
Providing staff that last
for Norfolk businesses



Warehousing & Logistics
Manufacturing & Food Processing
Office & Professional Services

We’re The Recruiting Office. 

Based in Norwich, we specialise in finding temporary and permanent staff for businesses in Norfolk.

We cover three main sectors;

In the current candidate short market, we know how important it is to recruit the right employee for your growing team.

We are so confident that we can match you with your ideal permanent or temporary candidate, that we promise:

Hello!

Warehousing & 
Logistics

Manufacturing &
Food Processing

Office & 
Professional Services

An ideal candidate in 7 days
We guarantee to find at least one candidate who matches your specification within 7 days

96% placement success
96% of the candidates we placed last year successfully completed their probationary
employment

Full money-back guarantee
Free replacement or full refund in first 100 days if the candidate is unsuitable (Gold & Platinum
services only)
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Adela and I began The Recruiting Office to bring open, honest, knowledgeable and
ethical recruitment to Norfolk’s logistics and manufacturing companies.

We also wanted to bring to the sector the traditional head-hunting skills that had
previously been reserved for executive level recruitment. We want to connect with
those hard to find candidates that other recruiters and direct recruitment campaigns
fail to reach.

Since opening, we have established a growing reputation of finding the perfect
candidates for a broad range of temporary and permanent roles. We have successfully
recruited for an incredibly diverse range of roles from warehouse picker packers to
commercial directors and from HGV drivers to transport managers.

In an increasingly candidate short market we have found that our ability to pro-
actively connect with passive candidates is increasingly important in filling the
vacancies we receive.

If you are looking for advice or support for a vacancy you are looking to fill, we would
be delighted to have a no-obligation meeting or conversation with you.

We can offer advice and support on a range of topics.

Neil Scarborough, Managing Director

But first, a little bit about us...



With over 40 years’ combined experience, we do things a little differently: 

Our Process 

We’re vacancy-led
We specialise in proactively finding the right
candidate for your specific vacancy.

We make headhunting accessible
Whatever your vacancy, we search harder for
the candidates that will do a great job.

We're your HR department
We take away all the pressure and deliver an ideal
candidate within 7 days.

We're more thorough
Whether searching for candidates, advertising
vacancies or vetting applicants – we go further



Services we can provide

Job & Person Specification Creation

Creation of Role Specific Skills Matrices 

Salary Benchmarking 

Vacancy Advertising

Skills Benchmarking

CV Screening

Candidate Telephone Interviews

In Person Candidate Interviews

Candidate Skills Assessment

Psychometric Assessment

Interview Scheduling

Vacancy Specific Competency- Based Interview Design

Interview Panel Meber

Design of Interview Rating Matrices

Interview Feedback

Offer Execution

Candidate Referencing & Background Checks

Candidate Onboarding



Recruitment is time consuming and takes your business away from what it does best. Let us work hard to find you the
very best talent. 

We can deliver any and all aspects - from simply sourcing candidates to specifying job roles. We can even interview and
ask the tough questions for you. 

After discussing your vacancy, this is what you can expect our 7 day process to look like: 

Permanent Staff 

We will visit you, where a visit can be
accommodated, to discuss the vacancy, your
recruitment objectives and recruitment
deadlines.
We’ll visit the department where the successful
candidate will work. This will help us better
understand the role as well as helping us to
match the right candidate. 
We will schedule initial interview dates and times
for up to 3 candidates and the likely dates of any
2nd and subsequent interviews.

1
DAY

We will email you our completed Job and Person
Specification for your vacancy.2

DAY

We will undertake a search of our own extensive
candidate database and make contact with
potential candidates.
We will place advertisements with appropriate
job boards and/or job aggregators (at our
discretion and expense)
We will post your vacancy across our relevant
social media channels to generate the interest of
potentially suitable active candidates.

3
DAY

7
DAY

Should a lower number of applicants apply, we
will undertake social media searches to allow us
to identify and make contact with potentially
suitable candidates.5

DAY

Upon vetting the candidates, we will prepare
CV’s for each applicant. 6

DAY

We will submit CV’s of up to 3 fully interviewed,
skills matched and document checked
candidates for your consideration and review.

