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[bookmark: _Toc411949761][bookmark: _Toc411949762]Advert Requirements Form
Please bear in mind the timeframes when considering your dates:
· Up to 48 hours for the advert to be posted.
· At least 7 days between sending the shortlist to the HR Co-ordinator and interviews taking place. 
· Successful Candidate notice period.
· UK Visa and Immigration process can take 4 – 8 weeks.
Offers:
When making an offer to a candidate – please ensure it is very clear that all offers are not official until they come from HR and are subject to checks.
Job details
	Criteria
	Details

	Job title:
	

	Employing unit: 
	

	SRF number:
	

	Closing date:
	

	Interview date: 
	

	Post type (Permanent/Fixed Term contract and duration)
	

	Hours per week: 
	

	Grade: 
	

	Spinal points to be advertised and any salary notes 
	Please check what has been approved on the SRF

	SOC code:
	To be completed by HR Co-Ordinator prior to advertising

	DBS required?
	

	Safer Recruitment required
	If yes – please speak to your HR Co-Ordinator
Safer Recruitment Application form to be used if Yes


Advert Writing Hints and Tips:
· Include name of school/department 
· Short summary of key duties 
· “Sell’ the University- perks and benefits 
· Indicate the type of candidate wanted e.g. “You will …” 
· Avoid discriminatory language 
· There is no word limit for the University of Reading website, and you can add links to relevant documents/pages.
· The word limit for job boards is 550 words including the informal contact details and mandatory wording. Links may not work on external job boards.
University Internal and External Advert 
There is no word limit for the University of Reading website, and you can add links to relevant documents/pages.

If you would like your advert posted to Jobs.ac.uk – please ensure the advert text is less than 550 words 
General advert text (Information regarding school/department, the role, the University etc.)

Full time/part time permanent/fixed term contract
Closing date: 23:59 DATE
Sponsorship wording to be added by HR Co-Ordinator.

Include the attention grabber here  
You will have : 
· XXXXXXXXX
· XXXXXXXXX
· XXXXXXXXX
· XXXXXXXXX
If unsure of criteria, this can be taken from the person specification.
Interviews will be held: (e.g. 21st April 2026) The interview will include a pre-task sent to you in advance/on the day/before/after the interview OR The interview will include a presentation during the interview slot

You must include the below information if a DBS is required:
· A DBS check is required for this position
· The University’s commitment to safeguarding and promoting the welfare of children and make clear that safeguarding checks will be undertaken
· The safeguarding responsibilities of the post as per the job description and personal specification, and whether the post is exempt from the Rehabilitation of Offenders Act (ROA) 1974. 

If it is a Fixed Term Contract include this wording: 
We welcome applications from both external and internal candidates. As part of the University’s ongoing commitment to professional development, this role can be considered on a seconded basis for existing staff members. Internal candidates should discuss this with their line manager prior to applying.
The University is committed to having a diverse and inclusive workforce, supports the gender equality Athena SWAN Charter and the Race Equality Charter, and champions LGBT+ equality. We are a Disability Confident Employer (Level 2). Applications for job-share, part-time and flexible working arrangements are welcomed and will be considered in line with business needs.
Contact details for advert
Contact Name, Job Title and Email address
Alternative Contact Name, Job Title and Email address
Screening Questions
Previously called Killer Questions - Screening questions precede the application form. They are designed to stop candidates who do not meet essential criteria from progressing to the application form stage. They are designed to capture answers based on essential criteria and completion is mandatory. They are answered with yes/no style answers as they are Pass/Fail type questions.

If you want to use screening questions, you can choose the questions you ask as long as they are Yes/No or multiple choice. 
Example 1:
Are you a minimum of CIPD Level 5 qualified or equivalent?
Yes = correct
No = incorrect

Example 2
Able to easily and reliably get to Whiteknights Campus?
Yes = correct
No = incorrect

If your role requires Safer Recruitment processes, please confirm if it is a regulated activity and therefore requires the following screening question (More information can be found on these links Regulated activity in relation to children and Regulated Activity-Adults )
 
Please confirm you accept that it is an offence to apply for this role if the you are barred from engaging in regulated activity relevant to children and/or vulnerable adults.


Your chosen Screening Questions:

Question:
Correct answers:
Incorrect answers:
Media requirements
Please provide the Purchase Order with this form if you require any paid advertising.
University website (Internal & External)	YES/NO
University website (Internal Only)		YES/NO
Jobs.ac.uk	(free resource)		YES/NO
WISE (Cost of £300 per advert)  (Wise Campaign) YES/NO – please confirm the PO number
Other, please list: - please include the PO number
Shortlisting Criteria
This MUST be confirmed prior to advertising
Please identify the specific shortlisting criteria for this post from the person specification.  Ensure these match word for word what is set as “A” for application under the essential criteria on the Person Specification.
A maximum of 6 core criteria is generally recommended.
1.
2.
3.
4.
5.
6.
Shortlisting & Interview Panel
Please confirm the shortlisting and interview panel at the earliest opportunity to enable the details to be added to iTrent. At a minimum, 2 (ideally 3) people must shortlist applications, and an absolute minimum of 3 people must be on the interview panel. 

Hiring Manager:
Chair Person:

Panel Members:
	Name
	Email
	Completed Recruitment and Selection Training post March 2023
	Carrying out Shortlisting
	Attending Interview

	
	
	Yes/No
	Yes/No
	Yes/No

	
	
	Yes/No
	Yes/No
	Yes/No

	
	
	Yes/No
	Yes/No
	Yes/No

	
	
	Yes/No
	Yes/No
	Yes/No

	
	
	Yes/No
	Yes/No
	Yes/No


If you are unsure if any of the panel have completed Recruitment and Selection Training, please check with your HR Co-ordinator.
At a minimum, the Chair of the Panel should have completed the Recruitment and Selection training. If the chosen chair has not completed the training, please select someone who has.
If no-one on your panel has completed it, please contact your HR Co-Ordinator or the Resourcing and Recruitment Manager (Siobhan Kerr s.kerr@reading.ac.uk) and we can help you to find another panel member who has completed it as we now have a pool of people who are willing to help depending on their diaries. 
Interview details
Interview date:	
Time of first interview:	
Interview duration per candidate:	
Venue:	
Special instructions:	[insert details of tests, presentations if required]
Where possible, include where nearest toilets/break areas are.
Invitations to interview will be sent to candidates by the HR Operations team once shortlisting has been completed on iTrent. It is advisable to give at least 7 calendar days’ notice to candidates for interview.

When collected at interview, ID documents must be stored and destroyed in compliance with Information Compliance Policies 
In case of a reasonable adjustment request, please be prepared to confirm the topics/questions you will ask at interview.

Reference requirements
Requests for references will be sent by the HR Operations team at the offer stage to the successful candidate only and when the candidate has provided their permission.
References should be used to support a decision, and not as part of the decision-making process.
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