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1 Introduction 
 

The purpose of this document is to guide you through the process of raising a 

requisition to recruit any employee.  

 

If at any time you are unsure of how to progress through the system; and unable to 

locate the information you need in this guide, then please contact: 

• NCG Recruitment on 07810631364 

2 Logging on to Networx  
 

In order to access Networx please type the following link into your internet browser. 

We recommend using Google Chrome. Save to favourites for future reference.  

https://www.networxrecruitment.net/Login  

Input your work email address and individual password which has been assigned to 

you.  

Enter your email address and password  

 

 



 

Then click Sign In. 

3 Viewing the dashboard 
 

The home page presents you with a dashboard for system navigation. In order to 

start the requisition process click Request Vacancy. 

 

4 Creating your Requisition 
 

You will be asked to select a vacancy template from a list (determined by your 

College). Click on + to expand options.  

 

 

Select your template e.g. pre-defined post or New Post if the role doesn’t exist in the 

pre-defined list.  

Then click OK.  



 

You will then be presented with a structure process to determine the department and 

cost centre for your vacancy. Click on + to navigate options.  

 

Highlight your selected cost centre and click OK.  The system will take a minute to 

build the requisition form.  A window will appear showing the progress of your 

template being built. 

5 Staff Recruitment Request Form 
 

You will be presented with your requisition form which you will need to complete step 

by step.  

Enter the Post Title  

Select the contract type (Part Time / Full Time and Permanent / Fixed Term). 

Hourly Paid roles should be added as PT (Part Time) Fixed Term. 

Add the Planned Start Date. This is just an approximate date and the actual start 

date will be subject to pre-employment checks. 

Select whether the role is Full or Part Time. 

 



 

Enter the Weekly Contracted Hours. 

Select whether the role is Term Time Working. If you selected Yes, then you will 

need to input the working weeks and annual paid weeks. Use the Term Time 

Calculator which is located on the People Portal to work this out correctly. 

Input your FTE. For example if the vacancy is full time type 1.0 or the actual FTE if 

this is a part time role e.g. full time hours divided by hours worked (37/18.5 = 0.5fte). 

You will then be asked a series of questions in relation to benefits associated with the 

role.  

You will then be asked if the post is classified as a Teaching Role.  

If you have answered ‘Yes’ then you will be required to select the specific role from 

the drop down menu. 

Regardless of whether you have selected a Teaching Role, you will be asked whether 

the Role involves Regulated Activity for DBS purposes.  There is a definition of 

Regulated Activity for Children and Adults on the requisition so please review this and 

answer accordingly. 

 



 

Select the appropriate Staff Type from the pre-populated drop down list. If in doubt as 

to what you should choose please contact the Recruitment Team for advice.  

The choice of Staff Type will determine the Account Code to which the salary will be 

assigned. Therefore it is essential that this is correct.   

6 Reason for Recruitment and Source of Funding 
 

You will be presented with a drop down list of choices.  

If you select Maternity Cover, Replacement or Sickness Cover you will be asked to 

confirm the name of the employee who this post will cover or replace and the date the 

maternity leave starts, date the former employee left or the date the current 

employee’s sickness commenced.  

The next stage is to confirm whether the post is: 

• In Budget 

• Not in Budget or Forecast 

• In Forecast 
 

This is followed by a justification box to detail why the post is required and where the 
salary will be generated from if the post is not in budget / forecast. The more detail 
provided will allow the authorisers to make an informed decision. Failure to provide 
sufficient detail could lead to the requisition being rejected.  
 



 

 

7 Advertising Details and Panel Members 
 

You will be asked to select one of two options: 

Internal Only – the post will be advertised on the Internal NCG Careers Page 

Internal & External – the post will be advertised on the Internal and External NCG 

Careers Page together with a number of external job boards.  

Please be mindful that if you request for your post to be advertised in external media 

or via a recruitment agency that this can be very costly and will be charged to your 

individual cost centre.   

Please note that unless you specify otherwise, all vacancies will be advertised for a 

period of two weeks. All adverts must be advertised for a minimum of three days. 

The final section of the requisition relates to your shortlisting panel. Those added will 

be required to shortlist all applicants for this position. Therefore, if you select two 

shortlisting panel members you will not be able to complete your shortlisting until both 

panel members have shortlisted and scored all applicants on the Networx system.  

 

Once you have completed this section, click the green ‘Next’ button the left hand 

side which will take you to the next section. 



8 – College Specific Details 
 

Select the Department from the drop down. 

Select the Department Cost Centre from the drop down. 

Select the Working Location from the drop down. 

Select the Grade Type (unless the role is a senior position, all roles should be 

advertised on either a scale or fixed point from the college pay scale). 

Select the specific Grade. 

 

Select the correct Terms and Conditions for the role. 

Select whether the post attracts allowances. 

Select whether the costs are to be coded to more than one cost centre. If you 

select ‘yes’, you must provide the information using the drop-down menus. 

 

 

Once you have completed this section select:  

Next – progresses you through to the advert stage of your requisition. 

Save and Close – allows you to save and return to complete your requisition at a later 

date 

Cancel Authorisation Request – will delete everything you have just entered into 

your online form.  

 



9 Vacancy 
 

Once you have selected Next and progressed onto the next part of your requisition 

you will be presented with the following screen.  

 

This forms your task list. You will be required to review / create an advert and upload 

documents such as a Job Description and Person Specification.  

10 Advert 
 

Step 1 – Click the ‘Advert’ icon and this will take you to a wizard to create your advert. 

Depending on the template you selected at the start of the requisition process you may 

be presented with a pre-defined advert or a template advert which you can amend.  

If you need to add your own wording to the Advert click ‘edit’. 

 

NOTE: Do not set an expiry date as this will be inserted by NCG Recruitment once a 

requisition has been approved and is being prepared for advertising.  

A new browser window will appear allowing you to insert your own advert wording.  

 



 

Once you are happy with the final wording click OK.  You must then tick the ‘I 

confirm this section has been reviewed’ box otherwise any changes will be lost. 

Then click the green Next button. 

 

11 Documents 
 

This screen requires that you upload the Job Description and Person Specification 

as these will be required for the purposes of attracting candidates and for the 

shortlisting process. 

If you have selected a requisition template the Job Description and Person 

Specification may already be uploaded. 



 

However if you selected New Post you will be required to upload these documents 

manually. 

There are three ways to do this: 

- upload from the Document Library  
- download the Job Description, amend it and then upload it back – then delete 

the original one  
- Upload a new Job Description and delete the original (must be in the correct 

format or it will be declined) 
 

To start the process click Add Document 

Ensure the document is set as “Public” and “Display on Advert” 

 

 

Once you have reviewed and completed this section you have two options. 



Back – this takes you back to your Advert in case you need to amend this or add any 

comments for NCG Recruitment.   

Save and Return – allows you to save and return to complete your requisition. 

You will now be presented with the following: 

 

Click  Next 

Click the green ‘Start Authorisation’ button. 

 

 

 
 


