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Public Service Commission Logo 

His Excellency the President, Dr. Ernest Bai Koroma, who is also 
Minister for the Public Service, on Monday 19th August 2013, gave 
his kind consent for the Public Service Commission to adopt and 
use a newly designed Logo which will give an ‘identity’ (branding) 
to the Commission. 
 
The design of the Logo which was the joint effort of Commission 
Members and Staff depicts the following: 

 
i. the map of Sierra Leone representing the national spread 

of the Commission’s responsibilities and  activities 

ii. the Lion which is an integral part of the nation’s coat of 
arms, has been used to carry the lighted torch represent-
ing the transparent and accountable nature of the Com-
mission’s activities 

iii. the Commission has adopted as its Motto - “A Purpose 
Driven Will,” which throughout the past five years had pro-
vided the Commission with the impetus to relentlessly 
work on its programme for reform and change. 

The Logo will also be used as the Official Seal for the Commission 
and as its mark to authenticate all official documentation by and 
from the Commission. 



Recruitment as a human resource 

management function is one of the 

activities that impact most critically 

on the performance of an organiza-

tion. 
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CONSTITUTIONAL MANDATE 
Section 152 (1) of the Constitution of Sierra 
Leone (Act No.6 of 1991) stipulates thus: 
 “Subject to the provisions of this Constitu-
tion, the power to appoint persons to hold or 
act in offices in the public service (including 
the power to make appointments promotion 
and to confirm appointments ) and to dismiss 
and to exercise disciplinary control over per-
sons holding or acting in such offices shall be 
vested in the Public Service Commission” 

VISION  

Our Vision is to be outstanding, 

effective and efficient in the exe-

cution of our constitutional 

mandate of merit-based recruit-

ment and retention of the best 

skills into the public service and 

in the institution of the highest 

ethical and performance stan-

dard in the public service of Si-

erra Leone.  
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MISSION STATEMENT 

 

Our Mission is to provide lead-

ership, supervision, oversight 

and guidance to the develop-

ment and management of the 

human resources of the public 

service to ensure effective and 

efficient service delivery to the 

people of Sierra Leone.  

Core Values 

Independence 

Political Neutrality 

Transparency 

Accountability 

Integrity 

Responsiveness 

Equal Opportunity 



Foreword 

T 
he Public Service Commission (PSC) recognizes that 
good governance, effective and efficient service delivery 
can only be realized when the right mix of qualified, and  

experienced and competent personnel are recruited into the Civil 
Service.  

The provision in Section 152 (1) of the Constitution of Sierra 
Leone (Act No. 6 of 1991), confers on the PSC, “Subject to the 
provisions of [the] Constitution, the power to appoint per-
sons to hold or act in offices in the public service (including 
power to make appointments on promotion and to confirm 
appointments) and to dismiss and to exercise disciplinary 
control over persons holding or acting in such offices shall 

vest in the Public Service Commission.’’ 

In view of the above, the PSC in close consultation with the 
World Bank and the Human Resources Management Office 
(HRMO) has developed this hand book of Merit-Based Compe-
tency Recruitment and Selection Procedure that should provide a 
general framework and set standards for all recruitment and se-
lection of personnel into the Civil Service. It seeks to provide all 
stakeholders with guidelines on recruitment and selection for fill-
ing vacant posts in the Civil Service. 

This handbook aims at offering transparency, fairness and equal 
opportunity throughout the recruitment and selection process. It 
also ensures the right environment for stimulating innovation, 
creativity and commitment in the Civil Service. 

The compilation and publication of this handbook is a novelty. 
This is yet another step forward in Government’s continuing 
quest at reform and change. This handbook will be reviewed pe-
riodically to ensure transparency and competitiveness in our re-
cruitment and selection procedures. 

V. T. Collier 
Chairman,  
Public Service Commission 
August 2013 
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T 
he Regulations outlined in the Sierra Leone Govern-
ment Civil Service Code, Regulations and Rules, serve 
as points of reference throughout this Handbook. The 

Code provides the rules and principles, and the Handbook 
provides the details for application. 

In line with the Public Sector Reform Programme and the im-
provement in service delivery, the PSC will ensure that it con-
tinues to recruit within its mandate; attracting and selecting 
the best candidates who will uphold the highest standards of 
efficiency, integrity and competency. 

In this context, the term competency refers to a combination 
of skills, attributes and behaviours that are directly related to 
successful performance on the job.  

