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Next Step: Creating a New Position

Back to home

Overview
So you are ready to recruit!  There are a few 
steps for you to take before creating a job in 
DeakinRecruit.  

    How
Firstly, you may like to contact your Talent 
Acquisition Partner in the Human Resources 
Division (HRD) to talk about your recruitment 
needs and how they can support you to source 
your ideal candidate.

In getting ready to recruit you may also like to:

    •   Discuss the role, its alignment with your 
areas Workforce Management Plan and 
confirm budget with your  Manager

    •   Review the existing Position Description to 
ensure it matches your current needs 

    •   Determine if you are replacing a current 
position or creating a new position (i.e. a 
new role and/or additional headcount, and if 
the role is casual,  fixed term or continuing)

    •   Consider what you are looking for in a 
candidate.

DeakinRecruit
T: 03 9246 8139
E: deakinrecruit@deakin.edu.au

i. Existing Positions
If you are replacing an existing role, have a current
position description, and are ready to recruit you 
can move straight to Raising a Requisition.

ii. New Positions
If you are recruiting for a new role, a new position 
will need to be created in DeakinPeople. 

Note: A hiring manager (or delegate) should only 
create a position under the following 
circumstances:

    •   when no existing position exists or 

    •   an existing position has significantly evolved

If you need to fill an existing position (due to 
secondment, leave backfill, temporary job share, 
or handover), use the existing position number to 
raise a requisition to recruit in DeakinRecruit.
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Where to go for help

FAQ
Is approval needed before creating a new position?

No. Approval is only needed when you wish to 
Raise a Requisition. When you create a new 
position the position is created in a ‘proposed’ state 
and does not contribute to headcount/FTE

Is a Job Evaluation required before creating
a new position?

No. If a Job Evaluation is required it will be 
completed by the TA Partner and may occur 
concurrently with the Job Brief.

Are Position Descriptions available for all roles?

Position Descriptions are owned and managed by 
the Hiring area.  If no PD is available, the TA Team 
can assist find or write one. 

How
Step 1 Log into DEAKIN PEOPLE and access 

the SELF SERVICE HOME PAGE

Step 2 Select the MY TEAM TILE

Step 3 Select CREATE POSITION

Step 4 Complete all mandatory Form Fields 
and press SUBMIT when completed 
(see right)

Step 5 Receive an automated email with 
the new position number

DeakinRecruit
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The new position is created and visible in the My 
Team Page in DeakinPeople. The information will 
then be uploaded into DeakinRecruit. You can 
access the new position in DeakinRecruit by 
clicking on the link in the automated email or 
logging directly into DeakinRecruit and searching 
for the new position. 

Who
Anyone who has existing manager level access or 
currently performs manager tasks in DeakinPeople 
is able to create a new position. Access can be 
requested via e-solutions if additional permission 
is required.

 •   Salary Admin Plan
 •   Salary Grade
 •   Standard Hours
 •   GL Information
 •   Location
 •   Reports to

Required Information:  
 •   Position Type
 •   Effective Date
 •   Position Title
 •   Full time/part time
 •   Work Type
 •   Department

Next Step: Raising a Requisition
Ready to Create a New Position?
Go to DeakinPeople, My Team Detail
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Overview
If you have an existing Position Number and are 
ready to recruit, you can go to DeakinRecruit and 
Raise a Requisition. A completed Requisition and 
approved position is required before your TA Partner 
will contact you to organise the Job Brief meeting.  

How
Raising a requisition

Step 1 Log into DeakinRecruit from 
DeakinPeople or via the link provided in 
the automated email received with the 
new position number.  

Step 2 Select New Job from your Dashboard

Step 3 Select either Ongoing/Fixed Term/EOI
or Direct Appointment

Step 4 Select the relevant Position (you can
search by position number, name of
person currently in role or position title)

Step 5 Complete mandatory fields
Note: If you have created a new position
in DeakinPeople, most data fields will
have been pre-populated. 

