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School/Directorate


Prepare Paperwork


Request to Establish a New Position(Form 7.02a), or 


Request to Vary an Established Position (Form 7.02b)


For General Staff, prepare position statement and have classified (Pro Forma 7.12b and Form 7.12a)


Request to Advertise (Form 9.02a)


Prepare a draft advertisement (Advertising Style 9.02b) and additional information to market the position


Establish Selection Committee (Form 9.06a) and confirm availability of shortlisting and interview dates.








Advice provided by Recruitment/ Classifications





Deans/Directors


Approval











Manager Personnel Services


Team Leaders 


Confirm paperwork correct and complete


Manager Personnel Services


Approval of position, selection committee and redeployment.





Recruitment / Classifications Office


Verify and check information applying industrial/UNE policy and procedures.


 Prepare draft advertisement to achieve optimal outcome.


Head of Cost Centre approves advertisement.


Place in requested publications/websites.


Proof and approve advertisements from publishers and agencies.  Ensure quality control in publications.


Create recruitment file and concept record


Manage accounts from publishers and allocate charges appropriately




















EMPLOYEE RELATIONS TEAM


Gather advertising statistics from applications received 





























































































