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1. PURPOSE OF THE OPERATIONAL PROCEDURE 
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The purpose of this procedure is to implement the provisions of Art. 16 para. (10) and (10^6) of the 

Law no. 153/2017 on the Salary of Staff Paid from Public Funds in order to ensure a transparent 

and unitary framework of the recruitment and selection process of the staff of the University of 

Medicine and Pharmacy Iuliu Hațieganu Cluj-Napoca, which aims to hire, for a fixed period, 

experts outside the approved organizational chart in order to support the implementation of projects 

with external non-reimbursable funding granted to the University of Medicine and Pharmacy Iuliu 

Hațieganu Cluj-Napoca. 

 

2. SCOPE OF THE OPERATIONAL PROCEDURE 

 

2.1.The procedure is applied within the "Iuliu Hațieganu" University of Medicine and 

Pharmacy Cluj-Napoca for the recruitment and selection of staff employed on positions 

outside the organization chart within the projects financed from non-reimbursable external 

funds by the Departments/Services/Offices where the staff involved in projects financed 

from non-reimbursable European funds is managed. 

 

3. REFERENCE DOCUMENTS 

 

 

Reference documents (regulations) applicable to the activity concerned 

 

➢ FRAMEWORK LAW 153/2017 on the salaries of staff paid from public funds,   

➢ Labor Code - Law no. 53/2003, republished; 

➢ EMERGENCY ORDINANCE No 91/2017 for amending and supplementing the 

Framework Law No 153/2017 on the Salary of Staff Paid from Public Funds, 

➢ LAW 79/2018 on the approval of the Government Emergency Ordinance no. 91/2017 

amending and supplementing the Framework Law no. 153/2017 on the salaries of personnel 

paid from public funds,  

➢ DECISION no. 325 of May 10, 2018 for the approval of the Framework Regulation on the 

recruitment and selection procedure of persons working in projects financed by non-

reimbursable European funds and the criteria on the basis of which the percentage of salary 

increase is established, elaborated by the Ministry of Regional Development, Public 

Administration and European Funds, published in the Official Gazette no. 409/14.05.2018, 
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➢ SR EN ISO 9001:2015 - Quality management systems 

➢ Order 600 of April 20, 2018 on the approval of the Code of managerial internal control of 

public entities 

➢ Regulation (EU) 2016/679 on the protection of individuals with regard to the processing of 

personal data and on the free movement of such data 

➢ Other applicable laws and regulations  

 

4. TERMINOLOGY AND ABBREVIATIONS USED IN THE PROCEDURE 

 

 

Definitions and abbreviations of terms used in the operational procedure, objectives 

       Not the case 

 

5. DESCRIPTION OF THE WORKING PROCEDURE 

 

5.1. The recruitment principles adopted at the University level are the following: 

a) Equal opportunities and non-discrimination - the recruitment and selection process within the 

project will not allow/encourage discrimination on grounds of nationality (foreign nationals are 

accepted, under the conditions of the law), ethnic or religious affiliation, language, beliefs, gender, 

sexual orientation, age. The only criteria will be those related to skills and professional 

performance required in the activities in which the expert will be involved in the implementation of 

the project; 

 

 b) Confidentiality - the documents submitted by candidates, the information provided by them 

respect the principle of confidentiality; 

 

c) Compliance with legality, personal data protection in accordance with the provisions of Law 

no. 677/2001 and Regulation (EU) 2016/679 and the incident legislation; 

 

 d) Objectivity and equal treatment - ensured by specific methods; any decision must have a very 

clear and demonstrable rationale, with recruitment and selection criteria applied equally and 

objectively to all candidates; 
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 e)Transparency - all relevant information related to the recruitment and selection process is 

public and accessible to interested parties; 

 

 f) Efficient use of public funds - the salary ceilings established by the national legislation in the 

field and/or by the General Guidelines/Specific Conditions Applicant's Guide and the provisions of 

the grant contract will be respected. 

