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Introduction 
 
This how to guide explains how to prepare an unpaid appointment in Smart Recruiters. Positions include Adjunct, Honorary and 
Visiting appointments. Please review the Adjunct, Honorary and Visiting appointments policy for further information. 
 
 
 

Step 1: Access Create Job in Smart Recruiters 
• Navigate to the Recruitment title to begin the process. (Login to the Staff Portal> My Staff Page) 
 

 
 
 
 

  
 
 

 

 

 

Once you have clicked on Process a direct appointment/secondment the Create Job screen in Smart Recruiters will open. 
Move to Step 2. 

 

  

Click on the Recruitment tile on the Home screen of 
your My Staff Page 

Click Process a direct appointment/secondment 
on our new Recruitment page 

How to… 
Prepare an Unpaid Appointment 

CRICOS No. 00233E 

https://sharepointpubstor.blob.core.windows.net/policylibrary-prod/Adjunct%20Honorary%20and%20Visiting%20Appointments%20Policy%20and%20Procedure.pdf
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Step 2: Enter the Job Details in Smart Recruiters 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Griffith University Locations 
Brisbane South (Nathan): 170 Kessels Road, Nathan Qld 4111 
Brisbane South (Mount Gravatt): 176 Messines Ridge Road, Mount Gravatt Qld 4122 
Brisbane City (South Bank): 226 Grey Street, South Bank Qld 4101 
Gold Coast: Parklands Drive, Southport Qld 4215 
Logan: 68 University Drive Meadowbrook, Qld 4131 
Sunshine Coast: 6 Doherty Street, Birtinya Qld 4575 
 

Enter the Job Title* of the role. 

 

 

Enter the Campus address for the role. 
Delete any prepopulated address and re-
enter even if correct address is 
displayed. 

NOTE: All remaining fields on this screen 
are for advertised roles only and you do 
not need to complete these fields for 
unpaid appointments.  

 

 

 

 

 

 

 

 

 

Click Next to move to the add more 
details page. 

 

 

 

*Relevant Titles 
Adjunct/Honorary/Visiting Professor 
Adjunct/Visiting Associate Professor 
Adjunct/Visiting Senior Lecturer 
Adjunct/Visiting Lecturer 
Adjunct/Visiting Associate Lecturer 
 
Visiting Scholar (for students) 
 
Adjunct/Visiting Principal Research Fellow 
Adjunct/Visiting Senior Research Fellow 
Adjunct/Visiting Research Fellow 
Adjunct/Visiting Fellow 
Industry Fellow 
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Step 2 continued: Enter the Job Details in Smart Recruiters 
 
 
 
The below page will show, click on Next 
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Step 2: Enter the Job Details in Smart Recruiters – Continued  

 
 
 
 
 
 
 
 

 
 

  

 
  

Always select New for unpaid appointments as this 
will affect the approval workflows. 
 
Select the relevant Group from the drop-down 
menu. When you select the Group additional 
Element/Department sub fields will appear. Select 
the relevant sub fields for this position (example as 
follows). If you are unsure what the Department ID 
is, select the same format as selected in Element. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Unpaid appointments are not linked to position 
numbers, enter/select No Position Number.  
 
The Classification sub field will appear, enter/select 
ENC – No Salary as this is an unpaid appointment. 
 
Costing Details is required 
 
The Job Code sub filed will then appear, enter/select 
the relevant job title, which will then prepopulate the 
Job Family. 
 
 
 
 
 
 
 
 
 
 
 

Please enter the information for Primary Location 
(Campus) and Manager (Reports To) as this does 
not prepopulate. 
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Step 2: Enter the Job Details in Smart Recruiters – Continued 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Select No for Budgeted Position 

 

Select No for Key Position. 

 
On Academic Supervisor add name of Hiring 
Manager, Griffith Academic who will be 
responsible for the appointment. 
 