In line with the PSC’s Vision and Mission which involves lead-
ership and oversight role for the Public Service, the recruit-
ment and selection process will be based on the following  
guiding principles:- 

 Integrity  - consistency of actions, values, meth-
ods and principles based on honesty   and truth-

fulness 

 Transparency and Impartiality – guaranteeing that 
the recruitment and selection process is fair, 

equal and open to every candidate 

 Responsiveness - carrying out its functions with 

promptness to meet the needs of its clients  

 Independence – the Commission is not subject to 
the control or direction of any other authority in 

the performance of its functions 

 Competitiveness – transforming the public service 
into a service- oriented and efficient work force 

Introduction 
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through a competency and merit based recruit-

ment process   

 Diversity – the Commission is committed in its 
quest to select and recruit the best candidates us-
ing as its yardstick the principles of value, compe-
tence , skills evenly mixed with cultural/regional 

and gender balance. 

These  procedures will apply regarding the recruitment and 
selection to fill “Offices of Emolument” defined at page 7 item 
21 in the Civil Service Code of Conduct, Rules and Regula-
tions as ‘…any established post in the public service’.  

In filling a vacancy in the Civil Service, preference is given to 
a candidate already employed so long as the candidate 
meets the necessary requirement for the post. However, 
when there is shortage or lack of qualified and experienced 
internal candidate, the need for fresh, talented, skilled, com-
petent and experienced candidate shall justify/ warrant filling 
of the post externally ( Chapter 2 –Recruitment and Appoint-
ment, Regulation 2.7).   

In this regard, the following procedure or step by step guide 
on Recruitment and Selection in the Civil Service will apply. 
These steps attempt to define the entire process involved, 
starting with the declaration of vacancy by the hiring MDA 
right up to job offer.  

Note : 

The authority for the establishment of new posts or regrad-

ing of existing ones lies within the remit of the Regrading 

Committee chaired by the Secretary to Cabinet and Head of 

the Civil Service. 
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1.1  All vacancies in the Civil Service are declared by the hir-
ing MDA to HRMO accompanied by a Job Description.  

1.2  No recruitment process shall commence unless the post 
is established and budgeted for. 

1.3  All such vacancies must be verified against the approved 
manpower plan and budget. HRMO has the primary re-
sponsibility to prepare and ensure provisions within the 
plan and budget are strictly adhered to. 

1.4  Once declared and confirmed by HRMO as an estab-
lished and budgeted post, a vacancy announcement is 
made. 

RESPONSIBLE BODY: - HRMO and Hiring MDA 

TIME FRAME: - Open 

Step By Step Procedures  

for Recruitment and Selection 

STEP 1 – Declaration of Vacancy  

 2.1  The HRMO has the delegated authority to recruit officers 
from grades 1-5, whilst PSC recruits from grades 6 and 
above, in consonance with section 154 (2) of the Consti-
tution of Sierra Leone. The grading of posts will be 
based on the job evaluation scheme in force.  

2.2  Following the submission of a vacancy notice by the hir-
ing MDA, the HRMO shall verify the vacancy against the 
approved manpower plan and the budget of the MDA.  

Note: 

The practice by MDA’s to engage ‘volunteers’ to work in 

established posts is strictly  prohibited. 
 

RESPONSIBLE BODY: - HRMO and Hiring MDA 

TIME FRAME: - Open 

STEP 2- Verification of Vacancy 
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3.1  Prior to the start of the recruitment and selection proc-

ess, the hiring MDA in consultation with HRMO shall 

develop the job description.  

3.2  All job descriptions for the respective posts declared to 
the HRMO should provide adequate information needed 
for job clarity and classification of the posts and would 
normally consist of seven (7) parts: 
 Job Title 
 Job Grade/Scale 
 Job Purpose 
 Main Duties 
 Reporting Lines 
 Key Deliverables 
 Recruitment Criteria     

RESPONSIBLE BODY: - HMRO and the hiring MDA  

TIME FRAME: - Open 

4.1 All approved vacancies shall contain information such as, 
title of post and grade level, post location, outline of func-
tions and required qualifications/ experience, deadline 
for submission of applications, venue of receipt and con-
tact persons. 

4.2 Where objective data indicates that a market premium 
may need to be offered to attract qualified candidates, 
the advertisement may indicate that a premium above 
the grade maximum may be offered to the successful 
candidate, based on qualification and experience.  

