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Tender for Recruitment Services  
This “Invitation to Tender” will be published on the Doncaster Chamber’s website and organisations wishing to supply should submit a proposal addressing these key points, using the same headings.

The decision to place an order for goods or services will be made on the following criteria:
· Price/value for money

· Environmental impact

· Quality of product and/or service

· Speed of delivery

Please read the Doncaster Chamber Procurement Policy (available at www.doncaster-chamber.co.uk) before completing this tender. 

A. Aim & Objectives of this tender:

We require a recruiter to work closely with the Doncaster Chamber to recruit a position within the organisation. Please tender for the following items: 

B. Aim

We require the recruitment of: 
1 x Project Support Officer – Education and Skills (fixed term contract until 31/03/21 with potential to extend subject to funding)
1 x Executive PA 
C. Objectives

To provide a comprehensive service including but not limited to: extensive advertising to find the right candidate for the position and screening of applicants to ensure the most suitable are interviewed. Services should be aligned to our Chamber Values that can be found: https://www.doncaster-chamber.co.uk/what-is-the-chamber/
D. Timescale

Candidates to be shortlisted – 1/10/21

Interview Date – 7/10/21

E. Budget

In order to demonstrate value for money please break down your fees relative to the different aspects of the project. This will allow for ease of comparison. 

F. Proposals

Please complete your proposal for this work by addressing all the points in this tender clearly and concisely. Please also enclose any other information that you feel will support your proposal, including any added value you will bring.

You should also include details of the following:

1. How you will deal with any unforeseen circumstances such as illness and any staff in place to work on the project if necessary, again with experience etc as above.

2. At least 2 referees relating to work of a similar nature, undertaken during the past 2 years. 

All proposals should be sent by email for the attention of: Gemma Willey gwilley@doncaster-chamber.co.uk
Proposals should arrive at Doncaster Chamber no later than 1pm on Monday 2Oth September. 
The chosen organisation will be informed by Thursday 23rd September 2021; if you have not received confirmation by this date you have been unsuccessful on this occasion. Feedback can be provided on request.  Please do not let this deter you from submitting tenders in the future.

Decisions will not be determined by the costs quoted alone, and all decisions made by the

Chamber will be final. 
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