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	ADVERTISING REQUEST FORM
	

	Please complete and forward to Human Resources Branch
	


Use this form to advertise a vacant position internally and/or externally including when an external recruitment agency has been engaged.

	POSITION DETAILS (PLEASE USE BLOCK LETTERS)

	School/Branch:
 Campus/Location:

Job title:

Existing classification(if applicable): 

 
Reports to (name and position number):
 


	Contract type
	 FORMCHECKBOX 
 Fixed-term
	 FORMCHECKBOX 
 Continuing/Tenurable 
	

	Is this position in the Staffing Establishment?
	 FORMCHECKBOX 
 Yes
	Attach approved position description

	
	 FORMCHECKBOX 
 No
	Ensure position description is developed and classified by HR

	Period of contract
	From:

	To:


	Hours

	 FORMCHECKBOX 
 Full-time        
 FORMCHECKBOX 
 Part-time:………………….… FTE

	DEST Function Code 
	 FORMCHECKBOX 
 Research only

	 FORMCHECKBOX 
 Teaching & Research

	 FORMCHECKBOX 
 Other


	Type of funds
	 FORMCHECKBOX 
 Recurrent
	 FORMCHECKBOX 
 Student fees

	 FORMCHECKBOX 
 Grant (competitive)

	 FORMCHECKBOX 
 Other external

	Salary costs           
	Account code 1
	_  _  _  _  _  /  _  _  _  _   /  _  _  /  _  _  _  /  _  _  /  _  _  _  _  /  _  _  _  _  _  _  _  _
	
%

	
	Account code 2
	_  _  _  _  _  /  _  _  _  _   /  _  _  /  _  _  _  /  _  _  /  _  _  _  _  /  _  _  _  _  _  _  _  _
	
%

	      External funding source
	


	      Grant holders
	


	UniSuper contribution:
	 FORMCHECKBOX 
 9% 0r  FORMCHECKBOX 
 17%

	Advertising costs
	Account code 
	_  _  _  _  _  /  _  _  _  _   /  _  _  /  _  _  _  /  _  _  /  _  _  _  _  /  _  _  _  _  _  _  _  _
	

	Recruitment costs

 
	Account code 
	_  _  _  _  _  /  _  _  _  _   /  _  _  /  _  _  _  /  _  _  /  _  _  _  _  /  _  _  _  _  _  _  _  _


	

	ADVERTISING INTERNALLY AND/OR EXTERNALLY 

	Please indicate whether you intend to advertise internally to staff only and/or externally

 FORMCHECKBOX 

Internal

 FORMCHECKBOX 

External


Recruitment agency name (if relevant): 



Contract in place:   FORMCHECKBOX 
 Yes /  FORMCHECKBOX 
 No
 FORMCHECKBOX 
            No advertising 
                ……………………………………..                                                                    ……………………………………………….

                Supervisor signature                                                                                        Director HR signature

	ADVERTISING CONTACT DETAILS

	Advertising contact name within school/faculty/Div/Branch:


Telephone Number: 


(Please note this contact person must hold authority to approve the costs of recruitment and proofs related to advertising.  Additionally the staff member must be available from date of submission of the form (5pm Thursday until the following Thursday for questions)
Determine advert layout 
 FORMCHECKBOX 

composite (if available)
 FORMCHECKBOX 

display

	ADVERTISING PLACEMENT DETAILS

	Placement of advertisement as follows:

The University’s jobs web site www.adelaide.edu.au/jobs
 FORMCHECKBOX 
 Australian (Saturday)
 FORMCHECKBOX 
 SEEK website: www.seek.com.au/hes
 FORMCHECKBOX 
 Australian HES (Wednesday)
 FORMCHECKBOX 
 CareerOne website: www.careerone.com.au
 FORMCHECKBOX 
 Advertiser (Saturday)
 FORMCHECKBOX 
 UniJobs website: www.unijobs.com.au 
 FORMCHECKBOX 
 The Age
 FORMCHECKBOX 
 My Career website: www.mycareer.com.au 

 FORMCHECKBOX 
 The Sydney Morning Herald 

 FORMCHECKBOX 
 Other (specialist websites/international websites/journals), Name……………………………………………………………………………………………………………………………………
 FORMCHECKBOX 
 Please advise of any memberships you might have……………………………………………………………………………
 FORMCHECKBOX 
Other requirements




	OCCUPATIONAL HAZARDS

	Please list the occupational hazards as agreed in the Position Description.



	CHECKLIST

	Completed documentation must be received by Human Resources by 5pm Thursday, for publication on Saturday of the following week or appropriate date thereafter.  Incomplete documentation will delay advertising.

Attachments:

 FORMCHECKBOX 
 Justification for the staffing establishment (if required)
 FORMCHECKBOX 
 Fixed- term contract category details (if applicable)
 FORMCHECKBOX 
 Hard copy of authorised current position description/selection criteria (signed by Head of School/Branch Manager professional staff positions only))
Emailed documents have been sent to <advertising@adelaide.edu.au>:

 FORMCHECKBOX 
 Electronic Word copy of the draft advertisement 

 FORMCHECKBOX 
 Electronic Word copy of the draft Selection Criteria (for Academic positions only)
 FORMCHECKBOX 
 Electronic Word copy of the current Position Description 



	authorisation (ALL SIGNATURES ARE REQUIRED)

	Faculty/Division Finance Manager

 FORMCHECKBOX 
  I certify that this position is within the School/Branch’s approved staffing establishment or budget
Name (please print):
…
Signature:
…

Date:
…

Please retain a copy for your records
	Head of School/Branch Manager

 FORMCHECKBOX 
  I approve that this position is within my approved staffing establishment or budget
Name (please print):
…
Signature:
…

Date:
…

Please retain a copy for your records
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