4.3 Prior to the advertisement of an approved vacancy, the 
hiring MDA must first of all decide whether the vacancy 
is to be filled by promotion or external recruitment. If the 
post is to be advertised for external recruitment, internal 
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STEP 3 - Preparation of Job Description 

STEP 4 - Vacancy Advertisement 



5.1  Following the job advert, application forms shall be made 
available to interested applicants at the PSC / HRMO  in 
Freetown and the Provincial Secretary offices in the 
three regional headquarter towns in Bo, Makeni and 
Kenema. Applicants will also be required to return com-
pleted application forms at the point of collection. 

5.2  Upon submission, prospective candidates will record 
their names, phone numbers, e-mail contacts and ad-
dresses in registers provided by the PSC/ HRMO at the 
four locations. Candidates will also be required to sign 
the register indicating the PSC/ HRMO receipt of com-
pleted application forms for ease of verification, refer-
ence and communication. 

Note:  

PSC Application forms are not for sale and are available 

free of any cost.  

RESPONSIBLE BODY: - PSC/ HRMO 

 TIME FRAME: - 4 weeks up to closing date in advertisement 
i.e. from the date of first publication/announcement to dead-
line set for receipt of applications. 

candidates are eligible to apply.   

4.4  All vacancy announcements including deadline for re-
ceipt of applications, will be published in the Sierra 
Leone Gazette, the internet and the mass media particu-
larly over community radio stations for full national cover-
age. 

Note:  

Plans are underway to create on-line advertisement and ap-

plication process through the PSC / HRMO websites when 

set up. 

RESPONSIBLE BODY: - PSC  

TIME FRAME: 4 weeks up to closing date in advertisement 
i.e. from the date of first publication/announcement to dead-
line set for receipt of applications. 

STEP 5 – Issuance and Return of Application Forms 
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6.1 Reviewing an application is the first opportunity in the se-
lection process to assess applicants using job related 
criteria based on the actual job description.  The screen-
ing of applications will specify that candidates who meet 
the requirement in the vacancy advertised shall be short-
listed to compete for the post. 

6.2  Preparation:  When  preparing job descriptions and per-

son specifications,  careful thought should be given to 

the criteria that will help to fairly sort out candidates. 

There are certain criteria, such as the holding of a qualifi-

cation or certain types of experience, which can be iden-

tified on an application form. These criteria, often called 

“hard data”, should be used to shortlist the applications 

prior to interview. 

 Criteria such as interpersonal skills or team skills, often 
termed “soft skills”, cannot be assessed on an applica-
tion form. A candidate who states that they have good 
interpersonal or team skills may not necessarily have 
them or to the standard required, so this statement can-
not be used as a basis for short listing. Only an interview 
or other selection assessment method can assess 
whether the candidate has these skills and to the re-
quired standard. 

 
6.3 Screening: The screening of all application forms will be 

done at the PSC by the Selection and Staff Development 
Department and HR representation from the hiring MDA. 
This will involve the reviewing and short listing those ap-
plications which demonstrate a good match in terms of 
knowledge, skills and abilities listed in the advertised va-
cancy. 
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STEP 6 – Short-listing Candidates 



6.4 Short listing Grid: In order to have a greater clarity of 
how the number of applicants are whittled down in the 
short listing process, a short listing grid is used. The grid 
provides a list of applicants in the first column alphabeti-
cally, followed by some blank columns. The blank col-
umns should be used to record the key criteria ( hard 
data)  for each applicants with a ‘yes’ if they possess the 
criteria, or a ‘no’ if they do not.  Applicants whose tally 
meet the essential requirements will be short-listed.  If 
there are too many applicants to be tested, then the is-
sue of “Desirable Criteria” should be taken into account. 

 
6.5 A record is made of all decisions on the ‘short-listing form’ 

which is to be retained by the Selection and Staff Devel-
opment Department. 

6.6 Feedback: The PSC/ HRMO, in the interest of transpar-
ency and accountability, plans to communicate with all 
applicants to inform them of the outcome of their applica-
tions as soon as websites are set up.  

RESPONSIBLE BODY: PSC/ HRMO 

TIME FRAME:  1-3weeks 

Notes: 

The grid method is a useful tool that will assist in the short 

listing process. The grid is also an essential record to dem-

onstrate the fairness of the exercise justifying decisions 

taken. 

