University of Manchester Advert template

    July 2010


Ref: FACULTY/XXX (for completion by HR)
Circulation:


Recruiting Manager
Riley

University Web Site
[save in g: folder  - Web Folder – with Further Particulars]

Jobs.ac.uk

[picked up weekly – Wed AM – from Univ Web Site]

Invoice Copy

[insert account code if re-ad, multiple ads or exempt dept]

THE UNIVERSITY OF MANCHESTER

MACROBUTTON NoMacro [Click here and type school/department/Faculty in capitals letters]
(REF: XXX/XXX)

MACROBUTTON NoMacro [Click here and type the salary]p.a
 MACROBUTTON  AppMove "[Click here and insert main body of advert]" 
Include: background, duties, essential skills and experience, length of contract, full or part-time.  Keep to 150 words.
Application forms and further particulars are available from our website http://www.manchester.ac.uk/vacancies 
If you are unable to go online you can request a hard copy of the details from MACROBUTTON NoMacro [Click here and type your faculty contact details (no international dialing code for MEN ads)]
Redeployee closing date:   MACROBUTTON  AcceptAllChangesShown "[Click here and type date and month and year]" 
Closing date:   MACROBUTTON  AcceptAllChangesShown "[Click here and type date and month and year]" .  
Please quote reference XXX/XXX.  
The University of Manchester values a diverse workforce and welcomes applications from all sections of the community
Insertion details

Publication(s)
MACROBUTTON NoMacro [Click here and type name of publication(s)]
Date(s)

MACROBUTTON NoMacro [Click here and type date(s)]
NB:

Please delete as applicable – do not include on Invoice or on the web folder version]
(1) Please do not enter any undertaking with the candidate regarding salary without having first agreed this with Human Resources.

(2) It is essential that you inform Human Resources of the names of individuals involved in the short-listing and interview processes before short-listing takes place.  You should also confirm that they have attended a TEDI or Recruitment and Selection course at The University of Manchester.  The University requires that anyone involved should have received appropriate training.  In the event that you wish to involve an external representative in the process, you should discuss with Human Resources the arrangements for familiarising him/her with the University’s policy and practice in recruitment and selection.  A guidance sheet for external assessors can be found in the Recruitment and Selection Guidance notes.
