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_________________________________________________________________________ Experimental Medicine Division                  




Recruitment Order Form
Please complete this form and return to:
HR Officer, Experimental Medicine Division, NDM, Room 5800, JRH. hr@ndm.ox.ac.uk

We are unable to proceed with the placement of an advert until this form has been returned with the advert and job description.

	Post Title


	

	Grade of Post (some posts will require grading)
	

	Is this an existing post?
	Yes/No

	If yes, who is being replaced?
	

	Could this post be offered on a part time basis?
	Yes/No

	Can part time working be stated in the advert or job description
	Yes/No

	Would you consider an Apprentice?
	Yes/No

	What is the duration of the Post?
	

	Is there a possibility this post could be extended after the initial period?
	

	Project Code or General Ledger Code
	

	Is there anywhere additional you would like this vacancy to be advertised? Please note this will incur costs.
As standard, we will advertise your vacancy on the following websites:

· University Website

· Experimental Medicine (NDM) website

· WIMM website (where applicable)

· Jobs.ac.uk

· Universal JobMatch (Job Centre Plus)

· Nature jobs (where applicable)

· LinkedIn
	

	Shortlisting Panel – 

All panel members must have completed the Recruitment and Selection 2017 course - https://online.learning.ox.ac.uk/course/view.php?id=79
	Name
	Recruitment Trained

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No


For Office Use Only
For all posts

(To be completed by the Research Team)

	Cost of Post
	


For posts to be charged to a General Ledger account (HBXXXX)

(To be completed by the Senior Finance Officer)

	Balance on General Ledger Account

	


For posts to be charged to a Project (HBRXXXXX, HBDXXXXXX)
(To be completed by the ResearchTeam)

	End Date of Project 
	

	Does the Project end before the end of the Post
(If yes the post can only be up to the end of the Project – need to take into account time for advertising and recruiting)
	Yes/No

	Funds available for this Post
	


Shortlisting Panel
	Panel Member
	Recruitment Trained
	If not recruitment trained email details of online course

	
	Yes/No
	

	
	Yes/No
	

	
	Yes/No
	

	
	Yes/No
	

	
	Yes/No
	

	
	Yes/No
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