The grid also serves as a reliable source of evidence in case 

of a challenge as Candidates are increasingly requesting 

feedbacks on the reasons why they have not been shortlisted 

for interview. It is good practice for any organisation to be 

able to provide this feedback and to show that recruitment 

practices are robust and fair. 
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7.1 It is the policy of the PSC to administer written tests at 
sub-graduate and graduate entry levels i.e. grades 6-8. 
These tests are administered as part of the short listing 
process, noting that applicants in this category invariably 
do not possess any work experience. To determine their 
potentials, written tests are set under three sections viz : 
General Questions, Country/Contextual Questions and 
Scenario/Competency-Based Questions.  

7.2 The contents of 7.1 above could be applied as appropri-
ate in the case of grades 1—5. 

 
7.3 Procedures regarding written tests will be as follows: 

i. Independent Adjudicators to set examination ques-
tions and draw up marking schemes. 

ii. Shortlisted candidates are advised by phone or email 
to collect in person, letters of invitation to sit the  

 examination.   
iii. Administer exams under PSC invigilation. 
iv. Marking of scripts and collation of marks by inde-

pendent adjudicators. 
v. Successful candidates are invited for interview. 
 

Notes:  

i. 7.3.ii above has been introduced as a precaution 

against any interception or interference with commu-

nications between the PSC and individual candidates. 

ii. Step 7 is not applicable to grades 9 and above. 
 

RESPONSIBLE BODY: - PSC/ HRMO 

TIME FRAME: - 2- 3 weeks  
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8.1  Interview Panel for grades 6 upwards: The panel shall 
comprise :- 
 Chairman and Members of the PSC, assisted by the 

Secretary PSC 
 Representatives from HRMO and hiring MDA will be 

invited to attend and will also participate in the inter-
view process. 

8.2 Interview Panel for grades 1 - 5: The panel shall com-
prise the Director General HRMO or designated repre-
sentative as chairman, directors, PSC representative, 
hiring MDA, assisted by Deputy Director Recruitment 
and Selection 

 
8.3 The Interview Assessment: The Interview Assessment 

will take the following criteria into consideration for final 
selection: - 
 Qualification 
 Experience  
 Skills and Competencies  
 Relevant Training 
 Special Requirements 
 Interpersonal and Leadership Skills 

8.4 Prior to the interview, an Interview Plan which includes 

questions to bring out useful information is prepared.  

8.5 The Interview questions cover all the essential areas that 
the individual will need to perform if hired for the position.  
Additionally, questions asked will reveal his/her ability to 
function in the Civil Service. Once the questions have 
been developed, a rating guide is also prepared so that 
the applicants are objectively rated on how well their ex-
periences and skills meet the needs of the Service.  

8.6 The interviewer format and core questions are essentially 
the same for all interviewees to ensure equal treatment.  

STEP 8 –Interview Process 
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8.7 A time schedule is also established to allot each applicant 
the same amount of time. In this regard, a minimum of 
10-15 minutes is given before each interview for the 
committee to review the interviewee’s materials. Another 
10-15 minutes is given after each interview to assess the 
interviewee.  

8.8 Interviewers should read (re-read) each applicant’s re-
sume before the interview to ascertain among other 
things: 

 Knowledge of the interviewee’s background 
(academic and professional/experience). 

   Clarification of unexplained gaps in employment 
details regarding experience, and meaning of job ti-
tles. 

8.9 The interview process allows the Interviewer to obtain job
-related information about the Interviewee’s skills, abili-
ties as related to the job vacancy, and to clarify informa-
tion about their work history, education and background. 

8.10 Questions from the Interviewee: the Interviewee is 
usually allowed to ask questions/proffer comments at the 
end of the interview session. 

 

8.11 Closing of the Interview: Applicants will not be given 

any indication of their standing relative to other candi-

dates. They will be informed as to when and how they 

will be contacted.  

8.12 Interview Records: Interview Assessment forms are 
completed by each panel member, showing the score 
that has been given and details of why the scores are 
given. 

 At the end of the interview, the panel discusses the re-
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9.1 Reference and Background Checks are job-related inquir-
ies which are useful in verifying an applicant’s previous 
work history and skills, knowledge and abilities. They are 
conducted for those selected prior to making an offer. It 

sponses provided by each applicant and the scores 
given by each individual panel member. A total score is 
recorded on the Selection Assessment Score Sheet. 

