Recruiting Manager Guidance
Professional Services Position
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Please go to Job
Evaluation

Has the Post vacancy
been graded?

_|—>

Is the vacancy
funded
through a
Research
Grant?

Is someone
named on the
grant?

Complete the University funded
approval to advertise form and
send to finance for approval

Approval to advertise

Complete the

Approval to Fill

All Research

Funded Posts

y

Once approved your HR
Business Services Co-ordinator
will request references for the

candidate and will forward

these to you

y

Once references are

accepted a start

date will be agreed

and the

appointment offer

letter will be sent

\ 4
Once approved your HR Business
Services Co-ordinator will contact you for
the Job advert and Further Particulars

Y
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Complete this form to advertise
Research Funded Posts

Subject to redeployment checks
the vacancy will be advertised on

the University website

Once the vacancy closes the applications will be
sent to you via BOX for shortlisting

Please complete the applicant list form and interview
schedule and return to recruitment@sussex.ac.uk The HR
Business Services Assistant will make arrangements with the
candidates for interviews

Interviews will take place

To make an appointment please complete the
Appointment Form and send
to your HR Business Co-ordinator

h 4

Your HR Business Services Co-ordinator will
request references for the candidate and
will forward these to you

A 4

Once references are accepted a start date will be
agreed and the
appointment offer letter will be sent
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