 

5.2. Description of the operational procedure 

 The procedure 

 

5.2.The present procedure will produce legal effects only after obtaining its approval by Decision 

of the main authorizing officer - Ministry of Education and Research, the submission for approval 

to the relevant ministry being subject to prior approval of the Board of Directors, prior to the 

submission. 

 

5.2.2 This procedure shall be applied by the Departments/Services/Offices where staff involved in 

projects financed by non-reimbursable European funds of the University are managed.  

 

5.2.3 The recruitment and selection procedure will be carried out in the following stages: 

 

1. Setting up the Recruitment and Selection Board and the Appeals Board; 

 

2. Publication of the recruitment and selection notice; 

 

3. Submitting applications; 

 

4. Evaluating the applications received, conducting interviews and appointing successful candidates: 

 

5. Settling appeals. 

  

Setting up Recruitment and Selection and Appeals Boards 

 

5.2.4 The recruitment and selection committee is set up for each project and is composed at a 

minimum of: the chair, two members and a secretary. The secretary has no voting rights. The 
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nominal composition of the committee shall be approved by decision of the legal representative of 

the university for each project financed by non-reimbursable external funds. 

 

5.2.5 The Complaints Settlement Committee is made up for each project at the minimum level of: 

chairperson, two members and a secretary and is approved by decision of the legal representative 

of the beneficiary, for each project financed by non-reimbursable external funds. The secretary 

shall have no voting rights. The persons nominated to the recruitment and selection committee and 

to the appeals committee, with the exception of the secretary, shall be persons with training and 

professional experience in the field of the post for which the competition is organized. 

 

5.2.6 The Recruitment and Selection Committee and the Appeals Committee shall be made up of 

specialized staff from within the university or by specialized staff from outside the university if the 

requirements of the post to be filled in the project so require. 

 

5.2.7 The composition of the two committees is different. The composition of the Recruitment and 

Selection Committee is not necessarily the same for all the externally nonreimbursable funded 

projects implemented by the university. The composition of the Appeals Committee is not 

necessarily identical for all projects. 

 

5.2.8 The tasks of the Recruitment and Selection Committee and the Appeals Committee are 

established by decision of the legal representative of the university in compliance with the 

legislation in force and the recruitment principles. 

 

5.2.9 The persons appointed to selection or appeals committees must fulfill the following 

cumulative conditions: 

    b) hold a post at least equal or equivalent to the vacant contractual post for which the 

competition is being organized; 

    c) not be subject to any incompatibility or conflict of interest. 

 

5.2.10 A person may not be appointed as a member of the selection board or of the appeals 

committee if he/she is in one of the following situations: 

    (a) has a financial relationship with any of the candidates or his/her or his/her spouse's financial 

interests may affect the impartiality and objectivity of the assessment; 

    (b) is a husband, wife, relative up to and including the fourth degree of kinship with any of the 

candidates or with any other member of the selection board or of the selection board for deciding 

on the admissibility of applications; 

 

 Publication of the recruitment and selection notice 
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5.2.11 The recruitment and selection notice shall be drawn up by the Recruitment and Selection 

Committee in accordance with the provisions of the grant contract/agreement or financing order for 

projects for which it is necessary to recruit experts outside the organization chart. 

 

5.2.12 The recruitment and selection notice shall be published at least 5 working days before the 

deadline for the submission of applications, by posting it on the University's website.  

 

5.2.13 The minimum content of the recruitment and selection notice will include: 

 

- Project name, number and type of posts, post titles; 

- Description of the activities and responsibilities of the post,  

- Duration of employment  

- Mandatory general and specific conditions imposed by the job description; 

- Criteria and evidence for the selection of project experts; 

- Documents required to apply for the recruitment and selection process: models of the 

required forms (application form, model CV, etc.); 

- Information on how to submit the necessary documents;  

- Timetable for the recruitment and selection procedure; 

- Deadline and how to appeal the selection board's decision. 

 

Submitting applications  

 

5.2.14 Candidates' applications will be submitted as specified in the advertisement and will be 

registered according to the operational procedure. 