8.13 Evaluating Interviewees: Applicants are assessed im-
mediately after the interview and evaluations are done 
exclusively based on interview information. 

 Bearing in mind that everyone has strong and weak 
points, Interviewees are therefore evaluated on each se-
lection separately.  Whilst making hiring decisions, Rat-
ing Guides are used to draw distinctions among inter-
viewees according to the selection criteria. The highest 
ranked candidate will be selected. 

Notes:  

i. During the Interview, the panellists will discuss with the 

Interviewee the purpose of the Interview. Attempt is also 

made to make the Interviewee feel at ease in the Inter-

view.  

ii. Canvassing – Any applicant who canvasses (tries to use 

their relationship to gain an advantage in or influence 

the recruitment process) will be liable to be disqualified. 

iii. The Interview Assessment form should contain adequate 

detail to ensure that the reason for the decision is clear. 

In the event of any complaint about the recruitment 

process, the applicant has a right of appeal. 

RESPONSIBLE BODY: - PSC/ HRMO 

TIME FRAME: Open  

Step 9 - References and Background Checks 
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must be made known that offer of appointment is subject 
to satisfactory reference and background checks. If previ-
ously employed, previous employer will be contacted.  
Police clearance will also be requested. 

9.2 To ensure good time management, checks will be done 
using the telephone or e-mail along the following lines:- 

i. Inform the referee that the applicant has applied for a 
job in the Civil Service, providing the job title 

ii. Request the referee to provide information on the fol-
lowing: 

 Length of time the referee has known the appli-
cant 

 The capacity in which the referee has known the 
applicant (work related as a superior, colleague or 
subordinate, socially or otherwise) 

 Knowledge of the applicant’s work performance, 
dependability, honesty, leadership capacity, team-
building capacity 

 Provide a timeframe within which referee should 
respond 

9.3  If the applicant has been in the service, his/ her record 

are found and reviewed in addition to taking of refer-

ences. All applicants are required to provide copies of 

university diplomas and professional certifications listed 

in their applications. 

9.4  For applicants from outside the country, it would be ap-

propriate to request the Police to send a request to the 

police department in the last location of residence for a 

clearance. The reference checks will become part of the 

applicant’s permanent record.  
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10.1  Once the selection process is completed, the Secre-
tary of the Commission will issue letters  notifying suc-

cessful candidates of their selection for appointment.  

10.2  A Public Service Commission Order for grades 6 and 
above listing out the names of selected candidates and 
positions ( together with application forms and support-
ing documents) signed by the Chairman and Secretary 
of the Commission is then forwarded to the Director 
General , Human Resources Management Office for 
the appointment process to be effected. 

Notes: 

i. Work references will not be a requirement for graduate 

entry level 

ii. Reference and background checks are a normal compo-

nent of the recruitment process, especially for senior po-

sitions 

iii. Although an applicant may appear technically compe-

tent from his/her application and interview, if any is re-

ported and confirmed to have a dubious character and 

fraudulent records in office, such applicant will not be 

offered the Job 

iv. If the background check reveals that the selected candi-

date is unsuitable for the position, the second ranked 

candidate will be selected 

v. In the event of the selected candidate declining the offer 

of employment, the offer should be extended to the sec-

ond ranked candidate. 

RESPONSIBLE BODY: - PSC/ HRMO 

TIME FRAME: - 1-3 weeks 

STEP 10 – Offer of Appointment 
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11.1 If anyone applying for a job feels that they have been 
discriminated against or unjustly treated during any part 
of the recruitment and selection process, they have the 
right to complain in writing to the Commission within 
one month.  

 

Notes:  

i.  All returned application forms will be retained for twelve 

calendar months at the PSC. This information is re-

tained for monitoring purposes in case the Commission 

has to deal with any complaints. 

ii.  All interview notes, rating guides and other documents 

from the interview will also be kept for a period of one 

year, after which these document and records will be dis-

posed of in such a manner and at a place within the pre-

cinct of the Commission to ensure confidentiality. 

STEP 11- Complaints 

10.3 For positions in grades 1 - 5, HRMO shall act in compli-
ance with relevant provisions in the DELEGATION  

 DIRECTIVES issued by the PSC on 29th March 2008. 

RESPONSIBLE BODY:  PSC/ HRMO 

TIME FRAME: - 1 week 
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