Guidance for Recruitment advertising
The tables below show how the process will work for placing adverts with Barkers (1), with jobs.ac.uk (2) and if an advert needs to be placed with both (3).  
Please note that with both these processes an advert will not be created in the requisite publication without the requisite purchase order.  Both Barkers and jobs.ac.uk are under strict instruction not to create an advert without a purchase order number, which must come from a member of the HR department. 
With this in mind it will be of the up most importance to plan in the appropriate amount of lead time when attempting to create an advert.  This is to allow for all necessary approvals to be obtained, failure to do so will mean missed insertion dates for adverts, causing the entire process to be restarted and closing dates and interview dates revised accordingly.
It will be the responsibility of the department/school, and not that of the HR department, to view the advert in the medium it’s been advertised, (Guardian, THES, jobs.ac.uk etc) and when your satisfied with the advert to goods receipt it.

As with all other purchases made via Agresso, this will enable the Accounts Payable Team to pay the invoice as soon as it arrives.  Failure to goods receipt promptly will cause delays in payments, which can in turn lead to the University’s advertising accounts being suspended.
Change to HR processes due to the implementation of the Agresso system – effective from Tuesday 8th May 2007. 
	1. Barkers process (when an advert is to be placed with BARKERS ONLY, e.g. Guardian, THES etc.)


	Originator/ Head of Department wants the advert to be placed somewhere other than our website/Jobs UK (This is stated on the recruitment requisition)



	Advert order form is sent to Barkers by the appropriate deadline date


	Advert proof is sent back to HR for approval


	HR sends advert proof to originator or Head of Department for approval along with the final cost of the advert.


	Department/School raises a ‘NO PRINT’ purchase requisition via Agresso using the final cost obtained; once workflow approval has taken place, a purchase order will automatically be generated.  The purchase order will not be sent to Barkers to place the advert.  The Dept. should instead send a copy of the approved advert and the purchase order number to HR, so that HR can email the advert request to Barkers, and so that these can be kept in the job bag for our records.



	Vacancy details are updated with the total amount paid (SAP)


	Advert is placed (by Barkers) and paperwork is put into the job bag (HR).


	Invoice received in Accounts Payable



	Original requisitioner/ Dept. checks that they are happy with the advert and update the purchase order on Agresso as ‘Goods Received’



	Finance pay the invoice via Agresso




	2. Jobs.ac.uk process (when an advert is to be placed with JOBS.AC.UK ONLY)


	Originator/ Head of Department want the advert to be placed on jobs.ac.uk.

(This is stated on the recruitment requisition)



	Department/School raises a ‘NO PRINT’ purchase requisition via Agresso using the final cost obtained; once workflow approval has taken place, a purchase order will automatically be generated.  The purchase order will not be sent to Jobs.ac.uk to place the advert.  The Dept. should instead send a copy of the approved advert and the purchase order number to HR, so that HR can email the advert request to Jobs.ac.uk, and so that these can be kept in the job bag for our records.



	Vacancy details are updated with the total amount paid (SAP)


	Advert is placed and paperwork is put into the job bag (Confirmation of receipt email, Notification of placement and notification of removal emails are all place in the job bag.



	Invoice received in Accounts Payable



	Original requisitioner/Dept. checks that they are happy with the advert and update the purchase order on Agresso as ‘Goods Received’



	Finance pay the invoice via Agresso




	3. Barkers/ Jobs.ac.uk process (when an advert is to be placed with BARKERS and JOBS.AC.UK)


	Originator/ Head of Department wants the advert to be placed with Barkers and Jobs.ac.uk
(This is stated on the recruitment requisition)



	Advert order form is sent to Barkers by the appropriate deadline date


	Advert proof is sent back to HR for approval


	HR sends advert proof to originator or Head of Department for approval


	1) Department/School raises a ‘NO PRINT’ purchase requisition via Agresso using the final cost obtained; once workflow approval has taken place, a purchase order will automatically be generated.  The purchase order will not be sent to Barkers to place the advert.  The Dept. should instead send a copy of the approved advert and the purchase order number to HR, so that HR can email the advert request to Barkers, and so that these can be kept in the job bag for our records.
2) Department/School raises a ‘NO PRINT’ purchase requisition via Agresso using the final cost obtained; once workflow approval has taken place, a purchase order will automatically be generated.  The purchase order will not be sent to Jobs.ac.uk to place the advert.  The Dept. should instead send a copy of the approved advert and the purchase order number to HR, so that HR can email the advert request to Jobs.ac.uk, and so that these can be kept in the job bag for our records.


	Vacancy details are updated with the total amount paid (SAP)


	Advert is placed (by Barkers and Jobs.ac.uk) and paperwork is put into the job bag (HR).



	Invoices received in Accounts Payable



	Original requisitioner/ Dept. checks that they are happy with the advert and update the appropriate purchase order on Agresso as ‘Goods Received’



	Finance pay the invoice via Agresso




