Recruitment Guidelines: Placing an Advert

Please see below for some guidance in placing adverts at the University of Oxford and explain how EM/NDM Personnel can support and assist you. We will be pleased to guide you through the recruitment process and provide advice where needed.
Please ensure that you complete and return the:

· Recruitment Order Form
· The Advert

· Job Description
Funding

· Funding for a post must be confirmed before we can proceed with advertising. We would require confirmation of the funding code and funding body at the start of this recruitment process.
Grading
· Most job descriptions are required to go through the university grading system. When you are interested in placing an advert, please just send the job description to personnel@ndm.ox.ac.uk.

· We do have standard templates that we use for adverts and job descriptions, which we can send to you for your convenience.  
· The format of the job description highlights the type of details required. Please note that the person specification aspect is essential, as the criteria listed is what you will use to score each candidate at the short-listing and interview stages. Following the receipt of a job description, we will be in touch with you to suggest any changes or to request additional information, if required.
· Following the approval of any changes to the job description we will be able to send it for grading which we send in on your behalf. The grading team at central university offices will then put the job description through the grading process and produce a letter to confirm the grade. The letter will have an LNS number, which we will be required to quote to be able to place the advert. This letter will come to the Personnel Officer and we will be in touch with you as soon as we receive confirmation of the job grade. 
· We will be able to advertise, if funding is confirmed and in place, following this confirmation. 
· We need a grant code for the position to be able to place an advert.

Advert and Job Descriptions

· Once we have a grade confirmed we will need to ensure we have a finalised advert prepared, and approval obtained from the Medical Sciences Division (if required).
· All adverts, as standard, are sent to the University website and the Department website. 
· The deadline to send final approved adverts and job descriptions to Personnel is a Wednesday of each week. We then ensure these are sent to the university central offices for the university website’s weekly deadline on a Friday each week. 
· The advert will be published on the university website a week later, by the Monday. 
· Closing dates are set to allow for a minimum of 2 weeks exposure. However, please note that to be able to consider applications from those candidates who would require work permits we would need to advertise for a minimum of 4 weeks, in order to meet the Home Office requirements. 
· We can also place the advert in external publications or websites should you choose to, but obviously this would be at a cost. Again this request would come through the Personnel Officer and they would be able to sort out the placement in external publications. 
· A code for advert costs is required.

Shortlisting
· Once the post had closed, usually the day after closing date, we prepare the shortlisting packs for the panel members. 
· The shortlisting packs will be sent out via email using PDF files on the Tuesday afternoon of the week following the usual Friday closing date.
· As detailed in the university recruitment policy, one person on the panel will need to be university recruitment trained, and we would have a mixed gender panel whenever possible.

Please don't hesitate to contact us should you wish to talk through any aspects of recruitment or if you require assistance as we go through the process.

The Personnel Team
Personnel Officer (e-mail personnel@ndm.ox.ac.uk, tel. +44 (0)1865 221325) 

Experimental Medicine Division, Nuffield Department of Clinical Medicine, Room 5802, Level 5,

John Radcliffe Hospital, Headington, Oxford, OX3 9DU

Fax: +44 (0) 1865 222901

http://www.expmedndm.ox.ac.uk/contact

