
Guidance for completing Early Years vacancy form 
 

Top tips for completing the form 
• If your ‘Office’ has a different address to the setting please ensure its clear to the applicant 

where they will be working 
• You must enter a salary or hourly rate 
• You must attach a copy of the Job Description  
• You must attach a copy of the Person Specification 
• You can attach an Application Form 

After you’ve completed the form 
• Adverts will ‘go live’ on a Friday and can continue for as long as needed 
• The advert will remain live until the closing date 
• You can extend the closing date – before the closing date is reached 
• After the advert has closed we will ask you to provide some basic data regarding the 

applicants and successful applicant. 

The web page and online forms look like this: 
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