Recruitment Order Form

Please complete and return this form to hr@ndcls.ox.ac.uk
We are unable to proceed with the placement of an advert until this form has been returned with the advert and job description.
	Advertisement



	Post Title: 


	Is this an existing post?


	
	If yes, who is being replaced?
	…………………………………………………..

	What is the grade of post?
· some posts will require grading through Personnel Services.
	

	Funding Body: 
	
	Grant Code:
Project and code
	
	Has the funding for this post been processed through Admin Office.
	  

	Where would you like the advert to be placed?
· University and NDCLS Websites only (including jobs.ac.uk)
· Please note that there will be a cost charged to PI grant for external publications including Nature. 
	

	How long would you like the advert to be placed for?
· HR suggest 2 week minimum for improved candidate pool

· No longer a 28 day requirement for potential visa holders
	

	Advert and job description attached
Please note  adverts cannot be longer than 1900 characters
 (Please contact hr@ndcls.ox.ac.uk for updated JD template)
	

	Format of applications

· Standard application form to be used?
	

	Security screening



	· Does the position involve animal work?
	

	· Does the position require a NHS Research Passport?
	

	· Does the position require HTA training?
	


	Shortlisting and Interview



	Shortlisting and Interview Panel:

· minimum of 2 panel members

· minimum 1 trained on University Recruitment (link here)
· Chair must be University Recruitment trained
· mixed gender panel should be arranged wherever possible

	1.

	2.
	3.
	4.

	
	Recruitment Trained?


	Recruitment Trained?


	Recruitment Trained?


	Recruitment Trained?



	Recruiting Panel details


	1.(Chair) 
	2.

	Name: 
Email: 
Phone: 


	Name: 
Email: 
Phone: 



	3. 
	4.

	Name: 
Email: 

Phone: 


	Name: 
Email: 

Phone: 




	Additional Details



	


I have read and understand the recruitment guidelines.
Completed by: …………. (name) 
     Signed: …………………………………...
     Date: ……………………………
FOR PERSONNEL USE ONLY:

Completed form returned to Personnel:

If incomplete, returned to section on:

Advert and Job Description Received:

