Raising a Vacancy Request

1. Vacancy identified Discussion had with the relevant budget holder and Dean/Director and, if appropriate, your Finance or People Partner

2. Is this a new or replacement role? Or Is this an externally funded, student experience, or casual role?
a. New or Replacement - Business Case required Refer to the Business Case Guidance.
Business cases are approved by ULT. 
b. Business Case Approved
3. Raise the Vacancy Request

Login to People First > Key Actions > Requests > New Request
Complete the relevant details
Vacancy Type: Select New Vacancy or Replacement - if replacement search for the role

Job Title: Enter the Job Title as per the Role Description

Salary Type: Select Grades and Payscales

Grade: Select the grade

Payscale: Ensure you select the bottom salary point of the grade. Please note this is for approval purposes and appointed salaries will be at the appropriate grade point.

Proposed Applicant Source: Remove the ‘External’ tile if only internal advertising is required

Is recruitment required?: Select the relevant option

Number of Vacancies: State the number of roles required

What are the hours of work?: Select the relevant option. If Guaranteed Hours complete the total hours required in the next field.

Is the vacancy permanent or fixed term?: Select the relevant option. If fixed term has been selected, please enter the reason in the next field and the expected end date

If externally funded: Include the details in the textbook of the funding body; cost code; any relevant information

Is this role funded and within budgeted headcount? Select the relevant option

Attachments - Ensure Role Description attached. If ULT Business Case is available please attach this. If Externally Funded, please attach the agreement. Use the drag and drop function on the form.

Business Justification: Please add in as much relevant information as possible

Complete the drop down fields: Job Information - select the location. Hours and Basis - Select the appropriate basis and type. Enter the number of hours as contractual hours. Work Pattern: This is provisional, please ensure the hours equal the weekly hours. Schemes and Benefits - leave blank.
Once the information has been entered, the Submit button will appear in green. Select this to submit and confirm the pop up message.
4. Once submitted, this will be routed through the approval process and includes your Dean/Director ; Finance Partner; and People Partner
You can review where the request is and any comments that have been made in the approval route in My Team > My Requests > Select the request

You can also withdraw the request on this page.

5. You will be notified on People First if the request has been approved or rejected.
If Approved: The request will be sent to the People Team, and a colleague will be in touch to progress the request.
If rejected: Review the comments on My Team > My Requests.

