further details.
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3. To raise a Request to Recruit, scroll to the bottom of this summary page and click
“Request to Recruit”.
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4. Complete the following fields in the form.
e Always select “Delt Lifecycle”.
e Search for yourself as the hiring manager.
o Make sure to complete all asterisked items.




e There is a section for you to add any other details.

Click “Save” and this form will go to finance for approval, and then HR once
approved. If it is not approved, you will receive an email with the reason for rejection.
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Application Details

1. Navigate to the recruitment page following this button on the Manager
Dashboard.
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2. Here you will see any vacancies that you have raised as a recruiting manager,
or if you are on the interview panel. The recruitment team will get the adverts
out for approved positions and any new applicant details will come through
here.

3. To view more details on the applicants, click on the number of them.
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4. This will allow you to view the applications. Click on the applicant’'s name to
view their application. Click on “Application summary”.
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5. Here you will be able to see what stage they are at, reference details, if
they’ve been invited to an interview/shortlisted etc. You will also be able to
view attachments (CV, right to work etc). The correspondence tab will show
details of emails between. You can also download documents.
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6. If you want to shortlist an applicant, or invite them to an interview, you can
move them to a different stage. Click “Move applicant”.
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7. This will open the following form where you can select which stage you would
like to move them to. This will notify the recruitment team that you are ready to

interview them at a formal stage. Click “Move stage”.
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8. In the application details, you will now see the update.
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9. If you are on the interview panel, you can use this space to review the CV etc.

before the formal interview.



Offer

You’ve interviewed your applicant and made your decision. Next, you need to notify
HR through the iTrent system. The HR team can then go ahead with the pre-
employment checks and send the offer letter out.

1. Navigate to the Recruitment section from the Manager Dashboard.
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2. Scroll down to the links section, click “Offer”, then click “Provide details of
Offer”.
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3. Search in the left-hand pane for any roles you have got as a recruiting
manager.
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4. After clicking on the correct role, you can select the relevant applicant you
would like to make the offer to.
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5. Click “Delt Verbal Offer”.
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6. This will open the following form to complete so the HR team can send the
official offer out to the applicant. Click Save, this will then be sent to the Delt

HR team.

UDF Details DLT Verbal Offer - HR Assistant Applicant One VvMENU C &

Applicant name* | Applicant One

Start date* | 09/06/2025 ()

Type of employment* | Permanent

Please state end dates for =)
temporary/fixed term posts

Please state the working hours and weeks | 37 hours per week monday - frid

Work location* | DLT-Derriford Business Park v

Salary details (FTE annual salary)* |£26.000pa

Other contractual payments ;8

New Rate Card




