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Posting an advert 

Once your requisition has been fully approved you are ready to post your advert.  

This document will show you how to post an advert on the Imperial College Jobs Site as well as the 

Diversity Jobs Group job board and NHS Jobs job board (via Broadbean).  

Please note advert postings appears live instantly and so do any amendments you make appear 

instantly on the Imperial College Jobs site. 

If you have any questions or require assistance please contact support.jobs@imperial.ac.uk  
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1. Prepare your advert for posting 

To prepare your advert please go to the posting tab and click on the arrow next to Job Advertisement, 

then select Add New Job Advertisement: 

 

In the pop up, please click on the IMPORT button and select Import from Job Description – this pulls 

across the job title and advert text you previously included on the requisition form 

 

 

 

You are also able to add a strapline in this section if needed, please see below: 

 

Please ignore the fields shown in the below screenshot, there is no need to input any information 

here: 
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Next, please populate the below mandatory fields – please ensure this information is correct as this 

appears on the job advert and is used as search criteria by candidates, you will not be able to 

proceed without populating these fields.  

If a salary value is not present in the drop-down list, please email support.jobs@imperial.ac.uk with 

the fixed salary or salary range and this can be added for you.  

 

 

You can also double check your advert information on this page under the different advert 

headings/sections.  

Please also ensure you tick the Job Description document at the bottom of this page as this allows 

the document to be visible on the jobs site once the advert is posted.  

Please then click SAVE. 

 

mailto:support.jobs@imperial.ac.uk
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2. Posting the Advert on the Imperial College Jobs Site 

To post your advert, please click on the + icon on the left side of the screen and select post 

 

 

In the pop-up that appears, please select the sites you wish to advertise on.  

When advertising a role to everyone (both external and internal staff) you MUST ensure to select 

both sites → Internal Career Site NEW AND External Career Site NEW.  

When advertising a role to internal staff only you MUST ensure to only select the Internal Career Site 

NEW. 

Please click select next to each posting site (must be done one at a time) and include the posting 

expiry date in the pop-up and click SAVE: 
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Once posted for everyone (external and internal candidates) your screen should look like this: 
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Once posted internally only (internal candidates only) your screen should look like this: 

 

To edit your live advert, please click on the + icon and select edit job advertisement  

 

Please make any amendments in the pop-up that appears and click SAVE. Changes should be visible 

instantly on the jobs site.  

To amend the closing date for your live advert, please click on the career site link and amend the 

closing date in the pop-up that appears and click SAVE. If the advert is posted on both the external 

and internal site, this must be done twice.  

If you wish to pull off your advert early you can do so by clicking on the X icon on the right side of 

the screen 

 

PLEASE NOTE: if and when pulling off an advert as the post has been cancelled, please also ensure to 

directly contact all applicants that have submitted an application informing them of this. Please also 

remember to change the job status accordingly.  

 

 



Page | 7  
 

 

3. Posting the Advert on the Diversity Jobs Group – PLEASE NOTE THIS JOB BOARD IS NOT 

LIVE YET, RECRUITERS WILL BE INFORMED AS SOON AS THIS IS LIVE AND READY TO USE 

Please note before you use Broadbean the role has to be published to the Imperial College jobs 

site 

To post your advert, please click on the + icon on the left side of the screen and select post 

 

Please select Broadbean (Corporate), in the pop-up please click on the first tile – Diversity Jobs 

Group and click Continue 
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Please ensure to complete all the mandatory fields as shown below: 

• Under Broadcast as please select Imperial College 

• Under Industry Sector please select the sector/group this post lies in 

 

• Under Salary + Benefits please type in the salary range/fixed salary 

• Under Hide Numeric Salary on Job Boards please select No 

• Under Location Information please select Europe >  England > London and type in the 

Campus post code 

 

 

• Under Main Description Duties, please ensure your advert text is correct and then run the 

spell checker in order to proceed to the next step. Then click Continue. 
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• Under Cost Centre, please type in the number 0 

 

• Under Contact Details, you may remove your email address. 

Please ensure you paste the correct live link to your advert posted in the Imperial College 

EXTERNAL Jobs Site 

 

• Under Advertising Period, please state the number of days you would like this advert to be 

live on Diversity Jobs Group 
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Once you are happy with all the advert information, please click on SEND ADVERT  

 

 

Once posted you will be able to see your advert has been published on Diversity Jobs Group on 

TalentLink: 

 

 

You can also view your live advert by following the below link: 

https://diversityjobsgroup.com/imperial-college-london/  

 

 

4. Posting the Advert on NHS Jobs 

Please note before you use Broadbean the role has to be published to the Imperial College jobs 

site. NHS Jobs is typically only used for certain roles and users within Faculty of Medicine. 

