RAISING A VACANCY FORM
Name: …………….………......................
Department: ………………………………............

	Which position is available?
	

	Is this a new or replacement position? 
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New                  Replacement 

Permanent

Fixed Term

end date____________

	What is the proposed grade?
	

	What is the expected starting salary for this position?

	

	Attached documents  
	Job description        Person Spec               Blurb             Draft ad


	Recruitment

	When would you like the job advertised?


	

	Where would you like to see the job advertised?
	LUU website                     Job Link                   Remploy

Job centre                               YEP                        AMSU  

 University Careers Service                                  Other      
Best Companies 

If other, please specify_______________________________________


	What salary would you like to advertise the job at?
	

	Closing date for applications?
	(Allow at least 2 weeks from ad  to closing date)



	Selection

	Please specify dates for 
short-listing


	

	Please specify dates you would like to interview


	(Interviews should be at least 1 week after  short-listing )

	Who will be on the interview panel? 

	

	Who will be the chair?


	

	Will there be any form of testing (inc. presentations?)

	

	Who will conduct the tours?

	

	Agreed assistance from HR (Reviewing person spec / job description, writing ad, designing tests, interview questions, attending interviews, etc?) 
	


Signed 

& Print Name……………………..…………………………………………………………Chair/Manager
Signed:
& Print Name ………………………………………………………………….................................Director
Please return to Helen Stewart, HR Administrator
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