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REQUEST TO ADVERTISE A VACANCY

·  Please ensure that all sections of this form are completed and the information requested is forwarded to HR to commence the recruitment process.

	HR WILL NOT ADVERTISE UNTIL THE FOLLOWING INFORMATION HAS BEEN PROVIDED
1. Job Advert
2. Job Description – inclusive of HERA Role profile for any Academic Post
3. Person Specification
4. Welsh Language Assessment Form 


	Post Title:     Enter Details

	Department:     enter details
	Requested by HoD/Nominee:     enter details

	 FORMCHECKBOX 
 FT Hrs    
	 FORMCHECKBOX 
 PT Hrs enter hrs
	Grade:     enter grade (to be confirmed by the HR HERA team)

	
 FORMCHECKBOX 
 Open Ended             FORMCHECKBOX 
 Fixed Term      Duration Enter Duration
In accordance with current legislation, you are required to give ‘objective justification’ for the use of fixed term appointments by giving your reasons.  Please detail here:

Please fill in details in this box


	 FORMCHECKBOX 
  New Post        
 FORMCHECKBOX 
  Existing Post              Replacement For  Enter Name


	Is C.R.B. clearance required?       FORMCHECKBOX 
 Yes        FORMCHECKBOX 
 No


	Is the post a charge on University funds?   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

Internal cost code:     Enter Details
IF Yes, please quote relevant authority IN FULL (i.e. committee reference and/or letter of authority etc.)


Enter Details
	If the post is funded from an external source, please give FULL details as follows (i.e. grant reference, number and title, cost code etc).


Grant Title:     Enter Details
Grant Ref:       Enter Details
Cost Code:      Enter Details



	Advertise internally only
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No     
	Advertise Externally Only
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No 

    

	 FORMCHECKBOX 
 Webpage     
	 FORMCHECKBOX 
 Jobs.ac     
	 FORMCHECKBOX 
 Cambrian News     
	 FORMCHECKBOX 
 THES               

	 FORMCHECKBOX 
 Guardian         
	 FORMCHECKBOX 
 Golwg       
	 FORMCHECKBOX 
 Western Mail    
      
	

	Other:  enter details                          
	Excess Cost Code:  enter details

	Closing Date: enter date     
	Interview Date:  enter date      
(please allow 3 weeks following closing date)


	Preferred Interview Panel
	Please see guidelines for Composition of Panels

	PVC/Dean if Required
	Enter Name
	

	HoD
	Enter Name
	

	Member of Dept
	Enter Name
	

	Cognate
	Enter Name
	

	Head of Departments Signature
	……………………………………………………………..

	Name
	……………………………………………………………..

	Date
	……………………………………………………………..


  FOR OFFICE USE ONLY�


  REF:………………………








