5.2.1 Advert for a vacant position

	Internal advert for vacant position 

	Position (Job title): MACROBUTTON NoMacro ( [insert job title]
	Department: MACROBUTTON NoMacro ( [insert department]

	Branch/Division/Location: MACROBUTTON NoMacro ( [insert branch/division/location]
	Manager: MACROBUTTON NoMacro ( [insert manager's name]

	Job summary: 

MACROBUTTON NoMacro ( [insert job summary] 



	Key areas of responsibility:  

MACROBUTTON NoMacro ( [insert key areas of responsibility] 



	Skills requirements: 

MACROBUTTON NoMacro ( [insert skills requirements]


	Qualifications requirements:  

MACROBUTTON NoMacro ( [insert qualifications requirements]


	Relevant personal attributes: 

MACROBUTTON NoMacro ( [insert personal attributes]


	Applicant assessment:
MACROBUTTON NoMacro ( [insert applicant assessment]


	Vacancy notification and posting date:
MACROBUTTON NoMacro ( [insert vacancy notification and posting date]


	All employees interested in applying for the position and who feel they possess the skills and attributes to meet the requirements of the job must request an Employment application form from MACROBUTTON NoMacro ( [insert name of responsible person]. All applications must be submitted by MACROBUTTON NoMacro ( [insert deadline date] for you to be considered for the position. 

	Contact person for queries:
MACROBUTTON NoMacro ( [insert contact person's name]