 

5.2.15 The minimum content of the candidate's application file must contain: 

 

a) Application to apply for the recruitment and selection process (application - type will 

include the job title for which you are applying); 

b)   CV, dated and signed on each page, in Europass format, mentioning the project and the post 

applied for; 

c)   Original copies of the identity card or any other document proving identity, according to the 

law, as appropriate; 

d)   Copies of identity documents and study documents certified to be true copies of the 

originals (certification will be carried out by the secretary of the committee against the 

originals); 
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e)   Certificates/diplomas/certificates in original attesting the completion of specializations, in 

original (originals are required for certification); 

f)  Supporting documents proving your seniority in employment and/or in the specialty of your 

studies, respectively attesting the specific professional experience required for the post (e.g. 

Certificates of seniority in employment and studies, employment contracts, job 

descriptions, recommendations, etc.), copies conforming to the original; 

g)    Criminal record or a sworn statement that he/she has no criminal record which would make 

him/her incompatible with the post for which he/she is applying; the criminal record must 

be provided by the successful candidate within 10 working days of the publication of the 

final result of the recruitment and selection process; 

h)  A medical certificate attesting that you are in good health, issued no more than 6 months 

prior to the recruitment and selection procedure by your family doctor or by the authorized 

health units; 

i) Declaration of availability of time allocated to the project per day and per month. 

 

5. 1. 16 For international experts the minimum content of the dossier is as follows: 

a) Application to apply for the recruitment and selection process (standard application form - 

will include the job title for which you are applying); 

b)   CV, dated and signed on each page, in Europass format, mentioning the project and the post 

applied for; 

c)   Copies of the original identity card or any other document proving identity, according to the 

law, as appropriate; 

d)   Copies of identity documents and study documents certified as true copies; 

e)   Certificates/diplomas/certificates in original, in copy, attesting the completion of 

specializations; 

f)  Supporting documents proving the specific professional experience required for the post 

(e.g. Certificates of seniority in employment and in the field of studies, employment 

contracts, job descriptions, recommendations, etc.), copies conforming to the original; 

g)    A sworn declaration that he/she has no criminal record which would make him/her 

incompatible with the office for which he/she is running; 

h)  Declaration of availability of time allocated to the project per day and per month. 

 

Documents shall be submitted by electronic means of communication 
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5.2.17 Missing documents, inconsistencies between the information in the application file and the 

documents requested from the candidates, submission of documents to an address other than the 

one indicated in the advertisement or after the deadline specified, automatically lead to the 

exclusion/rejection of the candidate's application. 

 

 Evaluating the applications received, conducting interviews and/or practical tests and designating 

successful candidates 

 

5.2.18 The first stage of the evaluation and selection process will consist of verifying the eligibility 

of the applications submitted by candidates. In order to be admitted to the next stage, the 

application must contain all the documents requested and meet the mandatory conditions set out in 

the recruitment and selection notice. 

 

5.2.19 The secretary of the Recruitment and Selection Committee will check the registered files in 

terms of the existence of all the required documents and their conformity with the original, where 

applicable. Candidates' files will then be examined by the Recruitment and Selection Board, which 

will decide which candidates are admitted at this stage. 

 

5.2.20 The second stage will consist of the assessment of candidates in tests set by the Recruitment 

and Selection Committee. 

 

5.2.21 All CVs received and other documents submitted will be analyzed using Annex 1: 

Recruitment and Selection Grid (Candidate File Analysis).  

 

5.2.22 The results of the selection of application files shall be posted by the secretary of the 

selection board, with the indication "admitted" or "rejected", accompanied, as the case may be, by 

the reason for rejection, at the university's headquarters and on the university's website (official 

website) or public institution's website, as the case may be, within one working day of the deadline 

for the submission of recruitment and selection files. 

 

5.2.23 Verification of candidates' knowledge and/or aptitude will be carried out through individual 

interviews. 

 

5.2.24 The interview will be conducted in accordance with the interview plan, as set out in Annex 

2 to this procedure, drawn up by the Recruitment and Selection Committee on the day of the 

interview on the basis of the evaluation criteria. The assessment criteria for drawing up the 
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interview plan are: communication skills, ability to analyze and synthesize, skills required by the 

job description, candidate's motivation, behavior in crisis situations.  