We will review initial applications received.
We will undertake proactive searches of the CV
databases we subscribe to, giving us access to
over 20 million candidate CV’s.
We will make contact with candidates who have
responded to our adverts and with the semi-
active candidates we identify from our searches.
We will undertake initial telephone interviews
with individuals and schedule face-to-face
interviews with those suitable.

4
DAY



I can’t praise Neil and Adela
enough for the work they
have done to find our recent
employees. This is now our
chosen way of taking on new
recruits. When we need new
recruits we will contact The
Recruiting Office.

Kevin
Plant Manager



You can’t always tell when you’re going to need additional staff. With a single call, we’ll move into action,
scouring our trusted pool of staff and attracting the best in available candidates. 

Our existing database means we have dependable workers pre-matched and ready for work - with the pre-
vetted licences, skills, experience and references you need. 

After discussing your vacancy, this is what you can expect our 7 day process to look like: 

Temporary Staff 

We’ll discuss the vacancy fully with you, ensuring
we have all the details needed to successfully
recruit for the position.
We’ll (where possible) visit the candidate’s
working environment to help in the matching
process.
Where you prefer to pre-interview prospective
temporary workers we’ll schedule initial
interview dates and times for up to 3 candidates.

1
DAY

We’ll send you the completed Job and Person
Specification for your vacancy.2

DAY

We’ll contact all suitable temporary workers, we
have on our own extensive candidate database.
We’ll submit up to 3 suitable candidate CV’s for
you to review.
Where CV’s are not required, we’ll confirm the
name and start date of the candidate we’ve
selected.
Should we be unable to identify sufficient
candidates, we’ll place advertisements with
appropriate job boards, social media and/or job
aggregators (at our discretion and expense).

3
DAY

If there is a lower number of applicants than
anticipated, we will undertake further searches,
including using social media, to identify and
make contact with potentially suitable
candidates.

5
DAY

In the unlikely event that we have been unable
to fill your temporary vacancy, we will make
contact to provide a further update and agree on
an action plan on how to proceed.6

DAY

We’ll review applications received.
With our exclusive access to over 20 million CV’s,
we’ll carry out proactive searches for potential
candidates.
We will make contact with those suitable, and
undertake an initial telephone interview.
We will schedule face-to-face interviews with
applicants we consider suitable.

4
DAY



Sectors & Types of Roles

Transport Managers & Office
Staff
Warehouse Managers &
Supervisors
Team Leaders & Chargehands
Van & Multi-Drop Drivers
Category C+E & C (HGV I & II)
Drivers
Forklift Drivers
Warehouse Pickers & Packers
Stores People

Warehousing & Logistics

Factory operatives
Supervisors and team leaders
Production and operational
management
Engineering machinists and
CNC operators
Quality assurance and quality
control
Food industry technical
specialists

Manufacturing & Food
Production

Executive Assistants
Personal Assistants
Generalist & Specialist
Administrators
Secretaries
Accounts Office Staff
Administration and
secretarial
Sales and marketing
Customer service
HR
Management and leadership

Office & Professional Services



The Recruiting Office has
found our company a
succession of quality staff
that are continuing to
provide first class service to
our customers in East Anglia.
The professional and
thoroughly well organised
manner that The Recruiting
Office operate make them a
pleasure to do business with.

Graham
Transport Manager



Packages

Bronze

Suitable for relatively
unskilled blue collar
vacancies where only
relatively commonly
held skills and/or
previous experience
are required.

Silver

Suitable for semi
skilled blue collar and
entry level white
collar vacancies
where required
qualifications, skills
and previous
experience are likely
to be held by
relatively large
numbers of workers.

Gold

Suitable for mid level
vacancies where the
contribution of the
candidate is likely
more of an impact on
overall company
success.

Platinum

Suitable for senior
leadership
appointments,
department heads
and highly
specialised roles,
where suitable
candidates are likely
to be scarce.

Whether you need headhunting and competitor targeting – or simple straight forward
recruitment – we’ve got a service to match.



No matter the position, whether it’s for
Warehousing, Logistics, Manufacturing, Food
Processing, Office or Professional Services,
we can help.

With over 43 years’ experience of helping
Norfolk businesses recruit staff, you can be
confident in our ability to find you the right
person for your vacancy.

Contact us today;

        01603 964816

        info@therecruitingoffice.co.uk 

        www.therecruitingoffice.co.uk


