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Advert Template - Standard
Please complete and forward the draft to your Recruitment Administrator together with the job description, person specification and further particulars (if required). Please attach any other relevant documents and/or provide website links e.g. Department/Division website you wish to include.

Our Tips show what to include or recommend for each section. For additional guidance, please refer to our Recruitment Policy Page and view the advertising section in order for us to obtain maximum impact in the external market.  
Job Advertisement Title: Tip: Steer away from college specific job titles and really think about what your ideal candidate will be searching for externally and what titles competitors are using.
Salary:
Location:
Job Summary

Tips: This is your chance to sell the role! Enter an opening and compelling strapline to grab your candidate’s attention and make them want to read more. Think about - 
· In brief, what will the role entail and be responsible for? 

· Is there anything new or upcoming that is particularly exciting in your area? If so, share it and shout about it!
· Include hyperlink(s) to relevant pages.
· Why should candidates apply? 

· Please include the job title at least once in this section for Search Engine Optimisation purposes. 
Duties and responsibilities
Tips: Pick out the key duties & responsibilities, as detailed in the job description. 

Get personal with your candidates by using language such as “you will” and “your” to really engage with them. Try to avoid language such as ‘the incumbent’ and ‘successful applicant’.
Essential requirements
Tips: Think about the essential skills you are looking for in your ideal candidate. 

Include the essential knowledge, skills & experience that will be used for shortlisting, as detailed in the person specification. 

To help emphasise this section for candidates, we recommend using bullet points. 
Make sure this section includes any keywords/ buzzwords that are relevant to the role, but please steer clear of internal jargon and acronyms here. 

Further Information

Tips: Enter other key points about salary, terms & conditions, including contract type/duration,
You could include any wider or specific benefits that candidates will get.
We recommend including a short sentence to state candidates need to complete an online application. 

Include details about any specific checks needed (E.g. DBS.)
Should you require any further details on the role please contact: [CONTACT NAME] – [CONTACT EMAIL].
For technical issues when applying online please email recruitment@imperial.ac.uk 
[Please note when advertising any Academic or Research roles either internally (the Imperial College Job board) or externally (Penna or submitting directly to any external job boards) the below 3 paragraphs are required within the advert (and then delete this line)]

The College is a proud signatory to the San-Francisco Declaration on Research Assessment (DORA), which means that in hiring and promotion decisions, we evaluate applicants on the quality of their work, not the journal impact factor where it is published. For more information, see https://www.imperial.ac.uk/research-and-innovation/about-imperial-research/research-evaluation/
The College believes that the use of animals in research is vital to improve human and animal health and welfare. Animals may only be used in research programmes where their use is shown to be necessary for developing new treatments and making medical advances. Imperial is committed to ensuring that, in cases where this research is deemed essential, all animals in the College’s care are treated with full respect, and that all staff involved with this work show due consideration at every level. 

http://www.imperial.ac.uk/research-and-innovation/about-imperial-research/research-integrity/animal-research/ 
Imperial College is committed to equality of opportunity, to eliminating discrimination and to creating an inclusive working environment. We are an Athena SWAN Silver award winner, a Stonewall Diversity Champion, a Disability Confident Employer and work in partnership with GIRES to promote respect for trans people.
[Complete the information below when emailing advertisement to Penna or submitting to external job boards, then delete this line]
Closing date: DD/MM/YYYY
To apply, visit www.imperial.ac.uk/jobs and search by the job reference XXXXXX.
THIS IS ONLY FOR YOUR INFORMATION

(Please delete this section before emailing to Penna or externally)

The information below is included on the Imperial College Job board posting:  
About Imperial College London

Imperial College London is the UK’s only university focused entirely on science, engineering, medicine and business and we are consistently rated in the top 10 universities in the world.

You will find our main London campus in South Kensington, with our hospital campuses located nearby in West and North London. We also have Silwood Park in Berkshire and state-of-the-art facilities in development at our major new campus in White City.

We work in a multidisciplinary and diverse community for education, research, translation and commercialisation, harnessing science and innovation to tackle the big global challenges our complex world faces.

It is our mission to achieve enduring excellence in all that we do for the benefit of society – and we are looking for the most talented people to help us get there.

Additional information

Please note that job descriptions cannot be exhaustive and the post-holder may be required to undertake other duties, which are broadly in line with the above key responsibilities.

All Imperial employees are expected to follow the 7 principles of Imperial Expectations: 
· Champion a positive approach to change and opportunity

· Communicate regularly and effectively within, and across, teams

· Consider the thoughts and expectations of others

· Deliver positive outcomes

· Encourage inclusive participation and eliminate discrimination

· Develop and grow skills and expertise

· Work in a planned and managed way 

In addition to the above, employees are required to observe and comply with all College policies and regulations.

Imperial College is committed to equality of opportunity, to eliminating discrimination and to creating an inclusive working environment. We are an Athena SWAN Silver award winner, a Stonewall Diversity Champion, a Disability Confident Employer and work in partnership with GIRES to promote respect for trans people.

Our awards are also automatically listed at the bottom of all our adverts: 
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