 

5.2.25 This test will take place at the premises of the beneficiary institution in the physical 

presence of the candidate in front of the recruitment and selection committee or may also be 

conducted by means of live video media if physical presence is not possible. 

For international experts, the interview can also be conducted via live video if physical presence is 

not possible. 

 

The results of each interview will be recorded in the recruitment and selection-interview grid as set 

out in Annex 3 to this procedure. Each member of the selection board may put questions to the 

candidate. The questions put to the candidate must be in line with the principles set out above in 

the sense that questions relating to the candidate's political opinions, trade union activities, religion, 

material circumstances, social origin or which may constitute discrimination on grounds of age, 

sex, race, religion, disability, age, sex or national origin may not be asked. The maximum possible 

mark awarded to a candidate will be 100 points and the minimum admissible mark will be 60 

points.  

5.2.26 Annex 3- Recruitment and selection grid - interview sets out the criteria against which the 

marks will be awarded. 

 

5.2.27 The final mark obtained at the interview will be the arithmetic average of the marks 

awarded by the members of the recruitment and selection committee. 

5.2.28 In case of equal marks, candidates in this situation will be invited to a new interview after 

which the selection committee will decide on the successful candidate. 

 

5.2.29 The results of the recruitment and selection process will be published on the University's 

website within 1 working day of the end of the interview session. 

 

5.2.30 The final result of the recruitment and selection process will be the arithmetical average of 

the candidates' interview scores. Where there is more than one post for which the recruitment and 

selection process is organized, candidates will be declared admitted in descending order of marks 

obtained. 

 

Settling appeals 
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5.2.31 Any appeals must be submitted no later than one working day after the publication of the 

results of the recruitment and selection process, except in the case of mandatory rest days 

(Saturdays and Sundays), in which case the deadline is extended to the first working day following 

publication. Complaints will be dealt with by the Selection Board. 

5.2.32 The mark awarded after appeals remains final. The decisions of the Appeals Committee 

shall be recorded in minutes, signed by the Chairman and its members. The appeals will be settled 

within a maximum of 2 working days from the end of the deadline for submission of the appeal, 

and the results of the appeals will be published on the University's website within a maximum of 1 

working day from the date of the minutes of the appeals settlement. 

 

5.2.33 A candidate who is dissatisfied with the way the appeal is handled may appeal to the 

administrative court, in accordance with the law. 

 

5.2.34 Candidates will be admitted in descending order of the number of points they obtain, within 

the limit of the number of posts indicated in the recruitment and selection notice. 

 

5.2.35 The recruitment and selection procedure is finalized by the conclusion of a recruitment and 

selection report (Annex 4), which contains all the details of the procedure and the results obtained. 

 

 Final  provisions 

 

5.2.36 The selected candidates will be hired on the basis of an individual employment contract for 

a fixed period applying the legal provisions in force, the applicable internal procedures, the 

provisions of the Applicant Guide - General Guidelines/Specific Conditions/Applicable Applicant 

or Beneficiary Handbook and/or the provisions of the grant contract. 

  

 

  5.3. Resources needed 

 

5.3.1 Material resources: furniture, computers, internet access, printer, telephone line, 

consumables (office supplies); 

5.3.2 Human Resources: Recruitment and selection committees, selection and selection boards, 

alternate members in recruitment and selection committees, project manager/project leader, 

employees within the department(s) to carry out specific operations.  

5.3.3 Financial resources: Budgets of projects financed by external non-reimbursable funds. 
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5.3.4 Excerpt from Law no.153/2017- On the Salary of Staff Paid from Public Funds, art.16, as 

follows: 

 

Staff employed on posts outside the organization chart are subject to the hourly rates set out in the 

grant applications and the applicable general and specific conditions of the Applicant Guide, with 

the approval of the authorizing officer within which the project team/project implementation unit is 

organized. 

