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Recruitment Policy 

 

Background 

SAME has until now been an association which was managed solely through elected volunteers who 

added the management tasks to their own personal paid employment (be that self-employment or 

employment by another). 

SAME opened its Apia physical office in September 2013 and using UNDP Funding for a Technical 

Advisor employed Laisene Tuioti Mariner for 12 months which, after a satisfactory UNDP review, 

may have funding continued for up to another 24 months, and a Receptionist, Faith Ekeroma, as a 

casual worker. 

These two roles were filled using a common approach (both in Samoa and overseas) of “shoulder 

tapping”. This approach means that if someone with suitable skills is known to those who are looking 

for an employee, they in effect ‘tap them on the shoulder’ and ask them to consider and take on the 

role.  

However, as this is a membership based organisation and the members have the right to question 

decisions made by the Executive Committee (EC) a recruitment policy for the future would be 

beneficial. 

Recruitment 

The SAME office requires at least one full-time employee in the role of Office Manager. The number 

of employees may need to be increased if the membership numbers, income and volume of work 

increase in the future.  

Recruitment for SAME should be a fair and open process. 

 Position Descriptions should be developed for any roles that are to be considered, approved 

and filled. The skills required for the role should be outlined in the position description. 

 A proposal for the filling of any role within SAME should be made to the EC, this proposal 

should justify the position, outline the cost of filling the role (recruitment costs, salary and 

taxes) and the funding available to cover the role. This applies to both new and replacement 

recruitment. 

 The position, if approved, should be advertised through the normal recruitment avenues. 

 Once applications have been received these should be shortlisted and then appointments 

made for interview. All those not shortlisted should be advised that they were unsuccessful. 
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 An interview panel (no more than three people) should be developed from the EC including, 

if possible and appropriate, the most senior office staff member available. 

 Interviews should take place and agreement reached between all members of the panel on 

the most appropriate candidate. 

 The successful candidate should be advised and if accepts the role, unsuccessful candidates 

notified. 

 An appropriate employment agreement should be drawn up and all forms required to cover 

taxes etc should be completed. A start date is to be agreed. 

 On the day the new employee starts a brief induction programme should be developed to 

introduce the employee to SAME and its policies, procedures and processes and a meeting 

with the President, Vice-President, Secretary and Treasurer arranged as soon as possible. 

 

Changes to this Recruitment Policy 

The EC will consider at any stage amendments to this Recruitment Policy information of such 

amendment or change is to be sent out to members for their consideration prior to the next AGM. 

Validation of any recommended change is to be sought at the next AGM.  


