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Introduction

This how to guide explains how to prepare an unpaid appointment in Smart Recruiters. Positions include Adjunct, Honorary
and Visiting appointments. Please review the Adjunct, Honorary and Visiting appointments procedure for further information.

Step 1: Access Create Job in Smart Recruiters

e Navigate to the Recruitment title to begin the process. (Login to the Staff Portal> My Staff Page)

0 Click on the Recruitment tile on the Home screen of Click Process a direct appointment/secondment
your My Staff Page on our new Recruitment page
Manage delegation Approvals About me £ Recrutment {Vacancies
& 1= r%, 17 Hie CacualSgesonal Welcome to our new Recruitment page
a's ~@ ,
i Create Positiog Number i n
37 If you would i visit the Hiring Manager Toolkit
Human Resources Time and absence Recruitment RECRUITMENT SERVICES
duacd =
LA ) [‘%“] - Eé% Monitor progress of existing recrt
¥ =+ > &
[ELO) @
EXTEND OR END A FIXED-TERM CONTRACT
Complete the Extend Fixed Term Contract form to process a contract extension, as long as it
: meets the following criteria:
Training and online resources Performance and careers Reports and system access
« Minimum of 14 days before the current contract end date; and
+ No changes to the contract conditions; and
s = =N « There has been no break in service (i.e.- the contract end date has not lapsed); and
" !g: gﬂﬂ @_4; » « The current appointment is not a secondment
— VWhen completing the form, you will only be permitted to change the Contract End Date, Hours
per week, and Primary Campus.
Ifthe extension does not fit these criteria, you will nead to complete a Direct Appaintment.
Complete the End Fixed Term Contract form to process a contract ending.
Service catalogue Getting to know Griffith
I g SEARCH JOB OPPORTUNITIES
b (o
j @“ Search for job opportunities across all Grifith
Join our Mobility@Griffith (Intemal Talent Networks) Program

9 Once you have clicked on Process a direct appointment/secondment the Create Job screen in Smart Recruiters will open.
Move to Step 2.
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Step 2: Enter the Job Details in Smart Recruiters

COMMLeITIES

S g oes

PEDPLE

ANALYTIES

Create job

*Relevant Titles
Adjunct/Honorary/Visiting Professor
Adjunct/Visiting Associate Professor
Adjunct/Visiting Senior Lecturer
Adjunct/Visiting Lecturer
Adjunct/Visiting Associate Lecturer

Visiting Scholar (for students)

Adjunct/Visiting Principal Research Fellow
Adjunct/Visiting Senior Research Fellow
Adjunct/Visiting Research Fellow
Adjunct/Visiting Fellow

Industry Fellow

* Campus addresses

W]

Griffith
UNIVERSITY

{-,I_lucnnsia nd, Australia

USE TEMIPLATE

0 sireer Address ILL MARUALLY
[H]
Emp e k rematety )
En: Erg
B U o it
B U tnw
B -
Addifiorad Infarmaic
B =

Nathan: 170 Kessels Road, Nathan QLD 4111

Logan: 68 University Drive Meadowbrook, QLD 4131
Gold Coast: 1 Parklands Drive, Southport QLD 4215
South Bank: 226 Grey Street, South Bank QLD 4101

Mount Gravatt: 176 Messines Ridge Road, Mount Gravatt QLD 4122

Sunshine Coast: 6 Doherty St, Birtinya QLD 4575
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> @ Enterthe Job Title* of the role.

(2

enter even if correct address

displayed.

NOTE: All remaining fields on this screen
are for advertised roles only and you do
not need to complete these fields for

unpaid appointments.

(3]

Click Next to move to the add more
details page.

Q”J Griffith

UNIVERSITY

Queensland Australia

Enter the Campus address for the role.
Delete any prepopulated address and re-



Step 2: Enter the Job Details in Smart Recruiters — Continued

S [0 J0BS COMMUNITIES PEOPLE  ANALYTICS Search Q + O A
Administration Support Officer Parklands Dr, Southport QLD 4215, Australia | Englisk

Q 2 © @ ®

Create Details Hiting Team Advertise Share

ADD MORE DETAILS

Is this a new or replacement position?* o 4—|—> o Always select New for unpaid appointments as this will
5/ affect the approval workflows.

Group* <—|—> e Select the relevant Group from the drop-down menu.

