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Hiring Manager Vacancy Submission Checklist
Even after vacancies are approved, delays often occur because of missing or inconsistent information. Common issues include mismatched job titles, incomplete approval forms, and outdated attachments. These errors mean the ERRS must chase for corrections before progressing, slowing down recruitment.
To help avoid these delays, please use the Hiring Manager Vacancy Submission Checklist below before submitting an approved vacancy. It ensures all details match what was approved, all documents are complete and up to date, and nothing is overlooked. Following this checklist will help your vacancy move forward smoothly and on time.

Job Details
☐ Job Title in the advert matches the Job Description, Person Spec and the approval form.
☐ Contract Type (permanent/fixed term/secondment) and hours match what was approved.
☐ Advert Wording reflects the approved details (e.g. duration, hours, location).
Approval Form
☐ Job Description and Person Specification are attached and up to date.
☐ Any additional documents are included.
☐ Check that the attachments match the approved role details (job title, hours, contract type).
Consistency Check
☐ Ensure no discrepancies between the approval form, advert, job description and person specification.
☐ If reusing previous documents and/or adverts, review and update them if required, before submission.
Additional Information
☐ Ensure that any special requirements (such as professional registration) are noted.
☐ Provide accurate contact details for candidate enquiries.
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