New jobs/careers site 2024 — Back office changes for recruiters 2024

Careers/Jobs site link: https://www.imperial.ac.uk/jobs/

There are two back office Talentlink changes to do with posting a job advert on the new jobs/career
site(s), everything else in the set up of posting a job remains the same and should be followed as
normal.

Advert posting appears live instantly now and so do any amendments you make appear instantly on
the new careers/jobs page.

This guidance only shows the following two back-office changes:

1. Selecting the 4 new job advertisement mandatory fields.
2. Selecting the type of career site you would like to post your job live on.

1. Selecting the 4 new job advertisement mandatory fields.

The 4 new fields on the edit job advertisement tab are mandatory, you will not be able to progress
saving your job advertisement without selecting the correct job information from the drop downs.
You must ensure this information is correct as it will appear on your job advert or be used as search
criteria for jobs by candidates.

Hide salary required No X -
FacultyDepartment for NEW career site required Business School X -
Salary for New Career Site required £60,000+ X -
Salary or Salary range for NEW Career site £60,285 - £71,984 per annum X -

advert required

Contract type work pattern for NEW Career Full time - Open ended X -
site required

Show [ salary

2. Selecting the type of career site you would like to post your job live on.

We now have two career sites. Internal and external.
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Search jobs for external candidates > Search jobs for internal candidates >

You no longer select ‘Career site’ to make a job live. You will need to select the new sites as below
instead. There are two separate sites you can post the job on. (see screen print below)

e Internal site


https://www.imperial.ac.uk/jobs/

e External site - If you would like a job to go live on the external site, you MUST also select the
internal site so internal candidates can see and apply for the job. You will need to select both
Internal Careersite NEW and External Careersite NEW from the ‘post’ job opening tab.

Select Preview Intermal Careersite NEW UK Mo

Select Preview  External CareerSite NEW

N.B: So we now have an internal career site and external career site, you will be able to see from the
source feed in the back office, (screen print below) where the candidate has applied via.
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