Step 6 Attach Position Description (if available)

Step 7 Submit for Approval

Approval process

Step 8 Click the drop down menu and select
the relevant Approvals Framework for
the role

Step 9 Select the name and email of the
‘Approvers’ relevant to your area and
click send. This will send a pre-populated
email to the approvers.

See Approvals Quick Reference Guide
for more information.

Step 10 Select Save and Exit.

Once your role has been approved, your TA Partner 
will arrange a Job Brief meeting where the role 
requirements, sourcing the candidate pool and 
selection and interview process is discussed.

Note: You can keep track of who has approved 
your role via the Approvals Tab.  It is the 
role of the Hiring Manger or delegate to 
follow up Approvers. 

Who
The Hiring Manager or their delegate is 
responsible for raising the requisition to recruit 
and liaising with approvers. 

Click here to Raise a Requisition 

Where to go for help

DeakinRecruit
T: 03 9246 8139
E: deakinrecruit@deakin.edu.au
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Next Step: Engaging with your TA Partner

Back to home

FAQ
What is the process for Direct Appointments?

Where the Hiring Manager has identified an 
outstanding individual for appointment, and 
considers that no better appointment could be 
made by following the standard recruitment 
process, they can seek approval to make a Direct 
Appointment.

The Hiring Manager can request approval to 
make a Direct Appointment by submitting a 
requisition through DeakinRecruit including the 
rationale and justification for the appointment. If 
approved by the designated approver in 
accordance with the Recruitment of Staff 
procedure, the TA Team will manage all applicant 
communication from generating the contract 
through to onboarding.

What is the process for Secondments?

The TA Team will manage Secondments using the 
same process as for standard appointments. 
Secondments may only be advertised internally 
or a competitive process may also be used  if a 
suitable candidate has not been found.

How are EOI’s handled?

EOIs’ can be entered into DeakinRecruit in the
same way as a direct appointment.  The Job
Brief will clarify how best to advertise the roles
(e.g. internal/external etc.).

When is the Job Evaluation completed?

The Job Evaluation is completed by the TA Team 
either before or after the Job Brief and must be 
completed prior to the role being advertised. 
The TA Team will complete these evaluations 
within 2 days (for up to HEW 10) and 3 days (for 
HEW 10+).

What is the role of a main contact?

The main contact is the person with whom the TA 
Team will liaise . The main contact is added in 
DeakinRecruit and can be the Hiring Manager or 
their nominated delegate. The main contact will 
have access to the same Dashboard as a Hiring 
Manager and is able to view progress on any 
positions for which they are the main contact. 

Who are the approvers for my business area?

Each area will have between 3 and 4 approvers 
depending on the position being recruited for. If 
you are unsure who your approval framework 
Contact the TA Team. Refer to the  Approvals Quick 
Reference Guide for more information.

Click Approvals Quick Reference Guide for
more information.
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Next Step: Sourcing the Candidate Pool

Back to home

Overview
The TA Partner will engage with the Hiring 
Manager to attend a Job Brief.

How
    •   Within 1 business day of your job being 

approved, the TA Partner will send the 
Hiring Manager a meeting invite to attend 
a Job Brief which includes discussions 
about remuneration, sourcing networks, 
Diversity & Inclusion opportunities, 
interview process, shortlisting approach 
and next steps are agreed.

    The Job Brief may also be used to finalise 
the job evaluation and Position 
Description. See the Recruit of Staff 
procedure for more information. The job 
brief drives a service that is tailored to the 
specific requirements of the role. See the 
Recruit of Staff procedure for more 
information.

    •   Before the Job Brief meeting, the TA 
Sourcing Specialist will search 
DeakinRecruit and the TA Partner will 
present any suitable candidate profiles at 
the Job Brief. (Candidate pools will be built 
over time).

    
    •   After the Job Brief the TA Partner will send 

the Hiring Manger a Job Brief confirmation 
email including sourcing strategy, advertising 
copy and confirmation of any costs.

