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Note: This form is to be used for the recruitment of new and existing vacancies, direct appointments, internal transfers and 
contract extensions. Internal transfers and direct appointments require copies of the candidates CV and reference check to be 
attached. Prior to submitting the RAJ, the Position Profile must be reviewed by OPC Client Services and an Occupancy Check 
Sheet will be issued if applicable.  
 

SECTION 1: Details of hiring manager 

Title     Name     Surname     

Staff ID     Faculty / Division     Date     

☐Position Profile attached             Approved by OPC ☐Occupancy check sheet attached Provided by OPC 

☐ Occupancy check sheet Not required  

SECTION 2: Justification or supporting comments 

 

SECTION 3: Type of request – Select one option 

 ☐New position ☐Existing position ☐Direct appointment ☐Contract extension ☐Internal transfer 

SECTION 4: Position details 

Position number       Position title       

☐Continuing ☐Fixed-term Fixed-term duration       ☐Full time  ☐Part-time 

Classification       FTE      % Location / Campus       

Sector % Split: Higher Education      % VET      % Allowances       

Code ☐Teaching Focus    ☐Research only     ☐Teaching and Research    ☐General / Professional Staff 

SECTION 5: Employment categories – only applicable for fixed-term appointments 

☐Specific task or project ☐Replacement employee ☐Academic  ☐Studentship 

☐Research ☐Research safety net ☐Research continuing staff ☐Senior appointment 

☐Apprenticeship / Trainee ☐Professional practice ☐Innovation / Reorganisation activity 

SECTION 6: Employment requirements for positions involving teaching 

VET Current Certificate IV in Training and Assessment   TAE / Literacy & Numeracy ☐Yes ☐No 

Higher Ed Current Graduate Certificate in University Teaching ☐Yes ☐No 

Both Current Working with Children clearance ☐Yes ☐No 



Completed forms should be emailed to: recruitment@cdu.edu.au or hand delivered to the Office of 
People and Capability Client Services, Building 2 level 2, Orange Precinct, Casuarina Campus. All 
appointments must be in accordance with the current CDU and Union enterprise Agreement.  
 

SECTION 7: Direct appointments or internal transfers or contract extensions 

Title       Name        Surname       

Residential/postal address       

Suburb       STATE       Post Code       

Contact phone number       Email       

CDU Employee / Casual  ☐YES  ☐ NO Staff ID       

Australian / Permanent resident  ☐YES  ☐ NO Passport ID.       

☐CV attached Referee report  ☐ Reference Check attached   
Note: 1 x Verbal reference required for internal  
applicants and 2 x Verbal reference required for 
external applicants 

Appointed at classification       step       Start date       End date       

SECTION 8:  Advertising strategy  

☐Internal only ☐Internal and External ☐Strategic Recruitment to assist ☐Executive Search 

 ☐Jobs@CDU ☐SEEK ☐LinkedIn ☐Jobs.ac.uk ☐Other online media 

☐The Australian HES ☐THEUniJobs ☐Professional / Academic Journals ☐Other print media 

SECTION 9: Selection committee 

Chair       Member       

Member       Member       

Member       Administrator       Ext No       

SECTION  10: General ledger account code and funding allocation 

(Natural account 211 for Research Active and Teaching Focused staff. Natural account 231 for General Staff) 

  /  /  /  /        %  

  /  /  /  /         %  

                                  

SECTION 11: Management approval 

Senior Manager / Head of 
School 

 Signature  Date  

Management Accountant  Signature  Date  

Senior Executive  Signature  Date  

 


