	UNIVERSITY OF ULSTER
	

	DEPARTMENT OF HUMAN RESOURCES
	


RECRUITMENT REQUISITION

PART A (FOR COMPLETION BY FACULTY OR DEPARTMENT)


VCAG APPROVAL

If VCAG approved post:  VCAG Ref No:      


Date of VCAG Approval:      

POST DETAILS

Post Title: 
     
Faculty/Dept:
     





School/Section:       

Grade: 

     





Campus:      
Generic Role Profile (for Academic grades please indicate Teaching and Research or Teaching and Scholarship):       
Reason for Request:      
(eg. new post, replacement post, temporary cover, job share) 

Name of previous postholder:      



Post Number:      
(if applicable)  

Will the post-holder have unsupervised contact with children/vulnerable adults as part of their role?
      YES/NO
Please state if the post is:
Full-time/Part-time/Term-time (Delete as appropriate)




If part-time/term-time please state:


Hours per week:       



Days per week (e.g. Mon-Fri):      



Number of hours per day:       



Weeks per year:      
Permanent/Fixed Term/Temporary (Delete as appropriate)
      





If fixed term/temporary you must state:

Anticipated Start Date:      




Expected End Date:       
The purpose/expected outcomes of the post:



Reason for proposed end date (time-based event):









(Duration of funding is not a sufficient justification.)




For academic posts please state:


  

Unit of Assessment:    
     
For research posts please state:


  

Unit of Assessment:   
     








Principal Investigator:
     

FUNDING

The funding for the post is (Please delete as appropriate):

Internal*/External*/ Joint*/Self-financing*
*Please provide full details:

Cost Centre for Post:      




Analysis Code for Post:      
For Research Posts please detail any research contract restrictions or restrictions on commencing salary:      
ADVERTISING

Suggested advertising media: 


Please refer to advertising guidelines attached.

Belfast Telegraph



     FORMCHECKBOX 
 

www.jobs.ac.uk  



 FORMCHECKBOX 
  

    

THES




     FORMCHECKBOX 


Derry Journal/Londonderry Sentinel  
 FORMCHECKBOX 

Guardian



     FORMCHECKBOX 
  

Coleraine Chronicle


 FORMCHECKBOX 

Other (Please specify below)

     FORMCHECKBOX 
      



In the case of permanent University funded posts advertising costs for one newspaper and www.jobs.ac.uk will be paid for centrally.  

For any additional advertising media listed above please provide Cost Code:      
For fixed term or externally funded vacancies please provide Cost Code for all advertising and interview expenses:      
PART B (FOR COMPLETION BY DEAN OR HEAD OF DEPARTMENT)


GENERAL INFORMATION

Nominate appropriate trained senior colleagues to serve on Interview Panel:      
Do you wish to serve on the selection panel: YES/NO 

If ‘No’ please specify nominee:      
Nominated member of staff to complete all further particulars for the post:           


Ext:       
Nominated ‘Buddy’ for new Appointee:       
Buddy’s contact details, ie email address and phone number:       
Manager for new appointee:       
Checklist

I have attached the following:

Confirmation of funding for post
 FORMCHECKBOX 


Job Description
   FORMCHECKBOX 


Personnel Specification      FORMCHECKBOX 

The requisition should now be returned to Christine Hayes, Human Resources Department, Room J914, Coleraine Campus, e-mail c.hayes@ulster.ac.uk or fax (028) 7012 4931.  If you are transmitting it electronically please include the relevant electronic signature with your e-mail.              


SIGNED: __________________________________________________________
DATE: _____________________________  

                      (DEAN OR HEAD OF DEPARTMENT) 

PART C (FOR COMPLETION BY HEAD OF CONSULTANCY, RECRUITMENT SERVICES & POLICY)

Date post approved for recruitment: __________________________ 
Allocated to _____________________________                            











                                (HR Business Partner)
Comments: __________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________


SIGNED: _________________________________________________________
DATE: _____________________________

                      (HEAD OF CONSULTANCY, RECRUITMENT SERVICES & POLICY)
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