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		The following must be completed before submission of a position for advertising to the HR Unit:


· ‘Local Area Check – Hidden’ is selected whilst creating the job
General
· If it is an Academic position that is continuing or fixed term contract greater than three years, VC has authorised the position

Position Description and Information Package Coversheet
· If position has changed since last evaluation, contact the Remuneration Team (hrpositiondescriptions@unisa.edu.au) 
· The current information package coversheet is used and has been inserted in front of the correct position description
· Position description and information package coversheet have correct:
· position title
· fraction
· classification level
· contract terms
· salary
· superannuation level
· total remuneration package
· “Pro-rata” is written after the salary and total remuneration package for part-time positions
· Position description and information package coversheet are in final form with  no typos
· ‘Vacancies at UniSA’ is hyperlinked to www.unisa.edu.au/workingatunisa on the information package coversheet

Job Details Tab
· ‘Job Name’ matches the position title in the position description and information package coversheet
· ‘Highlights’ have been entered and they match the information contained in the position description.  
· If the position is internal only, 1st highlight to read “Internal Position – UniSA Staff Only”
· If the employment referral program applies, 3rd dot point to read “UniSA Employment Referral Program applies to this position” 
· Relevant ‘Job Alert Keywords’ are entered and separated by a comma
· Spacing and font size (ie Arial xx-small) is correct and there are no typos in the ‘Job Overview’ section (job advert text)
· Closing date has been entered at the end of the ‘Job Overview’ advert in the following format “Applications close: 9.00am Monday 15 March 2010” 
· The same closing date is listed in the position description information package coversheet and ‘Job Overview’ and ‘Sourcing’ sections on e-Recruitment
· All candidate portal attachments are in PDF format and uploaded to the ‘Candidate Portal Attachment’ section
· ‘All Audiences’ is selected for all candidate portal attachments.
· The correct label has been entered (i.e. Position Description / Position Brochure) for any Candidate Portal Attachments
· ‘Job List Page’ and ‘Job Info Page’ have been checked in the ‘Candidate Portal Attachments’ section – the position will not show live otherwise

Sourcing Tab
· Closing date is at least two weeks from advertising date (except under exceptional circumstances)
· ‘Advert Check  - Hidden’ is selected once job is complete
· If the position has a pending closing date, there is no closing date selected for advertising 

Application Form Tab
· Selection criteria:
· are in question format
· have no typos
· font size is the same for all
· default text, ie “Selection Criteria 1” has been removed from the text box
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