	Employer Direct – Vacancy Advertisement

	

	The operator will ask you a series of questions (see below) – complete this template prior to making your call to ensure that essential details are recorded and will help to minimise the length of your call.

	

	

	Telephone:      
	0845 601 2001

	Email:
	Employerdirect-vacancies@jobcentreplus.gsi.gov.uk

	Business hours: 
	08:00 to 20:00 Monday to Friday; 10:00 to 16:00 Saturday

	Vacancy Details

	
	

	Company name
	

	
	

	Company address
	

	
	

	Location of work including post code
	

	
	

	Telephone Number
	

	
	

	Job title
	
	No of vacancies
	

	
	

	Days & Hours Per Week
	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat

	Worked (Tick)
	
	
	
	
	
	
	

	Hours
	
	
	
	
	
	
	

	Start & Finish time
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	

	Salary/Wage
	Salary
	£
	
	
	Wage
	£
	
	

	
	

	type of contract
	Permanent
	
	Subject to trial
	
	
	Temporary
	

	
	

	Do you require experience or qualifications? (Essential skills, experience and qualifications required for the job)
	


	
	

	Any special requirements? (Desirable skills, experience and qualifications, equipment that will be used, any available training)
	

	
	

	Brief outline of duties
	

	
	

	Pension Details (Tick)
	None
	

	
	Final salary
	

	
	Defined contribution/money purchase
	

	
	Group Personal pension
	

	
	Stakeholder pension
	

	
	Other
	

	
	Prefer not to say
	

	
	

	Method of application (Jobcentre / Applicant to call employer, CV and letter to employer, employers own application form, Apply Direct, other – please specify)
	

	
	

	Any other instructions
	

	
	

	Date vacancy to be removed from display.
	Day
	Month
	Year
	Number of applicants required

	
	

	Contact details of person who will deal with applications


	


The operator will inform you how the vacancy will be advertised and viewed on line.

