
Manual: drafting a 
job vacancy

This manual is intended for users who 
need to create a job posting.



Manual

Drafting a job vacancy  (in Ubeeo)

Role: Vacancy holder / Recruiter

Step by step to the best candidate

You want to post a vacancy. Ubeeo helps you to find the most suitable candidate for the job. Within the system you work as a 
vacancy holder from posting a vacancy to selecting a candidate.

After you've received approval to recruit a new employee, you're going to create the vacancy in Ubeeo. Then you can use the 
system to:

• determine the characteristics of the vacancy

• write the text of the vacancy

• check and approve the vacancy

The system will help you through it step by step. In this manual you will find an overview of the most important parts.

Delegate

Some tasks in the recruitment process can be delegated to a management assistant. So can drafting the job posting. After the 
vacancy has been created, you as the job holder still must check and approve it before it is published.

Any questions?

Do you have questions about the selection process? Please contact the ATS support team.



Drafting the vacancy– Vacancy characteristics

Log in to Ubeeo and in the top left menu choose 'Jobs' and then 'New Job'. You will 
then enter the screen below.

Vacancy characteristics
Here you can select or enter field by field the 
characteristics of the vacancy.

Different types of templates
If you choose a job posting template (OBP / WP / Student assistant / Studentjob 
/ Internship), the system generates several fields characterising the job posting 
that are applicable for this type of job posting.

New vacancy
Here you can create a new job posting using a 
template or copy an existing one.



Drafting the vacancy – Image above vacancy

Each vacancy holder can choose which image to place above the vacancy.

Select image
Typing in the job description (to the left of image in Dutch 
and English) or scrolling through the list reveals the
relevant image.

https://werkenbij.vu.nl/banner

Image above vacancy
To select a suitable image above the vacancy, you can
view previews of all images at:

https://werkenbij.vu.nl/banner


Drafting the vacancy– Vacancy text

After the job characteristics are defined, you get to the job posting text which is 
compiled through different text blocks. Depending on the chosen template, the 
system displays corresponding template texts here.

Vacancy text
Here you can create the job posting text block by text block. The system provides defined example texts for this, but 
make sure you review the texts carefully and add to them where necessary for this job posting.

Different type of templates
Depending on the job characteristics you chose earlier, the predefined texts will be 
tailored to this job. 
NOTE: always check the texts carefully to complete them with the correct information.



Vacancy title
A significant change in the new system is that job 
titles must now be written in lower case

Titles
Another significant change is working with fixed 
titles, so that there is more uniformity. Therefore, 
it is important that these titles are not modified.

Adjusting the vacancy text 
Do not use shift Enter when drafting job posting 
text. Using Shift-Enter (also known as a hard 
Enter) between texts can disrupt the layout on 
the website. This is because Shift-Enter creates a 
new line or paragraph, which can lead to 
unexpected white space or layouts.

Drafting the vacancy– vacancy description

Below you will find a number of points that are arranged differently in the new ATS 
system

Note!
After the job description has been drafted based 
on the provided characteristics, they are set. If 
you wish to change the characteristics later, you 
will need to manually update the text.



Cutting of texts
All texts about the VU are rewritten and up to 
date, therefore there is no need to modify them.

Contact information
The contact details of those given when 
drafting the vacancy will be seen on the 
website, therefore they should not be placed 
under the heading of interest.

Drafting the vacancy– vacancy description

Below you will find a number of points that are arranged differently in the new ATS 
system



Vacancy page
After you save you will be 
taken to the job page.

Publication settings
To properly publish the job posting later, this 
must be checked as shown below. You can 
do this by clicking on the pen.

Language settings 
It is also necessary to choose at least 1 
language to publish the job posting. You can 
do this by clicking on the pen.



Set notifications per job posting
Go to the job posting for which you 
want to set up a notification.

options
Click on 'options' and then on the job 
posting's 'smart folder'.

Map settings
After this, you will enter the 'smart folder'. 
Again, click on 'options' and then on 'folder 
settings'.



Set up notifications per job posting
on the folder settings page you will 
find all the details of the vacancy.

Adjusting notifications
By clicking on the 'pen' on the right-hand 
side of the screen, you can adjust the 
settings.

Adjusting the notifications
After this, you can customise the 
notifications. Note that this will apply to all 
users who have access to the folder.



Expiration date
By entering the expiry date, 
users will receivethe ticked notifications until
a certain date .

Reminder if no review is given
By checking this option, all users will receive
a notification if no rating has 
been given after two weeks.

Notification with new candidate
By checking this option, all users who have 
access to the folder will receive a notification
when a new candidate applies .

Set up notifications per job posting
on the folder settings page you will 
find all the details of the vacancy.
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