To post your advert, please click on the + icon on the left side of the screen and select post 

https://diversityjobsgroup.com/imperial-college-london/
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Please select Broadbean (Corporate), in the pop-up please click on the last tile – NHS Jobs and click 

Continue 

 

 

Please ensure to complete all the mandatory fields as shown below: 

• Under Broadcast as please select Imperial College 

• Under Job Type please pick Permanent or Fixed Term 

• Under NHS Jobs Number of Hours/Sessions Per Week please leave this field blank 

• Under NHS Jobs job type please pick Permanent or Fixed Term 

• Under Date Applications Close please type in job closing date 

• Under NHS Jobs Work Pattern Units please select Hour 

• Under the Industry and Sector Information section please select the industry sector/area of 

work/staff group to match as closely as possible to this role 

• Under the Salary + Benefits please type the salary range per annum  

• Under Hide Numeric Salary on Job Boards please select no 

• Under NHS Jobs Pay Scheme Type please select Other 
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• Under the Skills and Experience section please copy and paste your advert information into 

the relevant boxes. We suggest populating all boxes/sections if possible, however the 

mandatory fields are: 

NHS Jobs Essential Qualifications 

NHS Jobs Essential Experience 

NHS Jobs Main duties of the job 
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• Under Location please select Europe > England > London 

• Under Location Street Address please type out Campus address job is located at 

• Under NHS Jobs Police Convictions: please select correct option from the dropdown 

• Under NHS Jobs Police Warnings: please select correct option from the dropdown 

• Under NHS Jobs Disclosure and Barring Service (DBS): please select correct option from the 

dropdown 

• Under NHS Jobs Sponsorship: please select no 

• Under NHS Jobs Registration: please select no 
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• Under the Main Description Details section please copy and paste advert details accordingly. 

Please also remember to run the spell checker (highlighted in yellow below) to proceed to 

the next page. Once ready please click continue. 

 

Once ready please click continue, you will then be taken to the Preview + Send tab. Here you can 
review the details of the advert. If you spot a mistake, click the Go back button at the bottom of the 
window and make your edits. 
 

• Under NHS Jobs Contract Count please type in the number of months the contract is 

available for if the role is fixed term, please only type in the number and not unit. For 

instance, rather than typing in 12 months, please only type 12.  

• Under NHS Jobs Contract Unit please select Month 

• Under Cost Centre please type 0 

• Under Contact Details please remove your email address  

• Under Apply Online URL please ensure to include the advert link from the Imperial College 

Jobs site. This is crucial to ensure that interested applicants are re-directed to the Imperial 

Jobs site to submit an application.  

 

When ready please click on SEND ADVERT at the bottom of the page, this will send the advert to the 

NHS Jobs page where you will need to complete the posting.  

Please use this link to login https://www.jobs.nhs.uk/employer/auth/login  

Once logged in please click on drafts where you will be able to locate your advert, then please click 

on complete the listing.  

 

https://www.jobs.nhs.uk/employer/auth/login
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Once you click on complete listing, you will be taken to a page where you will need to check each 

section of the advert to ensure the information has pulled through correctly. Although each section 

will already have the word ‘completed’ next to it, please ensure to still check it, there’s 12 sections to 

check in total. 
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Some points to keep in mind when completing these sections have been included below: 

• Contact details: these will default to yours, please ensure to change these details to the ones 

included in the further information section of the advert 

 

• Supporting Information: please click ‘yes’ to upload the Job Description. Under the 

document name field please type out Job Description and Person Specification 

 

 

• Select No to Pre-application questions 

• Select No to Additional application questions 

• Select No to Internal Documents 

 

Once each section has been checked please click on the link (highlighted in yellow below) to preview 

what your live advert will look like. 
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If you are happy with the advert preview and are ready to post your advert on NHS Jobs, please click 

on the Publish Now button at the bottom of this page:  

 

 

Once published, the following pop-up will appear confirming your advert has been published and is 

now live, this will also include the live link to the advert which you can share with the Hiring Team.  

 

 

We strongly suggest you click on the ‘apply for this job’ button to test whether the re-direction to the 

Imperial College Jobs site works correctly: 

 

 If you have any queries or technical issues or need access to the NHS jobs site, please email 

support.jobs@imperial.ac.uk.  

mailto:support.jobs@imperial.ac.uk

