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	Role Briefing Form
A practical guide for hiring managers



How to use this form
Use this form to confirm the role, candidate profile, campaign approach and selection process.
Keep responses concise and specific. Focus on what a successful appointment must deliver, rather than repeating the job description.
Complete the essential fields before advertising. Items marked “to confirm” can be finalized during the briefing discussion.
	Hiring manager
	Click or type here
	Talent Attraction involvement
	Click or type here

	Briefing date
	Click or type here
	Target launch date
	Click or type here


1. Role essentials
Start with the factual information needed to set up and approve the campaign.
	Job title
	Enter the approved job title.

	Faculty / directorate
	Enter the employing faculty or Professional Services directorate.

	School / department
	Enter the school, division, department or team.

	Role category
	Select one: 
☐ Academic   ☐ Research   ☐ Teaching & Scholarship   ☐ Teaching & Research   ☐ Clinical   ☐ Professional Services   ☐ Technical  
 ☐ Other 

	Grade / level
	Confirm the approved grade or level.

	Salary range
	Include minimum and maximum salary and any agreed flexibility.

	Market supplement
	State amount, approval status and review arrangements, or write “None”.

	Contract
	Select the appropriate contract type and, if fixed term, provide the end date and reason. (If fixed term, give the end date and reason)
Select one: ☐ Substantive   ☐ Fixed term   ☐ Contractor   ☐ Apprentice   ☐ Intern   
☐ Other  

	Location and working pattern
	State campus/base, on-site expectations, hybrid arrangements, FTE and working hours.

	Reporting line
	Provide the job title of the manager this role reports to.

	Direct reports
	State number, job titles and any indirect or matrix leadership responsibilities.

	Budget responsibility
	Include approximate value and nature of accountability, or write “None”.




2. Vacancy context and business need
Explain why the appointment is needed and what must improve as a result.
	Reason for vacancy
	Select one: ☐ Replacement   ☐ New role   ☐ Organisational redesign   ☐ Strategic investment   ☐ Other. 

	Why now?
	What has created the need, and what is the impact if the role remains vacant?

	What needs to change?
	Describe the outcomes, capability or leadership shift

	Key challenges
	List the 3 to 5 most significant challenges the successful candidate will inherit.

	First 6 to 12 months
	What must the successful candidate understand, stabilise, change or deliver?

	Longer-term success
	What should be measurably different after 2 to 3 years?



3. Candidate profile
Separate genuine requirements from preferences to support a fair, inclusive and focused search.
	Non-negotiables
	List only the requirements without which the candidate could not perform the role.

	Essential criteria
	Identify the experience, knowledge, qualifications and capabilities 

	Desirable criteria
	List useful differentiators that are not required at the point of appointment.

	Leadership requirements
	Select all that apply: ☐ Strategic leadership   ☐ Matrix/system leadership   ☐ Research credibility   ☐ Transformation   ☐ Cultural change   ☐ People leadership   ☐ External influence. 

	Sector experience
	Select one: ☐ Essential   ☐ Helpful, but transferable experience accepted   
☐ Not required. 

	Evidence of potential
	Where can strong potential or transferable experience substitute for direct experience?



4. Scope, impact and stakeholders
Help candidates understand the scale of the opportunity and enable proportionate assessment.
	Key accountabilities
	Summarise the 4 to 6 most important areas of accountability.

	Measures of success
	List the outcomes or KPIs that will demonstrate effective performance.

	Decision-making authority
	What can the postholder decide independently or via approval/consultation?

	Internal stakeholders
	Identify the key groups or roles and the nature of those relationships.

	External stakeholders
	Include partners, funders, regulators, professional bodies, networks etc

	Scale and complexity
	Include relevant figures: team size, budget, portfolio, geographic reach or organisational breadth.



5. Candidate proposition and messaging (Optional)
Agree a clear, credible story that will attract candidates and address likely concerns.
	Why join Manchester?
	Select the strongest themes: ☐ Institutional strengths   ☐ Research excellence   ☐ Infrastructure investment   ☐ Culture and values   ☐ Leadership opportunity   ☐ Scale of influence   ☐ Civic purpose   ☐ Global reputation. Add evidence/examples.

	Role-specific attractions
	What makes this particular role distinctive, timely and career-enhancing?

	Likely candidate concerns
	Select and explain: ☐ Pay   ☐ Complexity/bureaucracy   ☐ Location   
☐ Industrial relations   ☐ Scope   ☐ Relocation   ☐ Other. 
How will these be addressed honestly?

	Core campaign message
	Write a 2 to 3 sentence narrative describing the opportunity, impact and ideal candidate.

	Inclusive attraction
	Which groups are under-represented, and what targeted attraction or accessibility measures should be considered?



6. Attraction approach
Agree where suitable candidates are likely to be found and how the campaign will reach them.
	Campaign approach
	Select one: ☐ Advertised campaign   ☐ TA led search   ☐ Direct approach to named individuals. 

	Advertising route
	Select all that apply: ☐ Redeployment first   ☐ Internal   
☐ External   ☐ Specialist job sites   ☐ Professional networks.

	Redeployment
	Record any agreed process requirements. Any justification for excluding redeployees must be confirmed by email.

	Target sectors
	Select all that apply: ☐ UK higher education   ☐ International higher education   ☐ Russell Group   ☐ Public sector   ☐ Research institutes   ☐ Industry   ☐ Other.

	Target organisations
	List organisations likely to employ relevant talent.

	Comparable roles
	List alternative job titles and adjacent roles to include in search activity.

	Networks and individuals
	Identify relevant professional networks, communities and potential prospects.







7. Selection process and timeline
Design a proportionate process that assesses the agreed criteria and provides a good candidate experience.
	Assessment stages
	Select all that apply: ☐ Hiring manager conversation   ☐ Main panel interview   
☐ Stakeholder panel   ☐ Presentation   ☐ Task/case study   
☐ Technical assessment   ☐ Other.

	What each stage assesses
	Map each stage to specific essential criteria. Avoid assessing the same evidence repeatedly.

	Panel membership
	List proposed panel members, roles and any external members. Confirm diversity and availability.

	Interview format and location
	State in-person, online or hybrid; preferred venue; and any travel expectations.

	Advertising period
	Select one: ☐ 3 weeks   ☐ 4 weeks   ☐ 6 weeks   ☐ Other.

	Key dates
	Add advert launch, closing date, longlisting/shortlisting, stakeholder activity, interviews and decision.

	Candidate experience
	Note briefing calls, information packs, reasonable adjustments, travel support and feedback arrangements.



Final checks before launch
☐  Job description and person specification are final and approved
☐  Grade, salary, contract and funding are confirmed
☐  Selection criteria and interview stages are agreed
☐  Panel members and key dates are provisionally available
☐  Campaign messaging and advertising approach are agreed
☐  Redeployment and approval requirements are complete
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