    •   Job Brief meetings are either face to face or 
via VMP for a minimum of 30 minutes.

    •   The Job Briefs are completed by the TA 
Partner.

Who
The TA Team will send a meeting invite to attend 
the Job Brief. The Job Brief meeting is attended 
by the Hiring Manager and TA Partner. The 
Sourcing Specialist and delegate may also attend 
the meeting.

DeakinRecruit
T: 03 9246 8139
E: deakinrecruit@deakin.edu.au

Where to go for help

FAQ
What is the role of the Hiring Manager in the
recruitment process?

The Job Brief is the opportunity for the Hiring 
Manager to discuss how much involvement they 
would like in the recruitment process. For example, 
they may like to be involved in the shortlisting 
process, selecting interview questions or speaking 
directly with referees. t

Is a Job Brief mandatory for all roles?

A Job Brief is highly recommended, however a 
meeting may not be required for all roles – 
particularly if a role has been recruited for before.
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Overview
The TA Sourcing Specialist will use the agreed 
sourcing and advertising strategy from the Job 
Brief to find the best candidate. The Sourcing 
Strategy includes the social media or job boards 
to be used (e.g. Seek, LinkedIn) and proactive 
sourcing channels such as the Deakin Candidate 
Pool and referrals.

A recruitment agency may also be used for 
harder to fill, time critical or specialist roles.  
The TA Team will provide a short or long list of 
candidates (as agreed at the Job Brief) and 
Hiring Managers may also choose to be 
involved in the shortlisting process.  

    How
    •   Sourcing begins as soon as the Job Brief 

has been completed. 

    •   The Sourcing Specialist communicates 
with candidates, screens CVs and conducts 
telephone interviews. 

    •   The TA Partner and Sourcing Specialist will 
assess applications against the PD, 
selection criteria, and for Academic 
positions, Gender Equity in Research 
policy

    •   A short list of suitable applicants is created 
and presented to the Hiring Manager to 
determine who will move through to 
interview stage.

Who
The Sourcing Specialist is responsible for 
executing the Sourcing Strategy.

DeakinRecruit
T: 03 9246 8139
E: deakinrecruit@deakin.edu.au
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Next Step: Interviewing & Reference Checks

Back to home

FAQ
Are jobs advertised with closing dates?

For all academic positions a 28 day advertising 
requirement with a closing date will apply. 
Positions available for international candidates 
will be advertised for 28 days to meet compliance 
requirements.

Other jobs will not have a closing date, which 
means that the recruitment process commences 
immediately. Instead the number of applicants 
can be capped and shortlisting can commence as 
soon as a capped number of potential candidates 
has been reached.  

Will candidates need to respond to
Selection Criteria?

Some roles may require a limited, specific set of 
selection criteria to respond to. For other roles, 
the selection criteria will be covered in the 
Telephone interviews and candidates may also 
address selection criteria in the cover letter.  This 
reduces the time a candidate needs to spend on 
the application process and promotes a better 
candidate experience. 

How will the TA Team recruit for specialist roles?

Sourcing specialists are experts in sourcing and will 
use a range of options including advertising, 
candidate pool review, network contacts, and 
specialist networks and hiring manager 
recommendations. If a position is considered hard 
to fill, a tailored sourcing strategy will be 
developed and signed off. 

What is the candidate pool?

The candidate pool is comprised of all applicants in 
the DeakinRecruit system.  In many instances these 
candidates will have key skills and experience 
frequently recruited by Deakin and these will be 
flagged for easy reference by the sourcing team. 

Can all candidate applications be viewed?

Yes. The Hiring Manager can see a long list of 
candidate applications if required. Academic roles 
will require a long list.

What is the application process for internal 
candidates?

Internal applicants will complete a shortened 
application process in the DeakinRecruit candidate 
portal.
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DeakinRecruit
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Reference Checks

    •   The TA team will complete a minimum of two 
reference checks using an on-line reference 
checking system.  

