[image: image1.png]



RECRUITMENT ADVERTISING FORM

DETAILS ABOUT YOUR VACANCY
	Directorate
	BAC 

	Service
	

	Location
	

	Job Title
	

	Job Number
	

	Previous Postholder
	

	Number of Jobs (FTE)
	

	Salary
	£
	to
	£
	Grade
	


(Please tick ( where appropriate)
	Nature of Job
	Permanent
	
	

	
	Fixed-term
	
	To -

	(if the requirement is for two years or more, please discuss with your HR Business Partner initially)

	
	Casual ‘as and when’
	
	

	Category
	Full-time
	
	

	
	Part-time
	
	Please state hours:

	
	Job-share 
(Teaching Only)
	
	Please state hours:

	Please tick working days below (for advertising purposes only):

	M
	
	T
	
	W
	
	Th
	
	F
	
	Sa
	
	Su
	
	

	Please state hours per day (if not full days):


ESTABLISHMENT CONTROL AND JOB EVALUATION INFORMATION CHECK
	Is the job included in the approved establishment?
	Yes
	
	No
	
	If no, please contact your Business Partner

	If a newly established position, please provide a copy of the delegated approval paperwork


	Has the job profile changed since last evaluated (does not apply to teaching positions)?
	Yes
	
	No
	
	If yes, have you checked with your HR Business Partner to see if the evaluation is affected? Yes/No


Please ensure you provide an electronic copy of the most up to date (approved) Job Profile to the recruitment team along with this form 
HAVE YOU CHECKED THE REDEPLOYMENT SKILLSBANK?
	To view the current skillsbank, click on this link http://thezone/AskHR/YourEmployment/recruitment_selection/EMP_redeployment.asp, go to the redeployment skillsbank section and click on the link for the most up-to-date list 
	Date checked:
	

	Are there potentially suitable redeployees on the Redeployment Skillsbank?   
	Yes
	
	No
	

	If yes, please contact the redeployment team (01224 522623) for further guidance


HOW AND WHERE DO YOU WISH YOUR VACANCY TO BE ADVERTISED?

	Advertising rota can be viewed under; 
http://thezone/News/in_20161205_RecruitRota.asp


	Is this a re-advertisement
	Yes
	
	No
	
	Previous reference
	ABC00

	Approval only (e.g. fill from previously advertised vacancy)

Please provide reasoning:
	

	Internal only (zone only)
	7 days 
	
	10 days
	

	Internal and External (websites only)
	7 days
	
	10 days 
	
	14 days
	

	Internal and External (websites and external publications) 
Please state publications/websites below**
	14 days
	
	Other*
	

	Publication/Website
	Insertion Date (if known)
	Additional Information

	
	
	

	
	
	

	
	
	

	
	
	


** Due to increasing costs in advertising externally, we’d be grateful if you could consider placing adverts on websites only initially.  The cost comparison between website and general hard copy publications is around 50-70% cheaper and can normally be placed within a shorter timeframe.
WHO WILL BE YOUR TEAM MEMBERS?
Please state below employees who require access to the vacancy for administration and/or interview purposes. Please note - only employees who need to view application forms on TalentLink should be included below. Those who do not have login details will receive these as soon as possible via e-mail.
	Name 
	Email Address
	Member Type 
(delete as appropriate)
	Already set up in TalentLink (delete as appropriate)

	
	
	Recruiting Manager
	Yes/No

	
	
	Interviewer/Administrator
	Yes/No

	
	
	Interviewer/Administrator
	Yes/No

	
	
	Interviewer/Administrator
	Yes/No


ADDITIONAL INFORMATION
Where additional information is required to be included in the advert, please provide any wording below:  (for example assessment centres, tests or specific details regarding the role)

	


The interview date can be added to the advert so that candidates are aware of this in advance. 
Please provide the interview date below (if known) or alternatively the week interviews will be held  

(Please note you will still be required to advise us when you have completed your shortlisting as this is not automatically checked):
	IS THE VACANCY A KEY WORKER POST?