 

Expenditure on the salaries of staff working on projects financed by non-reimbursable external 

funds, on the basis of individual fixed-term employment contracts, shall be charged to the 

expenditure title from which the project is financed, within the limits of the approved budget. 

  

The head of the public institution/authority employing staff on individual fixed-term employment 

contracts, on posts outside the organization chart, shall ensure compliance with the legal conditions 

regarding the maximum number of hours worked and the accumulation of functions. 

 

 

6. RESPONSIBILITIES 

 

6.1. After the signing of the grant contract, the procedure for establishing the creation of 

posts outside the organizational chart for the implementation of projects beyond the 

maximum number of posts approved within the U.M.F. "Iuliu Hațieganu" Cluj-Napoca, 

within the limit of posts approved by the contract / agreement / grant order signed by the 

University with the funding authority, shall be started when the following conditions are 

cumulatively met: 

 

a) there is a project approved by contract/agreement/financing order by the managing authority or 

the structure managing the program from which it is financed; 

 

b) following the evaluation of the existing posts and of the human resources needs, a justifying 

note has been approved by the head of the beneficiary institution and/or public authority stating 

that the staff on the posts foreseen in the organization chart is unable to take on additional tasks or 

that there are not enough specialized staff with the necessary skills to carry out specific activities 

within the project; 
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c) all expenditure on the salaries of non-organizational staff for the entire duration of the project is 

provided for in the approved budget of the project and is borne by the expenditure title from which 

the project is financed. 

 

6.2.Responsibilities of the Department/Service/Specialized Department that manages the 

implementation of projects financed by non-reimbursable European funds. 

 

The Department of Research, Development and Innovation/Dean of the Faculty within which the 

project is implemented/Project Manager/Project Director develops the "Note of rationale" on 

the existence of vacancies in the project. 

 

The establishment of posts outside the organization chart is approved by the tertiary 

authorizing officer / Rector of U.M.F.Cluj-Napoca and is approved by the Department 

Director, Legal Service. 

 

Note:  

The establishment of posts outside the organizational chart for the implementation of projects 

financed by non-reimbursable European funds shall be approved by administrative act of the head 

of the institution and/or public authority and shall contain at least the number and title of the posts, 

as well as the salary level of each post, according to the hourly rates in the Applicant's Guide - 

general and specific conditions applicable, as approved in the grant applications by the financing 

authority managing the program from which the project is financed, within the approved budget. 

The Department of Research, Development and Innovation/Dean of the Faculty within which the 

project is implemented/Project Manager/Project Director makes proposals for the 

composition of the recruitment - selection committees as well as the selection and appeal 

committees. 

Decisions on the composition of the committees will be endorsed by the Legal Service, 

endorsed by the CFPP and approved by the Rector. 

The minutes of the recruitment and selection will be posted on the website of UMF Cluj-

Napoca, will be signed by the members of the committee and will be drawn up by the 

secretary of the committee. 

 

6.2.Responsibilities in carrying out the activity  

Nr crt. Compartment 

(post)/action 

(operation) 

elaborated checked approved endorsed archived 
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 0 1 2 3 4 5 

1.  Legal-Human 

Resources 

E     

2.  Department of Research 

Development 

Innovation 

   A  

3.  Rector of U.M.F.Cluj-

Napoca 

  A   

4.  Quality Management 

Officer 

 V     

5.  Internal managerial 

control 

Specialized department 

- committee secretariat  

    A 

 

 

7. ANNEXES, RECORDS, ARCHIVING 

Appendices, records, archives 

 

 

 

