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	The University of

Southern Queensland


	Human Resources




	Request to Advertise 
(Academic and Professional Employees)


	SECTION 1  POSITION DETAILS 



           (This section must be completed by the Cost Centre)

	Position Title: 
	     
	Position Number:
	     
(Leave blank if new position)

	Faculty/Section:
	     
	Campus:
	     
	Department ID Code:
	     

	 FORMCHECKBOX 
   Academic Position – USQ Level:       
	 FORMCHECKBOX 
  Teaching & Research     FORMCHECKBOX 
  Research Only     FORMCHECKBOX 
 Teaching & Scholarship Only

	 FORMCHECKBOX 
   Professional Position - USQ Level:       
	The attached position description will be evaluated to confirm the USQ classification level.

	Category of Employment:
	 FORMCHECKBOX 
  Continuing 
	 FORMCHECKBOX 
  Fixed Term*   Appointment commences:             /       /       

     (*refer below)       Appointment concludes:                /       /      
	 FORMCHECKBOX 
  Casual

	*  Please indicate the reason for the fixed term appointment:*(Definitions for these categories are available at http://www.usq.edu.au/hr/empcond/catemploy/default.htm)

	 FORMCHECKBOX 
 Specific Task or Project

 FORMCHECKBOX 
 Research Only

 FORMCHECKBOX 
 Replacement Employee

 FORMCHECKBOX 
 Recent Professional Practice Required
	 FORMCHECKBOX 
 Studentship

 FORMCHECKBOX 
 Employment in a New Area of Activity

 FORMCHECKBOX 
 Disestablishment of an Area

 FORMCHECKBOX 
 Apprentice or Trainee

	

	Mode of Employment:
	 FORMCHECKBOX 
  Full -Time
	 FORMCHECKBOX 
  Fractional       
	 FORMCHECKBOX 
  Sessional
	 FORMCHECKBOX 
  Term 
	 FORMCHECKBOX 
 Annualised Hours
	 FORMCHECKBOX 
  Other 

	This position reports to: 
	Position title:
	     
	Position number:
	     

	Salary and on-costs for the position to be charged to:

	     
	     
	     

	
	
	Dept ID 
	Program
	Project (if required)


	SECTION 2  ADVERTISEMENT DETAILS

                     (This section must be completed by the Cost Centre)

	Proposed Placements:
· All professional staff positions at USQ Levels 1 to 5 will normally be advertised internally in the first instance and the applicant pool will be restricted to current USQ employees (including casuals).  However, if it is not expected to attract suitable applicants from the internal pool, an appropriate external placement may be made.

· Placements are normally restricted to one newspaper only for professional staff positions at USQ Level 5 and below, and two newspapers for USQ Level 6 and above and for academic positions.  Advertisements are normally placed every three weeks on a Saturday, however HR may initiate additional placements as required.

	 Please indicate:
	  FORMCHECKBOX 
  Internal Only
	  FORMCHECKBOX 
  External

	· USQ Website*
	  FORMCHECKBOX 
  The Chronicle
	  FORMCHECKBOX 
  The Courier Mail
	  FORMCHECKBOX 
  The Australian (Higher Ed)

	      (* including SEEK / UniJob Website where applicable - website advertising is offered bi-weekly)

	  FORMCHECKBOX 
   Fraser Coast Chronicle
	  FORMCHECKBOX 
  Other relevant web sites
	  FORMCHECKBOX 
  Other:      

	Name to appear on the position description for applicant enquiries: 
	     
	Extension:
	    

	Position Title:
	     
	E-mail:
	     

	Advertisement proof should be directed to:
	     


	SECTION 3  SELECTION PANEL


                    (This section must be completed by the Cost Centre)

	Proposed Selection Panel (A minimum of 3 trained panel members in accordance with HR Policy & Procedure – Recruitment and Selection)

	Name (Show name of Panel Coordinator first)

Employee ID (Coordinator Only)
	Faculty/Dept
	Position Title
	USQ Recruitment & Selection Training Completed

	1.       
	     
	     
	 FORMCHECKBOX 
 YES /  FORMCHECKBOX 
 NO

	2.       
	     
	     
	 FORMCHECKBOX 
 YES /  FORMCHECKBOX 
 NO

	3.       
	     
	     
	 FORMCHECKBOX 
 YES /  FORMCHECKBOX 
 NO

	4.       
	     
	     
	 FORMCHECKBOX 
 YES /  FORMCHECKBOX 
 NO

	5.       
	     
