
 

 

Advertising using Expressions of Interest 

Expressions of Interest Guidance v2 

 

Internal vacancy is identified 
within the Team

Recruiting Manager uploads 
the vacancy details onto Trac -

Restricted

Once the vacancy is approved 
on Trac recruitment will notify 
the Recruiting Manager that 

the advert is live

Recruiting Manager now 
sends an Expression of 
Interest email to their 

Directorate with a deadline 
for responses

Internal applicants complete 
the EOI form and return to 

Recruiting Manager

Recruiting Manager reviews 
the EOIs received and 

shortlists
Internal interviews take place

Recruiting Manager selects 
the internal candidate to offer 

the role to

Recruiting Manager sends the 
completed EOI to the 
Recruitment Team for 

uploading to Trac, stating the 
Trac ID reference

agem.recruitment@nhs.net

Recruitment Team add EOI to 
Trac and updates vacancy to 

Offer

Internal checks (where 
applicable) are completed

Recruitment Team notifies 
Recruiting Manager that 

checks are complete

Recruiting Manager completes 
a HR2 Form and returns to 

Recruitment and Payroll

agem.recruitment@nhs.net

agem.payroll@nhs.net

Payroll Team action change on 
ESR and Recruitment Team 

issue a contract amendment 
letter to employee

Employee reviews, signs and 
returns their contract 
amendment letter to 

Recruitment

Recruitment Team close 
vacancy on Trac on receipt of 

signed contract letter

Resources 

Trac website 

User guide for 

creating a vacancy 

request on Trac 

 

Expressions of 

Interest template.docx
 

HR2 Change of 

Circumstances form 

Hiring Manager 

Applicant 

Recruitment 

https://admin.trac.jobs/
https://admin.trac.jobs/
https://admin.trac.jobs/userguide/132677766.html
https://nhs.sharepoint.com/:w:/r/sites/0DE_Intranet/Shared%20Documents/HR2%20-%20Change%20of%20Circumstance%20Form.docx?d=wfde0df9a5d734be4aa0c4a1884c5772b&csf=1&web=1&e=RcYDx5
https://nhs.sharepoint.com/:w:/r/sites/0DE_Intranet/Shared%20Documents/HR2%20-%20Change%20of%20Circumstance%20Form.docx?d=wfde0df9a5d734be4aa0c4a1884c5772b&csf=1&web=1&e=RcYDx5