Annex name Elaborator Approve Number 

of copies 

Dissemination Archiving Other 

items Loc Period 

0 1 2 3 4 5 6 7 8 

1.  Recruitment 

and selection 

grid Annex 1 

Legal, Human 

Resources and 

Grants 

Service 

Authorizing 

Officer 

1  Internal 

managerial 

control 

Specialized 

department - 

committee 

secretariat  

10 

years 

- 

2.  Interview plan  

Annex 2 

Legal, Human 

Resources and 

Grants 

Service 

Authorizing 

Officer 

1  Internal 

managerial 

control 

Specialized 

department - 

committee 

secretariat  

10 

years 

- 

3.  In terviu 

recruitment 

and selection 

grid Annex 3 

Legal, Human 

Resources and 

Grants 

Service 

Authorizing 

Officer 

1  Internal 

managerial 

control 

Specialized 

department - 

committee 

10 

years 

- 
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secretariat  

4.  Recruitment 

and selection 

minutes  

Legal, Human 

Resources and 

Grants 

Service 

Authorizing 

Officer 

1  Internal 

managerial 

control 

Specialized 

department - 

committee 

secretariat  

10 

years 

- 
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Component 

number in 

the 

procedure 

Name of the component within the procedure Page 

0 1 2 

1.  Purpose of the operational procedure 2 

2.  Scope of the operational procedure 2 

3.  Reference documents (regulations) applicable to the activity 

concerned 

2 

4.  Definitions and abbreviations of terms used in the procedure 3 

5.  Description of the operational procedure    3-10 

6.  Responsibilities and responsibilities in carrying out the work 10-11 

7.  Annexes, records, archives 12 

8.  Contents 13 

9.  Mailing list 13-14 

10.  Status of editions and revisions in the operational procedure 

editions 

14 

 

9. PROCEDURE MAILING LIST 

 

          This procedure is made available to users in electronic format (database) and listed according 

to the mailing list. 
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Nr crt. Purpose 

of 

broadcast

ing 

Copy 

Nr. 

Compartment Function Full name Date of 

receipt 

Signature 

0 1 2 3 4 5  6 7 

1.  Apply 1 Research Development 

and Innovation 

Department 

Department 

Director 

Asist. Univ. 

Dr. Ștefan 

Cristian Vesa 

 

  

2.  Apply 1 Directorate-General for 

Administration 

Director General 

Administration 

Ec. dr. 

Valentin 

Mihai 

Mudura 

  

3.  Apply 1 Human Resources 

Directorate 

Director Gina Riti   

4.  Apply 1 Legal Office Head of Service Szakacs 

Loredana 

  

5.  Apply 1 Economic Directorate Economic 

Director 

Gherașim 

Persida  

  

6.  Apply 1 European Funds Grants 

Office 

Head of Office Ardelean 

Cristina 

  

7.  Apply 1 Erasmus Office Head of Office Adriana Rosu   

8.  Informati

on 

1 Managerial Internal 

Control/Birou Audit/ 

Director/Employ

ees 

Prof.Univ.dr. 

Radu Oprean; 

Rodica 

Toadere 

  

9.  Archiving 1 Department 

 in charge of Internal 

Management Control 

Employee Secinca 

Virginia  

  

10.  Other 

purposes 

      

 

 

10. STATUS OF EDITIONS AND REVISIONS IN THE OPERATIONAL PROCEDURE 

EDITIONS 

 

Nr crt. Edition or, as 

the case may 

be, revision 

within the 

edition   

Revised component How the edition is 

revised   

Date from which 

the provisions of 

the edition or 

revision apply 
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0 1 2 3 4 

1.  1st edition      - -  

2.  Revision 1 Articles where 

changes have been 

made 

MEC Approval MEC approval 

by Ministerial 

Order 

Annex 1 to the procedure 

RECRUITMENT AND SELECTION GRID 

Analysis of the condidat file 

(Model) 

 

Project title  

SMIS code (if applicable)  

Job title outside the 

organizational chart 

 

 

Candidate assessment criteria 

No. 

crt. 

Name criterion Qualification 

obtained 

Admitted/rejected 

Points awarded  

Admitted/rejected 

Committee 

Chair 

Committee 

member 1 

Committee 

member 1 

Final score 

1. Full dossier      

2. The required level of 

education is met 

     

3. Specific experience 

is required 

     

4. He has no criminal 

record that would 

make him 

incompatible with 

the office for which 

he is running 

     

5.       

6.       

