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APPOINTMENT OF A SERVICE PROVIDER FOR THE PROVISION, MAINTENANCE AND SUPPORT OF AN AGILE WEB-BASED ELECTRONIC RECRUITMENT SYSTEM FOR NKANGALA DISTRICT MUNICIPALITY FOR A PERIOD OF THIRTY-SIX (36) MONTHS
PURPOSE

Nkangala District Municipality intends to appoint a professional Service Provider to provide an agile web based Electronic Recruitment System that will enable the electronic handling of the recruitment operations from placement of the job adverts, provision of a platform for applications and response handling for the advertised positions, including live system shortlisting, development and drawing of various reports. 
NB: The proposed Electronic Recruitment System should be customisable in line with the Nkangala District Municipality corporate identity and applicable recruitment policies and processes.

1. SCOPE OF WORK

1.1. PLACEMENT OF JOB ADVERTS 
Placement of job adverts on the web portal as per request from the municipality’s Human Resources dedicated officials:

a. Placement of the approved advert/s.

b. Indication of dates i.e., date of advert and the closing date.

c. Automatic system closure on the time indicated on the advert.

d. Applicants profile creation.  

e. Issuing confirmation of receipt of an application.

f. Compulsory questionnaire customised to vacancy related questions to automatically eliminate applicants who don’t meet the set criteria. 

g. Issuing automated regret/unsuccessful application email notifications to those who do not meet the minimum compulsory requirements.

h. Storing application data.

i. Surfing applications and immediately regretting those who don’t meet the set criteria.

j. Exporting reports of applicants who meet criteria for shortlisting purposes. 

k. Ability to move applicants through the recruitment process (inviting candidates for interviews and regretting candidates post interview and facilitate the on-boarding of successful candidates etc.).

l. Perform vetting and screening of shortlisted candidates, (criminal record, credit checks, etc.)

m. Customized forms (adverts, reject letters, interview invites etc).

n. The system should have filtering capabilities (contact details, dates, vacancies, gender etc).

o. Downloading of reports generated when as and when required for management information and decision-making.  

1.2. SYSTEM USERS 

The system must be able to perform the following against each set of users: -  

a.    Applicant 

i. Individual user registration

ii. Profile creation

iii. CV/Resume construction and uploading.

iv. Upload supporting documents, (i.e., ID Copies and qualifications).

v. Apply for advertised jobs.

vi. Application status check.

b.    Internal User 

i. Develop and advertise approved jobs/vacancies.

ii. View dashboard of applicants.

iii. Review and verify application and documentation for completeness. 

iv. Create pre-screening questionnaires.

v. Generate and pull the reports based on the specific criteria.

vi. Approve / decline application.  

vii. Live shortlisting

viii. Automated updates on each posts progress

ix. Draw institutional organogram and reporting line functions.

x. Develop and download vacancy rate reports.

xi. Develop and download skills development plan.

xii. Develop and download Employment Equity Plan and related reports.

xiii. Conduct employee satisfaction survey.

xiv. Conduct employee verifications.

1.3. DOCUMENTS MANAGEMENT  

In respect of document management, the system must: -

a. build and maintain a document repository for all applicants’ documents.

b. have capability to preview documents before downloading.

c. maintain confidentiality of applicant documents. 

d. be compatible with and accept different types of documents e.g., word, pdf etc.

e. have capacity to upload and store huge documents.

f. Easy alignment to the Municipal Staff Regulations requirements.  

2. AUDIT TRAILS  

2.1. The system must maintain an audit trail of all activities within the system. 

2.2. Authorised users should be able to access and extract audit trail activity reports.

3. RESPONSE HANDLING

3.1. Provide Nkangala District Municipality with a long list of all applicants which must include name & surname, basic information (gender, race, e-mail address), qualifications & job experience (indicating at least 3 recent positions the candidate has held in different organisations, including duration). 

3.2. Provide the Nkangala District Municipality with a long list of all applicants which must include name & surname, basic information (gender, race, e-mail address, contact numbers), matric and other relevant tertiary qualifications & job experience (indicating at least 3 positions the candidate has held in different organisations, including duration). 

4. THE LIST TO BE PACKAGED AS FOLLOWS 

4.1. All CVs to be pre-screened as per the requirements of the advert and categorised as follows:

i. A list - Candidates who exceed the minimum requirements of the position as per the advert.

ii. B list - Candidates who meet the minimum requirements of the position as per the advert.

iii. C list - Candidates who do not meet the minimum requirements of the position as per the advert.

4.2. All supporting documents as submitted by job applicants to be saved in folders - electronically for each candidate and submitted to the Nkangala District Municipality and,

4.3. Long lists and CVs to be provided to Nkangala District Municipality a week after the closing date. 

5. SUPPORT
5.1.  Quality telephonic support services provided via telephonic consultations.

5.2.  Provision of Trouble Shooting solutions to system errors.

5.3.  Reasonable Turnaround times.

5.4.  System Updates and enhancement

5.5.  Release notes on any systems changes and new system features.

5.6. Provide Analysis Reports including but not limited to:

5.6.1. Generation of Quarterly Performance Reports, Mid-Year Performance Report and Annual Reports.

5.6.2. Generate Quarterly, Mid-Year, and Annual Dashboard Reports.

6. OTHER CONDITIONS

The system should be in line with the POPIA Act where applicant’s information cannot be accessed by unintended recipients. 
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