Griffith Health - HTH - = e When you select the Group additional

Element/Department sub fields will appear. Select the

Sub Group * relevant sub fields for this position (example as follows).
Health - HLS x - If you are unsure what the Department ID is, select the
e same format as selected in Element.
lement *
Menzies Health Institute QLD -.. x =~ = Appointment Type *

Unpaid Appointments x -
Department ID *

Menzies Health Institute QLD -... x =~ ¥ X
Type of Unpaid Appointment

Position Number * 1 Adjunct * i
No Position Number x v e
Plan*
© Ciassification * Unpaid Adjunct/Visitor %
ENC - No Salary x - o 4+—
Job code * Grade *
AMinethsodssLecer | %~ 9 < ENC - No Salary x v
Job Family
Academic ® v
L » e Unpaid appointments are not linked to position
Primary Location (Campus) Manager (Repoifts To) numbers, enter/select No Position Number.
- 4. -
_— ; e o The Classification sub field will appear, enter/select
Supervisor Level Budgeted Rositipn L. i .
= = ENC - No Salary as this is an unpaid appointment.
Key Position (required criminal history Departmerft 9 The Job Code sub filed will then appear, enter/select

check)* Menzies|Health Institute x - the relevant job title, which will then prepopulate the
Job Family.

Appointment Type *

e Please enter the information for Primary Location
Employment Type * (Campus) and Manager (Reports To) as this does
= not prepopulate.

Start Date * End Date (if applicable)
Advertising Preference
Is this an identified position (only open to
Aboriginal and Torres Strait Islander
candidates)?
Post to Seek?
Industry * Function *

Higher Education Education v
Experience Leve| * Type of Employment *

Assoclate " Full-time v

NEXT

Griffith
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Step 2: Enter the Job Details in Smart Recruiters — Continued

S 0 joes  communimies

Create job

Administration Support Officer

PEOPLE ANALYTICS

Parklands Dr, Southport QLD 4215, Australia | English

ADD MORE DETAILS

Is this a new or replacement position? *

Group*

Griffith Health - HTH x v

Sub Group *

Health - HLS x »

Element *

Menzies Health Institute QLD - ... x v

Department ID*

Menzies Health Institute QLD - ... x -

Position Number *

No Position Number x »

O classification *

ENC - No Salary x v
Job code *

Adjunct Associate Lecturer X v
Job Family

Academic x v

Primary Location (Campus)

Supervisor Leve|

Key Position (required criminal history

search + O a
(] z © (%) 5)
Create Details Hiring Team Advertise Share

Manager (Reports To)

Budgeted Position™*
< -

Department

Menzies Health Institute

check) *
©-

Appointment Type *
Employment Type *
Start Date *

Advertising Preference *

Is this an identified position (only open to
Aboriginal and Torres Strait Islander
candidates)?

Post to Seek?

Industry *

Higher Education

Experience Level *

Assoclate L4

A

> o Select No for Budgeted Position

—» e Select No for Key Position.

Select Unpaid Appointments for Appointment
> 9 Type. The Type of Unpaid Appointment and
Plan sub fields will appear as per image below.
Select the relevant type of unpaid appointment
from the dropdown list and always select Unpaid
Adjunct/Visitor for the Plan sub field.

Appointment Type *

Unpaid Appointments x v

Type of Unpaid Appointment *

Plan*

e:
O «

End Date (if applicable)

Function *
Education
Type of Employment *

Full-time
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94—

\—> o Always select Full Time for unpaid appointments

—> e Enter the start and end date as applicable.

NOTE: Adjunct appointment durations are a
minimum of 2 years and a maximum of 3 years.
Visiting appointments are a minimum of 2 months
and a maximum of 12 months.

W\ Griffith

Queensland, Australia



Step 2: Enter the Job Details in Smart Recruiters — Continued

S a JOES COMMUNITIES PEOPLE ANALYTICS Search

Advertising Preference ™

i Make selection between Current, Previous or

Direct A ® - —p )
S o never employed by Giriffith University. If one
Current or Previous Staff Member * of the first 2 options, please add the
. staff/student ID in the field below if known. If

P * - 4—

e 0 previous or never employed at Griffith, the
Staff 1D (if known) personal details fields will appear to

complete.

Candidate Details Required
Advertising Preference *

Yes - Confirm Details ® -
Direct Appointment » -
Prefix * Full Name *
Current or Previous Staff Member
Email * Address Current x -
Staff 1D (if known)
DOB Phone *

Is this an identified position (only open to
Aboriginal and Torres Strait Islander

candidates)? NOTE: DOB and address is required for HR
e <« to verify if the applicant had any previous
activity with Griffith. Name must be full legal
Post to Seek? name, as per birth certificate/ passport.
e 1 L»>o_ - .
_ This section is only required if the position is
Industry™ Function identified for Aboriginals and Torres Strait
Higher Education Education v Islanders. If it is not the case, leave it blank.
Experience Level * Type of Employment
Associate - Full-time > é

Post to seek is only used for advertised
positions. Do not select anything from the

@ o < drop-down options and move into next step.

