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When to consider an Expression of Interest: A manager may wish to consider an Expression of Interest (EOI) when they have a short term vacancy to fill as a result of a leave of absence or gap between resignation and full recruitment process in which the manager could source an internal candidate to fill the role. In doing this it provides a dual benefit: 

1. The manager can appoint an internal candidate with the requisite education and skills who possesses the relevant corporate knowledge to step into the role.
 2. Creating a development opportunity for a suitable internal staff member which promotes capacity building and career progression. 

The benefits of choosing an EOI over a HDA include assurance for staff of an open, fair and equitable process to maintain staff morale and the opportunity for capacity building and identification of opportunities for succession planning in the work area. 

Advertising an EOI can be internal to CSU as a whole, internal within a particular cohort or area or if it is anticipated that the suitable applicant pool may be too limited by advertising internal only, EOI’s can also be advertised externally.   
Template 1 - Internal EOI: 

Expression Of Interest - <Insert Position Title>, <Insert School and/or Faculty/Division>

<Introductory Paragraph: May cover information about the previous incumbent, where they are taking up a new position and when their resignation is effective from>. 

Expressions of Interest for the position of <insert position title> are being invited from <insert who they are being invited from>. Note: see below for special criteria>.

· Acting Executive Dean: Expressions of Interest for appointment as Acting Executive Dean Faculty of <insert> are invited from academic staff holding appointments at Level D or above.

· Associate Dean: In accordance with University policy, http://www.csu.edu.au/adminman/hum/InstitutionalLeadershipPolicy.doc, an appointment will normally be made from academic staff who hold an appointment at Level D or Level E. Academic staff at Level C who hold or have previously held academic management positions are also encouraged to consider submitting an EOI. 

· Head of School: An appointment as Head of School is normally made from academic staff of the Faculty who hold a continuing or fixed-term appointment at Level C or above. Staff interested in submitting an application should consult the Policy on Appointments to Academic Institutional Leadership Positions available: 
· Secondment: To be eligible to apply you must meet the eligibility requirements as detailed in the Appointment by Secondment Policy: http://www.csu.edu.au/adminman/hum/SecondmentPolicy.doc. Please note you will be required to complete the Secondment Release Form which should accompany your expression of Interest: http://www.csu.edu.au/__data/assets/word_doc/0006/149748/SecondmentReleaseForm.doc 

· General position: To be eligible to apply for this opportunity you must be an existing fixed term or continuing member of CSU staff.

This position is expected to commence < immediately> <date>, for a period of < > weeks/months, and is available to staff < on any campus> <campus name>

<Insert paragraph providing a brief overview of the role.> A detailed position description is located at <insert location> or < attached>.  Salary is commensurate with Level < >.
Please contact the <insert contact name and detail>, should you wish to discuss the <insert role title> role or the submission of an Expression of Interest. 

Expressions of Interest should be forwarded to <insert name, title and contact details> by <insert date and time> and include a current resume and <insert other application requirements e.g. a cover letter outlining your interest in the role and your skills, attributes and experience as relevant to the role>. 

Should more than one application be received, interviews may be held to with the applicants to further discuss their expression of interest.

Template 2 - Internal EOI: 
You may be aware that <   >  will soon commence a period of extended leave and as such  I am exploring options for replacing <    > for the duration of his/her leave.  In the first instance, I wanted to canvass whether there is any interest within the Faculty/Divisioin/Work Unit.  

If you’re interested, would you please send me your current CV (no need to address the selection criteria) by <time> on <date> (1 week to call for eoi’s is sufficient time).  I’ve attached the relevant position description but please contact me if you would like to discuss.
_____________________________________________________________________________________________