       

      

Recruitment and Selection Committee signatures, 

President ................................................ ................................................ 
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Member 1 ................................................ ................................................ 

 

Member 2 ................................................ ................................................ 

 

Secretary ................................................ 

Annex 2 to the procedure 

................. (Institution) 

Recruitment and Selection Committee 

 

INTERVIEW PLAN 

the ...... competition 

organized within ........................... on ..................... 

 

1. Position: 

2. Interview date: 

3. Interview venue: 

4. Content of the sample: 

 

Position: ................. Evaluation criteria Maximum points 

a) communication skills ... pcte. 

(b) capacity for analysis and synthesis ... pcte. 

(c) the skills required for the job ... pcte. 

d) the motivation of the candidate ... pcte. 

e) behavior in crisis situations ... pcte. 

+ List of questions - To formulate interview plan 

 

5. Passing the interview: obtaining a minimum score of 60 points. 

6. How to communicate the interview plan: ........................ 

7. How the candidate's interview results are communicated: .................... 

8. How to appeal: ............................... 

 

Recruitment and Selection Committee signatures, 

 

President ................................................ ................................................ 

 

Member 1 ................................................ ................................................ 
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Member 2  ................................................  

 

Secretary ................................................ 

 

Annex 3 

CENTRALIZATOR OF THE INTERVIEW SCORE 

(Model) 

 

Project title  

SMIS code (if 

applicable) 

 

Job title outside the 

organizational chart 

 

 

Candidate assessment criteria 

No. 

crt. 

Name criterion Maximum 

score 

Points awarded 

Committee 

Chair 

Committee 

member 1 

Committee 

member 2 

Final score 

1. Communication skills      

2. Capacity for analysis 

and synthesis 

     

3. Skills required by the 

job 

     

4. Motivation of the 

candidate 

     

5. Behavior in crisis 

situations 

     

       

       

TOTAL 100     

Arithmetic mean of the scores awarded by the members of the panel  

 

Recruitment and Selection Committee signatures, 

 

President ................................................ ................................................ 
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Member 1 ................................................ ................................................ 

 

Member 2 ................................................ ................................................ 

 

Secretary ................................................ 

Annex 4 to the procedure 

 

RECRUITMENT AND SELECTION MINUTES 

 

Project title  

SMIS code (if 

applicable) 

 

Job title outside the 

organizational chart 

 

 

Recruitment and Selection Committee, constituted on the basis of the decision of the legal 

representative of ........................ (institution), composed of: 

 

President ................................................ ................................................ 

 

Member 1 ................................................ ................................................ 

 

Member 2 ................................................ ................................................ 

 

Secretary ................................................ 

A meeting was held today, ...................., at .............. to finalize the recruitment and selection 

procedure for the filling of the position ................................ in the project .......................... 

............................................ 

 

 The recruitment and selection procedure was carried out in compliance with the conditions 

of the procedure approved by the Decision of the Authorizing Officer .............. and the specific 

legislation in force, the provisions of the Guide for Applicants - Specific Conditions .................. 

(name) and/or the provisions of the grant contract ............................ (name). 

 

 The recruitment and selection procedure followed the following timetable: 
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Stage Calendar date / interval 

Display recruitment and selection notice 

in person at .........  

 

 

 

 

Submission of applications  

Preliminary selection  

Evaluation of documents based on the scoring 

criteria Annex 1 

 

Posting of notice of assessment of applications 

submitted by candidates 

 

Period for interviews and/or practical tests (if 

applicable) 

 

Display partial results notice  

Appeals at ...................  

Outcome of the appeals process  

Posting of the notice of the final results of the 

procedure after appeals at ................ 

 

 

........... people took part in the competition. 

 

The persons interviewed obtained the following scores: 

 

No. 

crt. 

Job title Candidate Score 

obtained 

ADMITTED / 

REJECTED 

1.     

2.     

3.     

 

Recruitment and Selection Committee signatures, 

 

President ................................................ ................................................ 

 

Member 1 ................................................ ................................................ 
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Member 2  ................................................  

 

Secretary ................................................ 