v

Click Next to add approvals comments,

AttAanhimaAanta AnA AnnliAaAn
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Step 3: Add Hiring Team

o -] ©) @ ®

Create Dietzils Hiring Team Advertize Shars
ADD HIRING TEAM Add the relevant TA Consultant
TR Select Hiring Role as Recruiter — if you are unsure
— : o who this is, they are usually
h o listed as the approver below.
I o @
L —» e Add vyourself as the Hiring
JOB AFFROVALS Manager from the dropdown list
| apD | - | so that you can add attachments.
If more than one person in your
Salary Range team will be following up with this
P appointment, add them as well.
4—
Fosition Open Date Target Start Diate * osition Type Position 1D i
@ Mar 32023 = Hew e > € Add start date in the Target Start
Date field. Click on the calendar to
be able to action this step. If the
APPROVERS start date is unknown or to be
Approvals will be sent in the order below negotiated, then enter an same
date as per previous page,
Mamed User
Amanda Woods
@ £ o Please add any comments that
Named User will assist with the offer process
that have not been included in
P previous steps, such as:
- Justification (if this relates to
Comment on approval request < a specific research project)
ﬁ - Academic Supervisor (This

4 will always be required for

unpaid appointments)
AUTOMATED INTERVIEW SELF-SCHEDULING - CALENDAR SELECTION

Intervizwer Calendar Library

Mot selzcmed L

ADD PUBLISHING PREFEREMNCES

‘ SUBMIT FOR APPROVAL ’Eh'p'[ o <

~— N

v

e Click Submit for approval. This
application will now be sent to HR
to start the reviewing process.

@ ”J Griffith
Prepare an Unpaid Appointment, Human Resources | Corporate Services —15 March 2023 UN'VERS'TY

CRICOS No. 00233E Queensland Australia



Step 4: Add attachments

L AppT e o All attachments to be added after
Current or Previous Staff Member * submitted for approval. Scroll to
Current the bottom and click the ADD
. _ _ button, then attach all relevant

Staff 1D (if known) Is this an identified position (ofly open to Aboriginal and 1 . )

o Torres Strait Islander candidatgs)? dOCUmentS. ThIS may InCIUde'
Post to Seek? - most recent resume with
- updated contact details (i.e
REF code Compensation address, email and contact
REF1776Q —

number)

Target date for hiring Industry * .

— Higher Education - Visa approvals (fOf'
Function * Experience Level * Internatlonal V|S|t0r
Education Associate appointment only)

Type of Employment * - additional Supporting
Fulltime This job is a template documentation

Internal Notes 7 EDIT

There are no notes yet.

Attachments > o

There are no attachments yet.

Griffith
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Step 5: Add candidate

JOBS  COMMUNITIES  BEOPLE  ANALYTICS Search

Headcount

S 0 joss  coMMUNITIES PEOPLE  ANALYTICS search

You haven't receiv
Here'showto g

andidates yet.

Looking for Quality Candidates?
Explore and add matching candic .

Create a Job
Publish

Add candidate

On the top of the same page, click on
People.

o

Job Description

al [+ o P

A new page will show as per image, click

— © |
on Add candidate.

If resume is available, upload file by
dragging into the drop box, or upload file.
The third option is to add this information

— ©

manually.

o

Add candidates

1+

Drop resumes here

(PDF, Word, PG, JPEG, PNG or Rich Text files)

If adding information manually, a box will
appear, add the required information. On

A

UPLOAD FILES LLIGTU R TEV T30 FILL MANUALLY e

source type and source use the drop
options as per image.

A

Add candidate

(4]

Last Name *

’ Location Fhone number ‘
Upload avatar

Email *
cial netwark

Website or 5o

Source*

Community (Internal)

CANCEL ADD CANDIDATE
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If adding information by using resume, the
system will pull the information and add in
the fields, complete the source type as
previously and save the required
experience.

Once all confirmed, click add candidate on
the bottom of the page.

W\ Griffith

Queensland Australia



Step 5: Add candidate — continued

Add candidate

> 9 If adding information by using resume, the

First Name * Last Name = system will pull the information and add in
MD Marina dos Prazeres the fields, complete the source type as
previously.
Upload ava Location Fhone number
Australia Plains, Australia +6100000000
Email *

Peoplesupport@griffith-edu.au

- . «
Community (Internal) <

EXPERIENCE

Edit experience
Job Title *

TALENT ACQUISITION CONSULTANT

Company / Business Name * Location
Griffith University Brisbane QLD
Manth Year*
unz ~ 2022

B Currently works here

> G Save the required experience if required.

Description

CAL:E_ SAVE EXPERIENCE ’ o 4

ATTACHMENTS = Upload files marina_dns_prareres resume 2022 docx

> o Once all confirmed, click add candidate on
the bottom of the page. This candidate will
now be attached to the job under the lead

tab.
ﬁ‘ Shars something with your team ‘

NOTES

[SYNN( ADD CAMDIDATE ?4
~—  —

For more information contact:

Human Resoucres | Corporate Services LWJ Grlfﬁth

Ph (07) 37354011  Email UNIVERSITY

griffith.edu.au/staff/fhuman-resources Queensland, Australia
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