New Recruitment Information List
Please complete and return to Clare Wickings or Karen Gardner

	Funding Information

	Source of funds:  XXXXXX

	Budget Code  (where post will be paid from):      XXXXXX

	

	Post Details

	Post number if known:  
	If existing, who is post replacing?

	Grant funded?   
	

	Part-time or Full-Time?    XXXXXX
If full-time, would you consider applications from good candidates wanting PT work? 


	If Part-time, %age of post and hrs to be worked?


	Duration of post and end-date of funding (if different):    XXXXXX

	Grade:   XXXXXX
	Scale point:
	Proposed Start Date:  

	Line Manager:    XXXXXX

	Advertising (see notes below *)

	Where to advertise:  STANDARD: Univ website / Jobs.ac.uk / PHC website / PHC noticeboard 
OTHER ADVERTISING (please specify):  


	Insertion date for advert:  

	Budget code for any additional advertising:

	Closing date for applications:  
	Shortlisting date: 

	Interviews

	Interview date (allow a minimum of 2 weeks from closing date): 

	Chairman of interview panel:  

	Interview panel members:

	Any special requirements, e.g test and/or presentation for candidates, IT, teleconferencing?



	Pay travel expenses?   
	Max cost / overnight stay 
(see notes below **):

	Budget code for travel expenses:

	Other

	CRB Screening required?    

	Notes

	* If you would like adverts to appear elsewhere other than where is standard, please specify.  Please allow 3-4 weeks for advertising (4 weeks is minimum requirement for work permits), plus 3 weeks for shortlisting and interviewing.

** Please specify maximum cost that can be reimbursed and whether you are prepared to reimburse overnight accommodation costs (we have a list of B&B’s in the Headington area which can be supplied to candidates needing to stay overnight, cost for single room approx £60 - £70 per night).




	(For office use only)

AUTHORISATION (to be signed off by departmental administration)

Agreed   ______________________________________________________

Date _________________________________________________________




XXXXXX – Compulsory fields. Will be returned if not complete.



Recruiter:  


Project:  


Job Title:	


CORE Vacancy Reference: 