 
Select Unpaid Appointments for Appointment 
Type. The Type of Unpaid Appointment and 
Plan sub fields will appear. Select the relevant 
type of unpaid appointment from the dropdown list 
as per image below, and always select Unpaid 
Adjunct/Visitor for the Plan sub field. 
 

 
 
 
Always select Full Time for unpaid appointments 

 
 
 
Enter the start and end date as applicable. 

NOTE: Adjunct appointment durations are a 
minimum of 2 years and a maximum of 3 years. 
Visiting appointments are a minimum of 4 weeks 
and not exceeding 12 months. 

 
Select Direct Appointment for Advertising 
Preference. See next page for further steps. 
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Step 2: Enter the Job Details in Smart Recruiters – Continued 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Select Yes or No if the candidate is Australian 
Citizen. Also Yes or No if the person is 
Citizenship of another country or dual Citizenship. 

 

Make selection between Current, Previous or 
never employed by Griffith University. If one 
of the first 2 options, please add the 
staff/student ID in the field below if known. If 
previous or never employed at Griffith, the 
personal details fields will appear to 
complete. 

NOTE: DOB and address is required for HR 
to verify if the applicant had any previous 
activity with Griffith. Name must be full legal 
name, as per birth certificate/ passport. 

 

 

 

 

 

 

 

This section is only required if the position is 
identified for Aboriginals and Torres Strait 
Islanders. If it is not the case, leave it blank. 

Post to seek is only used for advertised 
positions. Do not select anything from the 
drop-down options and move into next step. 

 

 

 

 

 

 

Click Next to add approvals, comments, 
attachments, and applicant. 
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Step 3: Add Hiring Team 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 
 
  

Add the relevant TA Consultant 
as Recruiter – if you are unsure 
who this is, they are usually 
listed as the approver below. 

 

Add yourself as the Hiring 
Manager from the dropdown list 
so that you can add attachments. 
If more than one person in your 
team will be following up with this 
appointment, add them as well. 

 

Add start date in the Target Start 
Date field. Click on the calendar to 
be able to action this step. If the 
start date is unknown or to be 
negotiated, then enter an same 
date as per previous page, 

 

Please add any comments that 
will assist with the offer process 
that have not been included in 
previous steps, such as: 

- Justification (if this relates to 
a specific research project) 

- Academic Supervisor (This 
will always be required for 
unpaid appointments) 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
Click Submit for approval. This 
application will now be sent to HR 
to start the reviewing process. 
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Step 4: Add attachments 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 

 
 
 

 
 

 

  

All attachments to be added after 
submitted for approval. Scroll to 
the bottom and click the ADD 
button, then attach all relevant 
documents. This may include: 

- most recent resume with 
updated contact details (i.e 
address, email and contact 
number) 

- Visa approvals (for 
international visitor 
appointment only) 

- additional supporting 
documentation 
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Step 5: Add candidate 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

On the top of the same page, click on 
People. 

 

 

 

 

A new page will show as per image, click 
on Add candidate. 

 

 

 

If resume is available, upload file by 
dragging into the drop box, or upload file. 
The third option is to add this information 
manually. 

 

 

 

 

 

If adding information manually, a box will 
appear, add the required information. On 
source type and source use the drop 
options as per image. 

If adding information by using resume, the 
system will pull the information and add in 
the fields, complete the source type as 
previously and save the required 
experience. 

Once all confirmed, click add candidate on 
the bottom of the page. 



Prepare an Unpaid Appointment, Human Resources | Corporate Services – version 2 
CRICOS No. 00233E 
 

 

Step 5: Add candidate – continued 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If adding information by using resume, the 
system will pull the information and add in 
the fields, complete the source type as 
previously. 

 

 

 

 

 

 

 

 

 

 

 

Save the required experience if required. 

 

 

 

 

Once all confirmed, click add candidate on 
the bottom of the page. This candidate will 
now be attached to the job under the lead 
tab. 

For more information contact: 
Human Resoucres | Corporate Services 
Ph (07) 3735 4011 
griffith.edu.au/staff/human-resources 
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