
 

  

  
 
 
 
 

Information Sheet:  New appointment work instructions for Hiring Coordinators 
Purpose 

 

The purpose of this document is to provide information to complete the Job Card and Offer card and provide assistance with contract specific requirements.  It is a supplementary document to the Hiring 
Coordinators Training Manual (Appendix 1) 

 

/technology/training/face-to-face/manuals/recruitment-hiring-coordinators.pdf
/governance/delegations/
http://www.adelaide.edu.au/policies/3543/?dsn=policy.document;field=data;id=6143;m=view
http://www.adelaide.edu.au/policies/3543/
http://www.adelaide.edu.au/policies/3543/
http://www.adelaide.edu.au/hr/docs/enterprise-agreement.pdf
http://www.adelaide.edu.au/policies/177/
http://www.adelaide.edu.au/policies/177/?dsn=policy.document;field=data;id=3551;m=view


http://www.adelaide.edu.au/hr/docs/enterprise-agreement.pdf
http://www.adelaide.edu.au/hr/docs/enterprise-agreement.pdf
http://www.adelaide.edu.au/hr/docs/enterprise-agreement.pdf
http://www.adelaide.edu.au/hr/docs/enterprise-agreement.pdf


http://www.adelaide.edu.au/hr/benefits/salary/
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Field in Offer Card Explanation of field Required Action 

Classification and 

http://www.adelaide.edu.au/hr/about/service-centre/
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Field in Offer Card Explanation of field Required Action 

Classification and 
Salary Level 
(continued) 

Example 3 
 

 
 

(continued) 

Superannuation 

http://www.adelaide.edu.au/hr/docs/superannuation-matrix.pdf
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http://www.adelaide.edu.au/hr/docs/superannuation-matrix.pdf
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Field in Offer Card Explanation of field 

http://heimshelp.education.gov.au/sites/heimshelp/resources/glossary/pages/glossaryterm?title=Function
http://www.adelaide.edu.au/hr/docs/enterprise-agreement.pdf
http://www.adelaide.edu.au/hr/docs/enterprise-agreement.pdf
http://www.adelaide.edu.au/hr/docs/enterprise-agreement.pdf
http://www.adelaide.edu.au/hr/docs/enterprise-agreement.pdf
/hr/docs/secure/adel-aca-edu-spec-manager.pdf
/hr/docs/secure/adel-aca-edu-spec-manager.pdf
http://www.adelaide.edu.au/hr/docs/rec-rec-contract-types.pdf
http://www.adelaide.edu.au/hr/docs/enterprise-agreement.pdf
http://www.adelaide.edu.au/hr/docs/enterprise-agreement.pdf
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Field in Offer Card Explanation of field Required Action 

  Research-only (continued): 
 Research-only function code may be used for Academic Level A – E continuing appointments (i.e., Associate Lecturers to Professors, as 

defined in University of Adelaide Enterprise Agreement (as amended) Classification Standards 

http://www.adelaide.edu.au/hr/docs/enterprise-agreement.pdf
/hr/docs/secure/adel-aca-edu-spec-manager.pdf
http://www.adelaide.edu.au/hr/docs/enterprise-agreement.pdf
http://www.adelaide.edu.au/hr/docs/rec-rec-contract-types.pdf
http://www.adelaide.edu.au/hr/docs/enterprise-agreement.pdf
http://www.adelaide.edu.au/hr/docs/rec-rec-contract-types.pdf
http://www.immi.gov.au/Pages/Welcome.aspx
http://www.immi.gov.au/Pages/Welcome.aspx
http://www.adelaide.edu.au/hr/recruitment/visa/
/hr/docs/secure/employ-contract-change-business.pdf
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http://www.adelaide.edu.au/graduatecentre/
http://www.adelaide.edu.au/graduatecentre/
http://www.adelaide.edu.au/hr/docs/change-of-work-pattern-form.doc
http://www.adelaide.edu.au/hr/docs/flexibility-arrangement-application-form.pdf
mailto:employee_services@adelaide.edu.au
/hr/docs/secure/employ-contract-change-business.pdf
http://www.adelaide.edu.au/hr/recruitment/contactus/

