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VIP according to Job Structure for Academic Staff at Universities 


Tools, guidelines and inspiration (if the link does not work: right-click on ‘Click here’ and select ‘Open link’)

Information needed in Emply Hire 
	Heading for the advertisement 
E.g.: [Position] in [field]
	[Type heading here]
	Unit number 
Please ask the department secretariat and/or check the guide to organisation units
	

	Academic contact person/grant recipient
	

	Job type[footnoteRef:2]  [2:  NB! Appointment of bachelors of engineering as research assistants requires that the candidate is at master’s degree level, which involves additional education/experience and will be determined through an academic assessment. ] 

	

	Number of positions available
	

	Hours per week
	

	Expected start and end date
	

	Project number
	

	Activity number
	

	Chairman of appointment committee
For permanent VIP: head of department
	

	Funding of the position[footnoteRef:3]  [3:  For HR only: inkludér oplysningen i bemærkningsfeltet i Emply med henblik på forskerrekrutteringsstatistik. ] 

For all scientific positions of 12 months or more

	☐ Internal funding
☐ External funding
☐ Both internal and external funding 



	Publication (Publication of the job advertisement is paid for by the project/department – note that a handling fee will be charged regardless of the selected publication platforms)


	Obligatory job portals:
	www.au.dk
www.jobnet.dk

	Additional job portals:
All scientific positions must be published on at least one international job portals 
Please tick the boxes next to the portals you want to use
	Danish job portals
☐ AU Jobs LinkedIn page (free of charge - Please provide picture and name of copyright – otherwise, we will use a standard AU picture) 
☐ www.linkedin.com (Paid version – for more views) 
☐ www.jobfinder.dk (Ingeniøren WEB)
International job portals
☐ www.nature.com/naturejobs/science/ - Mandatory if another international job portal not chosen 
☐ www.academickeys.com
☐ www.researchgate.net
☐ www.academics.com
☐ www.higheredjobs.com
☐ www.jobs.sciencecareers.org
☐ www.imechanica.org
☐ www.engineeroxy.com
☐ www.jobs.ieee.org
☐ www.science.hr
☐ www.cra.org (computer research association)
☐ www.computeroxy.com
☐ Other job portals: 


	Do you want HR to obtain a cost estimate, incl. handling fees, for the job portals selected, for your/the department head's approval?
This is only relevant if you choose to advertise through any non-obligatory job portals. Note that you will be charged DKK 178[footnoteRef:4] for requesting a cost estimate, but only if the job is subsequently advertised [4:  The price per 23 March 2021] 

	☐ Yes




	Template for the job advertisement 

	Fill in the right-hand column. Use the suggestions or write your own text, and delete the remaining

	Heading
	[Type heading here]
	Teaser 
The first section of the job advertisement should include the place of work, the duration of employment and the start date of employment

This text will automatically be used as a teaser on various job portals, e.g. Jobindex and LinkedIn 

	Are you interested in  and can you contribute to the development of the project ? Then the Department of  invites you to apply for a  position. 
..
Applications are invited for a position in the field of  at the Department of , Aarhus University, Denmark.
..
We are seeking applicants for a  in  to join us at the Department of  working within e.g. developing new materials for...
..
The Department of , Aarhus University, invites applications for a  position offering applicants an exciting opportunity to join a new research project on .


	Expected start date and duration of employment
HR must receive the case from the departments/centres (via the Medarbejderstamkort (MSK) employee registration system) at least:
• 30 days before the start date for Danish citizens
• 60 days before the start date for EU citizens
• 90 days before the start date for non-EU citizens

In general, employments should start on the 1st or the 15th of a month and should be of at least six months' duration

	Expected start date and duration of employment
This is a –year position from  or as soon possible. 
..
This is a fixed-term position to end on .



	Tasks 
For a description of job content see the Job Structure

Which aspects of the position should be highlighted in particular? What makes the position attractive, and what will interest the target group?

Combine text with brief bullet points to describe the primary, prioritised tasks in the position.

	Job description
This section may include topics such as: 
· You will be contributing to/establishing/developing ... 
· You will be working primarily with ... 
· The position will focus on aspects of/elements of ... 
· You will be involved in ... 
· These activities will be in close collaboration with ...

	Qualifications
For a description of qualification requirements see the Job Structure

Describe the academic and personal qualifications particularly important in connection with this position

You can combine text with brief bullet points. Start with formal requirements and experience 

Be specific about the position and the tasks involved. Clearly state what is important and what is an advantage  
	Your profile
This section may include topics such as: 

For postdocs and up: Applicants should hold a PhD in  or similar.