	Is the post a Key Worker post?      YES/NO   

Is Key Worker Housing available? (confirm with your Business or Directorate Support Manager ) YES/NO
If yes to both, complete the blanks in the text below for inclusion in the advert.
“The Council has access to affordable accommodation within the city which may be available for rent to the successful candidate, for the first 6 months in this key role.  This can be discussed further with the hiring manager    (insert name)                  on 01224               ”


DOES THIS POST OFFER AN INCENTIVE PAYMENT?  (TEACHING POSTS ONLY)
	Does this post offer an Incentive Payment?     YES / NO

Please give details:




DOES THIS POST QUALIFY FOR RELOCATION EXPENSES?


Please tick if this post qualifies for the Relocation policy.  If so, this will be indicated on the job advert. The list of qualifying posts is held by the PA to the Managing Director.

To view the Relocation guidance, click on the link below;


http://thezone/nmsruntime/saveasdialog.asp?lID=39496&sID=8482
WHAT PVG/DISCLOSURE CHECK DOES THE VACANCY REQUIRE?

	Police Act Check Required
	Yes
	
	No
	
	Basic  / Standard
(Please delete as appropriate)

	PVG Required
	Yes
	
	No
	
	Adults / Children / Both

(Please delete as appropriate)

	PVG Membership is for individuals who will be working on a regulated one to one basis with Children, Protected Adults or both. To check if your post requires a PVG, please contact Disclosure Scotland on 0870 609 6006 or e-mail info@disclosurescotland.gsi.gov.uk
If PVG membership is required, please state the reasoning below;

(It is important that the correct details are provided as failure to do so may result in your post being wrongly advertised)



PRE-EMPLOYMENT SCREENING (POST OFFER)
	Does this post require any pre-employment screening?
	Yes
	
	No
	

	If yes, what type of screening is required? 

(Please note: If you are unsure, please contact your Business Partner for confirmation)

	HAVS
	
	Health
	
	Food Handler
	
	Night Worker
	


Please highlight which (if any) of the following duties/hazards apply to this role:

Working with Heights










Use of vibrating tools or whole body vibration

Exposure to respiratory sensitisers


Exposure to dermatitics or other skin irritant
Handling food

Healthcare worker

Exposure to noise

Exposure to chemicals, ionising/non-ionising radiation

Working at night

Working in cold conditions

Professional Driver – Group 1 (contractually no face to face required)
Working alone

Teaching
WHO TO CONTACT REGARDING YOUR PREFERRED CANDIDATE

All correspondence regarding the preferred candidate/s will be sent to the person stated below
	Name:
	
	Phone Number:
	

	Directorate:
	
	Cost Centre:
	

	Service: 
	


CHECKING REFERENCES
	Only one reference is required (usually from the current or most recent employer) except for posts where 2 references are required in order to meet SSSC and GTC requirements. To help speed up appointments, references not subject to SSSC/GTC requirements are requested using a standard telephone questionnaire. This replaces the need for written/emailed references, although some referees may only respond to written reference requests and provide written references only.

Recruiting Managers (where preferred) can request references for candidates themselves. If this is something you would wish to do, please call AskHR on 01224 523939 for the appropriate reference template. References can only be requested for the preferred candidate following the interview.



YOUR BUSINESS JUSTIFICATION FOR FILLING THIS VACANCY

	Please provide the service/corporate justification, including implications of not filling this job:




APPROVAL

	All requests must be approved and signed off by the Director or Head of Service:

	Signature:


	Print Name:

	Job Title:


	Date:


Please complete all sections as indicated.  Please submit authorised form to HRSupport@aberdeencity.gov.uk and attach the job profile and any other documentation to be included with the application pack. This form will be returned if not fully and accurately completed, with omissions explained. 
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