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Detail the requirement for references within the job 
advert (known as the “posting description” in P&M) 



A job application question could also be added which asks 
candidates to confirm references have been uploaded. 

To safeguard against candidates not 

seeing the requirement for references in 

the job advert add in the pre screening 

question “Please confirm when you 

have uploaded your academic 

references into the "Miscellaneous 

Documents" section to support your 

application? ” (Applicant must select “I 

confirm my Academic references have 

been uploaded” before submitting 

application). 

This question is selected when setting 

up the requisition within the “Questions” 

section and should be selected for both 

internal and external. The question 

should also be marked as “Required” to 

ensure candidates have to answer it. 



Candidates complete the application

Candidates upload their 

references to the 

“Miscellaneous 

Documents” section. This 

section allows up to 10 
documents.

Candidates confirm they 

have uploaded their 

documents. 



Hiring Team view references within the 
attachments section of the candidate record


