
Direct Appointments for Hiring Managers
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Hiring Manager identifies workforce need 
and suitable candidate, and confirms 

availability of the candidate.

Hiring Manager completes the direct 
appointment job card in PageUp.

Delegated Officer approves the direct 
appointment job card.

A consultation will be arranged to discuss 
further details of the proposed 

appointment. The Talent Team will check 
the direct appointment job card prior to 
submitting for approval to the Delegated 

Officer.

Candidate accepts offer of employment.

Hiring Manager receives notice that the 
appointment is processed and 
commences onboarding tasks.

Required Documentation;
Position Description

Resume
Referee Checks

Secondment Release form (if applicable)
Immigration status details (if applicable)

Start

End

Hiring Manager receives a copy of the offer 
of employment when it is issued.

Collect

Refer to Business Partner if workforce 
planning advice required.

Notes 1.0 – PageUp
All recruitment for the University, including Direct 
Appointments, are managed through PageUp.

Notes 2.0 – Recruitment Consultation
The recruitment consultation is a conversation with a 
Recruitment Consultant during which time you will 
develop a recruitment plan to attract a strong 
applicant pool for your vacancy, or commence the 
administration of a direct appointment

Notes 3.0 Notes 4.0

Recruitment Team is notified of 
approval and will issue the offer of 

employment.

Employee Services will process the 
appointment and acceptance notifications 

to the supervisor.

https://csu.dc2.pageuppeople.com/
https://csu.dc2.pageuppeople.com/
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