
Chief Officer Recruitment – Guidance Note 
 
Recruitment Panel 
 
� The Council is required to set up a member Panel as per the Constitution. 
 
�  The Council will agree; 
 
� The Panel’s Terms of Reference 
� The Panel’s delegated authorisations i.e. to carryout the process and 

recommend an appointment to Council, or recommend a long list/short list, 
interview process etc 

� Timescales 
� The relevant officers to be involved, i.e. HR Advisor, Legal Advisor, Senior 

Committee Secretary 
� To establish a budget for recruitment and potential legal costs 
� To nominate the ‘Proper Officer’ in accordance with the Council’s 

Constitution. 
 
� HR will arrange recruitment training for the Panel, including its responsibilities 

contained within the Constitution. 
 
The Panel should; 
 
� Review whether post is required. Can work be carried out a different way? 

This can be carried out with CE if appropriate 
 
� Agree timescales/timetable for the campaign 

 
� Review/agree job description, person specification and other relevant 

documents. 
 
� Arrange for the post to be evaluated if appropriate 

 
� Agree terms and conditions that the post will be offered on, this maybe 

subject to legal advice, Council agreement 
 
� Decide whether vacancy is to be advertised internally or externally 

 
� The Panel will be required to devise and agree their assessment and scoring 

framework 
 
Membership of Recruitment Panel 
 
� To recruit to the Head of Paid Service/Chief Executive - Members, HR advisor 

and assisting organisation if appropriate 
 
� To recruit to Chief Officer - Members, Head of Paid Service/ Chief Executive, 

HR advisor and assisting organisation if appropriate 
 
Advertising 
 
If the Panel wish to advertise the role externally there are a number of options they 
could consider; 
 



� Using a Recruitment Agency with no recruitment advertising campaign 
 
� Using an Agency/consultancy/executive search. There are a number of 

frameworks which already exists that the Council can use; 
 

� Essex County Council 
� London Boroughs (will have to pay a fee to join approx £250) 

 
� Advertise and recruit ourselves 

 
� Advertise and recruit ourselves with assistance from the East of England 

Local Government Association (EELGA), or the Essex HR Partnership (Vine 
HR)  

 
The Panel can decide to advertise internally only. The Panel still may wish an 
external organisation to manage the process. 
 
Process 
 
Once the job description, person specification, salary and terms & conditions are 
agreed an advert can be placed.  
 
Once the closing date has passed a long or short list is agreed using the agreed 
assessment and scoring framework. 
 
The Council can work with a Recruitment Agency/Consultants/Executive Search 
organisation to develop/organise an ‘assessment centre’ i.e. psychometric tests, 
presentations, reports, interviews, group & individual exercises.  
 
Or this could be devised arranged internally with assistance from Vine HR or EELGA. 
 
Appointment/Offer 
 
The Panel is required to follow the appointment process set out in the Council’s 
Constitution. 
 
Constitution 
 
The relevant information for the appointment of Senior Officers is contained in the 
Council’s Constitution in the section titled ‘Officer Employment Procedure Rules’. 
 
Contract 
 
HR/Legal will draft the provisional offer letter and Statement of Particulars and submit 
them to Counsel or the Essex Legal Partnership for advice. 
 
Reports to Council/Cabinet 
 
Reports to the Council and Cabinet will vary in content and frequency as they will be 
determined by the Terms of Reference set by Council for each appointment. 
 


