	
	
	



[bookmark: _Int_ypFv9IDZ]Job Advert Template

This template is an example of the information that is required for the job advertisement within People and Money. Please refer to the Advertising Toolkit for guidance and tools to complete it. The sections in red text should be reviewed and updated.

Grade and salary scale
School/Department
Full Time/ Part Time and Number of Hours
Fixed term or Open Ended (including duration e.g. 12 months fixed term contract)


The Opportunity:

Choose a relevant Headline from the Headlines bank that speaks directly to your intended audience.  

Insert text from How we talk about the University. This text can be used in whole or in part in the job advert

Choose the relevant description for the Job type Academic/Professional Services/ACE 

Insert information about the role. Refer to the Tips for writing your job advert for help completing this section – this is the key information that you want potential candidates to know about the role.  

Insert text from Call to Action. This text can be used in whole or in part in the job advert 

A career with us has a range of other benefits that can be tailored to your lifestyle: 

Select the benefits that are best suited to the role and your team from the Benefits Headlines bank.  

This post is full-time/part time (xxx hours per week); however, we are open to considering part-time or flexible working patterns. We are also open to considering requests for hybrid working (on a non-contractual basis) that combines a mix of remote and regular on-campus working. Delete/amend statements if not appropriate (e.g. if role already part-time or if flexible working and/or hybrid working arrangements are not possible).


View the full job description (opens in a new browser tab) (Insert Hyperlink to the document)


How to apply
 
Insert any specific details about the application process and documents that may be required, for example:  
Please include the following documents in your application:
- CV
- Cover letter


As a valued member of our team, you can expect: 
· A competitive salary. 
· An exciting, positive, creative, challenging and rewarding place to work. 
· To be part of a diverse and vibrant international community.
· Comprehensive Staff Benefits, including generous annual leave entitlement, a defined benefits pension scheme, a wide range of staff discounts, family-friendly initiatives, and flexible work options. Check out the full list on our staff benefits page (opens in a new tab) and use our reward calculator to discover the value of your pay and benefits. 

Championing equality, diversity, and inclusion
[bookmark: _Int_p1Kjl8zT]The University of Edinburgh holds a Silver Athena SWAN award in recognition of our commitment to advance gender equality in higher education. We are members of the Race Equality Charter, and we are also Stonewall Scotland Diversity Champions, actively promoting LGBT equality. 

Insert Positive Action Statement as appropriate, further guidance is available within the Diversifying recruitment webpage.
We welcome applications from all qualified candidates and particularly encourage applications from [insert demographic(s)] candidates, as we acknowledge they are currently underrepresented in our area/team/at this level. [delete as appropriate].

Prior to any employment commencing with the University, you will be required to evidence your right to work in the UK. Further information is available on our right to work webpages (opens new browser tab)

Appropriate Sponsorship paragraph will be manually added by HR Operations here

Key dates to note
The closing date for applications is [Closing date]

[bookmark: _Int_JTEtpfv1]Unless stated otherwise the closing time for applications is 11:59pm UK time. If you are applying outside the UK the closing time on our adverts automatically adjusts to your browsers local time zone. 

Interviews will be held [insert date]


December 2025
