[Company Logo]   [Company Name]
JOB OPENING FORM
	Opening ID:
	[Reference Number]

	Linked Requisition No.:
	[Requisition Number]

	Date:
	[Date]



Section 1 – Opening Details
	Public Job Title
	 

	Internal Designation
	 

	Department
	 

	Number of Openings
	 

	Work Location / Remote / Hybrid
	 

	Employment Type
	 

	Experience Required
	 

	Qualification Required
	 



Section 2 – Salary and Benefits Display
  Show salary range: ₹[Amount] – ₹[Amount] per annum
  Show 'Best in industry / Negotiable'
  Do not display salary
  Mention benefits: PF, health insurance, [Other]
Section 3 – Posting Schedule
	Internal Posting Start Date
	 

	Internal Posting End Date
	 

	External Posting Start Date
	 

	Application Closing Date
	 



Section 4 – Channels
	Channel
	Posted On
	Posting ID / Link
	Closed On

	Company careers page
	[DD/MM/YYYY]
	[Link]
	[DD/MM/YYYY]

	Job portal
	[DD/MM/YYYY]
	[Link]
	[DD/MM/YYYY]

	Professional network
	[DD/MM/YYYY]
	[Link]
	[DD/MM/YYYY]

	Notice board / intranet
	[DD/MM/YYYY]
	[Reference]
	[DD/MM/YYYY]



Section 5 – Internal Applicant Eligibility
1. Minimum [Months] months in current role
1. No active disciplinary proceedings
1. Latest performance rating of [Rating] or above
1. Current manager to be informed before interview
	Query Contact (HR Name)
	 

	Email for applications
	 

	Screening questions to add on portal
	 



I confirm the details above match the approved requisition and may be published.

	______________________________
Prepared by
[HR Name]
Date: [Date]
	______________________________
Approved by
[Reporting Manager]
Date: [Date]
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