    •   Hiring managers may also like to speak 
directly with referees. Hiring Managers will 
need to record details of any referee 
conversations and email to their TA Partner 
or DeakinRecruit@deakin.edu.au where the 
information will be added to the candidates 
file for compliance purposes. 

    •   The reference checking process is initiated 
within 24 hours of the preferred candidate 
being nominated by the Hiring Manager.

Who
The TA Team is responsible for organising the 
interviews and communicating directly with 
candidates. The TA Team are also responsible for 
the reference checking process. 

Where to go for helpOverview
Once a short list has been generated, the TA 
team will contact the Hiring Manager to discuss 
which of the candidates will move through to 
the interview stage. 

How
Interviews

    •   The TA team communicates with the candidates 
and liaise with the interview team (those who 
will be conducting the interviews) to book 
suitable interview times and rooms. (Note: The 
TA Partner has already identified a block of 
suitable interview times and potential interview 
team  with the Hiring Manager at the Job Brief )

    •   The TA team will email the agreed interview 
questions to the Interview Team and also make 
sure everyone is clear of their roles and 
responsibilities e.g. who will meet the candidate 
at reception and setting up the interview room.  
The TA Team will also email interview questions 
to and the TA Partner may also attend the 
interview if required.

    •   The TA Partner will conduct a debrief with the 
Hiring Manager at the end of all interviews 

    •   The interview team conduct the interviews and 
email their notes to the TA Team, where they 
are uploaded to DeakinRecruit.   

    •   The TA Partner will notify unsuccessful 
candidates within 48 hours of the interview and 
update DeakinRecruit. Unsuccessful candidates 
will then connect into the Candidate Pool.
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Next Step: Making the OfferNext Step: Making the Offer

Back to home

FAQ
Are interview Panels still required?

Some roles will still require a Panel.  Who should 
be on the Interview Team will be discussed at 
the Job Brief.

How are D&I needs addressed in the 
interviewing process?

The TA Team have been trained in Deakin’s D&I 
commitments and will ensure all that 
opportunities to promote and support D&I are 
considered throughout the process including 
composition of the interview panel and interview 
questions and behaviours.

What pre-employment checks will the TA team 
look after?

The TA team will administer the Right to Work 
verification,, Working with Children Check 
(required now for all roles), Fit and Proper 
Declaration, National Police Record Check and 
any other pre-employment checks identified as 
part of the Job Brief. (Further information in 
relation to pre-employment checks can be found 
in the Recruitment of Staff procedure.)

Will the TA Team organise interviews for 
overseas candidates?

Yes. The TA Team will liaise with overseas 
candidates including setting up interviews and 
testing technology. The TA team will also check 
overseas candidates have appropriate visa to 
work in Australia.  
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Next Step: Onboarding your New Starter

Back to home

Overview
The TA Partner will work collaboratively with the 
Hiring Manager for the preferred way of 
managing the candidate and offer process.  

How
    •   The TA Partner will make a verbal offer to 

the preferred candidate.

    •   Contracts are automatically generated 
through DeakinRecruit with candidate 
information and offer information merged 
into a final offer document within 1 business 
day of the final negotiations. 

    •   The TA Team will perform quality checks on 
contracts before they are available in 
DeakinRecruit to download and then accept.

    
    •   Once the offer has been accepted in the 

system, the new starter will receive and 
email advising of next steps including 
completing the new starter screen in 
DeakinRecruit. 

    •   The candidate formally accepts the offer via 
the DeakinRecruit candidate portal

    •   If the candidate rejects the offer, the TA 
Partner will work with the Hiring Manager 
for next steps (i.e. review the offer or select 
another shortlisted candidate) or 
re-commence the process.

Who
The TA Team are responsible for communicating 
with the candidate and administering the offer 
and contract process.

