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Recruitment Briefing Call Form

This form should be completed at the start of a recruitment campaign to ensure alignment between the Talent Acquisition team and the Hiring Manager. Please complete all relevant sections as fully as possible. This document will help you to have a good discussion about the vacancy, whilst supporting to guide advertising, timelines, and the overall recruitment strategy with expertise provided from the talent lead. 
Please refer to section 9 which includes best practices, useful resources, and helpful pointers to support you throughout the process with your hiring manager.
1. Vacancy Details
	Eploy ID 
	3790

	Date of Briefing Call
	29 July 2026

	Job Title
	DA
FTC - March 2027
25hrs per week
Region – Newport outh Wales

	Department/Directorate
	DS&P

	Hiring Manager
	Helen Painting 
Claire Gartside

	Reason for Vacancy (New/Replacement etc) share People+ if new hiring manager
	replacement

	Work Pattern/Location (e.g. Hybrid, Remote, Regional)
	

	Has the JD been updated to reflect any changes and placed onto the new Society JD template?
	yes

	Do you know if this has been assessed for the CRC Level? (if applicable)
	CRC spreadsheet to be checked and form submitted to EST; all info can be found here.


2. Key Dates
	People+ Submission
	

	Goal Advert Live Date
	29 July – 12 Aug

	Goal Shortlisting Date
	14th Aug

	Goal Interview & Assessment Dates
	25th and 27th August


3. Application questions for Eploy
	Filter question(s) if applicable
	Location 
As this is a community-based role, regular travel across XXX  will be required.
Please confirm that you have the means of transport and the ability to travel within the area. 


	Question 1
	
Essential criteria

Please tell us about your skills and knowledge that demonstrate how you meet the following essential criteria, identified in the job description for this role, by using specific examples from your previous experience:
Please provide specific examples of when you have demonstrated the following core competencies of our Dementia Adviser role;

1. Can you give an example of a time when you supported colleagues with queries, concerns, or challenges in their role? How did you approach this, and what was the outcome for the team and the people being supported?

1. Can you tell us about your experience of using systems like CRS (or similar case management systems)? How have you ensured accuracy, consistency, and quality in your own recording, and how have you supported or influenced others to improve their recording standards?

1. Can you describe a time when you managed a particularly complex case? How did you ensure the person received a high-quality, person-centred service while coordinating support and managing competing demands?


This may be from your most recent job, a previous role, work experience or volunteering. 


	Question 2
	Hard skills
Can you share your experience using computer systems or databases to manage caseloads and track support?


	Question 3
	Soft skills
Supporting people with dementia and their families can sometimes be emotional or challenging. Can you tell us about a time you offered care and understanding while maintaining professional boundaries?




4. Interview Panel & Format
	Interview Panel Members
	

	Interview Format (e.g. face-to-face, virtual, assessment, Involvement panel if SLT vacancy)
	

	Additional Stages (e.g. task, presentation)
	N/a   


5. Advertising Strategy
	Advertising Channels (standard boards include LinkedIn, Charity Jobs) any other specific boards or avenues to attract a diverse pool?
	AS 


	Internal Only or External *encourage internal mobility, could we offer out internally first?
	

	Any Specific diversity focus based on Directorate data?
	



To support with shortlisting candidates need to evidence: 
· To be able to evidence an understanding of the barriers people with disabilities may face. i.e. compassion 
· To evidence a passion for supporting and empowering others to influence decisions – however they don’t need to have direct work experience of this (as they may not have yet had direct experience, but they need to understand the importance of this)  
· To evidence being able to multi task 
· Ability to travel, though a car is not necessary. 
6. Justification for Use of Agency – please note the agency portal on Eploy should be used (if applicable)
Please tick all that apply or provide reasoning:
Niche/specialist role that is unlikely to attract using Society process 
Senior/Exec level appointment that where search firm/consultancy is required 
Urgency to fill role – would like interim/temp resource 
Other (please specify): ____________________________________________
7. Justification for Process Exemption – not using application questions or anonymised screening (if applicable)
Please tick all that apply or provide reasoning:
Niche/specialist role that is unlikely to attract using Society process 
Senior/Exec level appointment that where search firm/consultancy is required with the use of CVs 
Small Internal candidate pool identified/ringfenced/under 12-month internal appointment 
Urgency to fill role; would like interim/temp resource where SLA cannot be followed 
Other (please specify): ___________________________________________
Continue to next page

9. Briefing Form Completion Support and Guiding your Hiring Manager to Success
Identifying Core Skills:
For question 3, collaborate with your hiring manager to define the top 3–5 essential skills for the role. These should guide your selection of questions from the question bank, which can be tailored to reflect the specific requirements outlined in the job description. Once these skills are entered into Eploy, Question 1 will be automatically pre-populated in alignment with them.
Diverse Hiring Panels:
For question 4, have a conversation with your hiring manager about the importance of assembling a diverse interview panel. A varied panel helps reduce unconscious bias and brings a broader range of perspectives to the decision-making process, ultimately contributing to more inclusive and effective hiring outcomes.
Inclusive Process & Candidate Experience:
Ensure your hiring manager understands that applications will be anonymised and discuss the importance of running an inclusive process. Consider how the candidate experience could be enhanced, for example:
· Using inclusive and welcoming language in adverts
· Keeping the vacancy live for at least one week (and avoiding early closure unless necessary – we do have a clause on our adverts about giving 48 hours’ notice)
· Providing adequate notice for interviews; ideally a minimum of 3-5 working days
· Offering reasonable adjustments where needed
Service Level Agreement (SLA), Recruitment Policy and Framework Awareness:
Make sure your hiring manager is familiar with the above and knows where to find them. Clarify mutual expectations around roles and responsibilities and highlight the support you’ll be providing such as longlisting, interview coordination, and candidate communications. Also ensure that your manager is signposted to the recruitment policy, up-to-date interview question templates and understand how aspects such as scoring and the uploading of interview notes work on Eploy. It would also be a good idea to share the Recruitment Framework while on the briefing call with your hiring manager; this is so they are aware of what a typical process will look like for the grade they are recruiting, and how the journey looks end-to-end. A lot of this information can be found here on the recruitment Arena pages. 
Market Insight & Direct Sourcing:
Bring in your knowledge of external hiring trends or market insights to support the campaign strategy. Where appropriate, consider whether direct sourcing or additional attraction support may be beneficial.
Leveraging LinkedIn & Hiring Manager Advocacy:
Discuss the value of hiring manager visibility and advocacy on LinkedIn. Their engagement can significantly boost campaign reach and appeal to a broader audience. Offer to support a short video clip or personalised post that can be widely shared.
Agreed Touchpoints & Ongoing Communication:
Agree upfront on key check-in points throughout the campaign. Reassure your hiring manager that you’ll be monitoring progress in Eploy and staying in touch at the beginning, midpoint, and end of the recruitment process.
*Recruitment toolkits to come that showcase of all the above and more by Q4 2025. 

10. Additional Notes, Requirements or Discussion Points





image1.png
%t

Alzheimer’s
Society

Together we are help & hope
for everyone living with dementia