For research assistants: Applicants should hold a Master’s Degree in  or similar.

· Experience in the use of/carrying out/handling ... 
· Teaching experience 
· Publication experience 
· Collaboration and/or management skills 
· Communication and/or language skills
· Personal skills  


	Who we are/about us
Boast but do not exaggerate. Be specific about strategy, goals, work environment and culture
	Who we are
Description of the department/centre (the department secretariat may be able to help)

Insert additional text describing the section/research group, if relevant. Add a link to the department/centre website 


	What we offer 
 
	What we offer 
This section may include topics such as: 

The department/centre offers:
· a well-developed research infrastructure, laboratories and access to shared equipment 
· an exciting interdisciplinary environment with many national, international and industrial collaborators
· a research climate encouraging lively, open and critical discussion within and across different fields of research
· a work environment with close working relationships, networking and social activities
· a workplace characterised by professionalism, equality and a healthy work-life balance. 


	Place of work and area of employment
Select one of the text sections to the right and delete the other

	Place of work and area of employment 
The place of work is , and the area of employment is Aarhus University with related departments. 

If there is more than one place of work, use the following text:
Place of work and area of employment 
The position includes two permanent workplace addresses in Aarhus and  respectively. The attendance at each workplace address is by agreement with your immediate supervisor. At the time of employment, the distribution between the workplace addresses is expected to be  days with place of employment in Aarhus and  days with place of employment in . In Aarhus the place of work is . In  the place of work is . The area of employment is Aarhus University with affiliated institutions.


	Contact information
	Contact information
For further information, please contact: , , , .


	Deadline
The application period is minimum:
· Research assistants and postdocs: 3-6 weeks
· Other VIP: 4-6 weeks
· TAP: 2 weeks

The deadline for application should not fall during weekends, public holidays or other holidays. This is to ensure that staff is available in case of technical problems with the recruitment system.

	Deadline
Applications must be received no later than . 


	
If relevant, HR will include this passage:

	Gender bias (for permanent VIP)
At departments where one gender accounts for less than 25% of the total group of permanent academic staff
	Ensuring gender balance at the Department of is a high priority at Aarhus University, and therefore, we particularly encourage [choose] to apply for this position. No candidate will be given preferential treatment, and all applicants will be assessed on the basis of their qualifications for the position in question.


	The system will automatically insert information about:
Contact HR for the precise wording or check other current job advertisements

	For Tenure Track Positions

	Information about the Tenure Track Programme 
Tenure Track Technical Sciences 
Tenure Track Natural Sciences


	Application procedure 

	Information about the shortlisting procedure 


	Letters of reference 

	Information to applicants about having a referee upload a letter of reference on their behalf


	Formalities and salary range

	· Salary and terms of employment according to the relevant collective agreement 
· Qualification requirements and job content cf. Memorandum on Job Structure for Academic Staff at Danish Universities
· Requirements for the application and necessary documents 
· Evaluation of research activities in relation to actual research time
· Services for international researchers and accompanying families
· The Junior Researcher Development Programme 
· All interested candidates are encouraged to apply, regardless of their personal background.
· All applications must be submitted via the Aarhus University recruitment system.


	Aarhus University

	A general description of Aarhus University

	
	

	
	

	If you have comments to the template, please send an email to Nat-Tech.HR.Team2@au.dk.




Step 1


 Check with Finance that the position can be accommodated within the budget


 Obtain approval from the head of department/centre director


Step 2


 Send the completed template to the appropriate HR team:


Step 3 (HR)


 HR will inform you when they have advertised the position


 Complete this template


 Nat-Tech.HR.team2@au.dk for Faculty of Technical Sciences


 Nat-Tech.HR.team1@au.dk for Faculty of Natural Sciences


 Contact HR to align requirements and whether an advertisement is needed


 HR will contact you after deadline - please wait for an email/a task from Emply



Recruitment


 Click here for tools concerning the recruitment process, job profile and qualification requirements, job advertisement, etc.


Gender Decoder


 Click here for a digital tool that screens texts for stereotypical language 


Guidelines and Rules (Nat)


Guidelines and Rules (Tech)


 Click here for guidelines and rules for applicants, assessment committees, appointment committees and heads of department


 Click here for guidelines and rules for applicants, assessment committees, appointment committees and heads of department


Emply Hire


 Click here for guidelines on the Emply Hire recruitment system


Employment procedures


 Click here for information about employment procedures
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