Where to go for help

DeakinRecruit
T: 03 9246 8139
E: deakinrecruit@deakin.edu.au

FAQ
Can Hiring Managers keep track of when a 
candidate has accepted an offer or being sent a
contract?

Yes. Hiring Managers can use their Dashboard 
Applications Tile in DeakinRecruit to check the 
status of candidate applications. 

What happens if the remuneration sought by 
the candidate is higher than what was agreed in 
the Job Brief?

Any increase to remuneration offers must be in 
accordance with the Remuneration procedure. 
The TA Partner will work with the relevant 
approvers and the Hiring Manager in relation to 
remuneration negotiations. 



Onboarding your New Starter

Getting ready
to recruit

Raising a
requisition

Engaging with
your TA Partner

Sourcing the
candidate pool

Interviewing and
reference checks

Making
the offer

Onboarding
your new starter

DeakinRecruit One Deakin Talent
Acquisition Service

Recruitment Process Complete!

Back to home

Overview
Enboarder is a DeakinRecruit automated, web 
based on boarding and induction platform. It 
provides a positive experience for the candidate, 
creates a connection between the Hiring 
Manager and their new starter and sets the new 
starter up for success by providing important 
Deakin specific information. 

How
    •   Once the successful candidate has formally 

accepted the offer, their details are entered 
into Enboarder and the on boarding process 
is initiated.

    •   The candidate and Hiring Manager will 
receive communications via email within 14 
– 28 days of the start date to a week after 
the new applicant has started. 

    •   The successful applicant can choose to 
receive notifications by phone or email

    •   The Hiring Manager may nominate a Local 
Induction Supporter to assist with specific 
on boarding and induction tasks.

    New start information include:
A congratulations message with a Welcome to 
Deakin VC Video, welcome to the team, 
information about Deakin, day 1 details, 
introduction to their team, contact numbers and 
once they have started at Deakin, DeakinAchieve 
access for setting objectives, a check in survey at 
week 1, month 1 and month 3.

Hiring Manager Prompts include:
Nominating a local HR support and peer 
support/buddy for new starter, reminder to 
contact new starter by phone or email, 
scheduling 1:1 meetings in calendar.

Who
The TA Team initiates ‘enboarder’. The Hiring 
Manager or the Local Induction Supporter will 
need to perform certain tasks including local 
induction with the new starter when they 
commence at Deakin.

DeakinRecruit
T: 03 9246 8139
E: deakinrecruit@deakin.edu.au

Where to go for help

FAQ
Who is responsible for local area inductions?

Each local area is responsible for local 
inductions.

Will existing Deakin staff be on boarded when
they accept a new role?

Yes. Existing staff will receive the same
communications as external candidates.

To see updated Induction Information 
for Managers and New Starters, visit:
https://blogs.deakin.edu.au/induction/
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•  TA Team makes a
verbal offer 

•  Contract is generated
via DeakinRecruit and
sent to the candidate

•  Candidate formally
accepts offer in
DeakinRecruit

•  Interviews are set
up via TA Team

•  Interview Team
conducts interviews
and writes up notes

•  Notes added to
DeakinRecruit.

•  References are checked
via on-line system

•  Optional follow up with
verbal reference check
(if required)

•  TA Team reviews CVs,
•  Telephone interviews

conducted
•  Shortlist is developed

and sent to the
Hiring Manager

•  Evaluate need for position
•  Review Position Description
•  Contact your TA partner

for support

•  TA Team reviews
candidate pool and
commences internal
and external sourcing 

•  Automated on-boarding
is initiated and supported
by local area inductions 

•  Regular communications
are sent to new employees
from Deakin and Hiring
Manager

•  Select ‘New Job’ in
Deakin Recruit

•  Enter job details
•  Select relevant

Approvals Framework

•  Attend Job Brief which
is arranged by TA Partner

•  Determine sourcing,
interview and
shortlist strategy

•  Create a new position
via DeakinPeople
(if required)

•  Receive Position
Number via email

•  No approval required
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