	     
	 FORMCHECKBOX 
 YES /  FORMCHECKBOX 
 NO


	SECTION 4 SELECTION PROCESS                                     (This section must be completed by the Cost Centre)

	The selection method is normally interviews and two oral reference reports.  Please contact Human Resources if you wish to use additional methods relevant to the selection criteria including:

	 FORMCHECKBOX 
 Campus Tour – A campus tour will be organised by the faculty/section for every applicant.  

	(Name)
	     
	(ext.)
	     
	has been informed and will be organising these arrangements.    

	

	 FORMCHECKBOX 
  Presentations
	 FORMCHECKBOX 
  Work samples
	 FORMCHECKBOX 
  Performance tests 
	 FORMCHECKBOX 
  Other:      

	Please Note: If any of the above methods are to be used, full and clear details must be provided with the Request to Advertise.


Cost Centre MUST complete either Section 5 OR Section 6 as appropriate.
	SECTION 5  NO CHANGE TO APPROVED ESTABLISHMENT     (Cost Centre to complete if applicable or go to Section 6)

	Position Title: 
	     
	Previous Position No.:
	     

	Previous Incumbent:
	     
	Vacated From:
	     

	Anticipated Commencement Date:
	     

	APPROVAL BY RELEVANT DELEGATE

	Recommended by:

	______________________________________
 Date:  _____/_____/_____
             (Category 4 Delegate or above)

	Approved by:
Professional Employee USQ Levels 1 to 10:         


	______________________________________
  Date:  _____/_____/_____
              (Category 3 Delegate or above)


	Academic Level A to D:
          
	______________________________________
  Date:  _____/_____/_____
              (Category 2 Delegate or above)


	Academic Level E:                                         
Contracted Senior Executives (excl VC, DVC, COO)
	______________________________________
  Date:  _____/_____/_____
                         (Vice-Chancellor)

	*The above approvals also extend to all advertising, interview, travel, employment agency, relocation and associated expenses which will be met by the recruiting cost centre in accordance with Human Resources Policy and Procedures – Recruitment and Selection


	SECTION 6  VARIATION TO APPROVED ESTABLISHMENT                           (Cost Centre to complete if applicable)

	Source of funding (charge to):
	      
	     
	     

	
	      Dept ID 
	Program
	Project (if required)

	 FORMCHECKBOX 
  Sufficient funds have been reserved within the Budget to meet the estimated costs of the proposal.

	 FORMCHECKBOX 
  Create a new position   
	OR
	 FORMCHECKBOX 
 Vary an existing position

	Details:
	     
	

	
	     
	

	
	     
	

	

	APPROVAL BY RELEVANT DELEGATE 

	Recommended by:

	______________________________________
 Date:  _____/_____/_____
             (Category 4 Delegate or above)

	Approved by:
Professional Employee USQ Levels 1 to 10:         


	______________________________________
  Date:  _____/_____/_____
              (Category 3 Delegate or above)


	Academic Level A to D:
          
	______________________________________
  Date:  _____/_____/_____
              (Category 2 Delegate or above)


	Academic Level E:                                         
Contracted Senior Executives (excl VC, DVC, COO)
	______________________________________
  Date:  _____/_____/_____
                         (Vice-Chancellor)

	*The above approvals also extend to all advertising, interview, travel, employment agency, relocation and associated expenses which will be met by the recruiting cost centre in accordance with HR Policy & Procedures – Recruitment and Selection


	SECTION 7 CHECKLIST                                Must be completed by the Faculty/Section before Approval

	1. Do you have any questions on the recruitment and selection process at USQ?  If so, have you gained advice from your relevant HR Client Services team before submitting this form?  (HR Client Services Teams contacts: http://www.usq.edu.au/hr/structcont/contacts) 
	 FORMCHECKBOX 


	2. Have you filled out all boxes in Section 1 Position Details [including reasons and explanation for fixed term (non-continuing) appointments if appropriate], Section 2 Advertisement Details, Section 3 Selection Panel, Section 4 Selection process, and either Section 5 OR Section 6 depending on whether any variations have been made to the established position?
	 FORMCHECKBOX 


	3. Have you emailed a copy of the advertisement and position description to your relevant HR Client Services team?
	 FORMCHECKBOX 


	4. Have you checked that every panel member has attended USQ Recruitment & Selection or Refresher training? 
	 FORMCHECKBOX 


	I declare that I have checked this form and the information above is complete and accurate. 

	Signed:
	
	Position:
	     
	Ext:
	     

	Name:
	     
	Date:
	     


Date Reviewed: March 2012
 Page 1 of 3
CSF14v1.1
Date Reviewed:  March 2012
Page 3 of 3
CSF14v1.1

