
Publish Ad

HR Team 2-4 weeks

Job Description Submission to Grading Team (= Staff Request)

HR Team 1-2 weeks

Write a Job Description & Ad Text

Project Team 2-3 days

Approval of Funds for Requested Role

Finance/ Grants Team 2-3 days

Submit Recruitment Request Form

Project Team

Recruitment Process 
and Timeline



Starter Process (offer letter, contract, references etc.)

HR Team 2 weeks

Interviews & Selection

Project Team 1 day – 1 week

Interview Invitations

HR Team
Notice for Interviewees: at 

least 1 week

Shortlisting of Applicants to interview

Project Team 1 week

Please also keep in mind, the selected candidate might have a notice 
period in their current job or must apply for a work visa, which could 
delay a prompt start after the selection decision has been made.


