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How to use the Vacancy Management System
The Vacancy Management System is an application that supports the recruitment administration process for externally advertised vacancies. Key points include:
· Job applications must be made via the online application form. An alternative format is only available for applicant’s with a disability.
· [bookmark: _GoBack]Candidate can create a user profile and complete their application over a series of sessions, and can view their application details at any time.
· All application information will be available to recruitment contacts and panel members online.
· Recruitment contacts will manage the status of each applicant and report/extract basic information in Excel format for mail merge etc.
· Equal opportunity information goes straight into a central database.
· Panel members can get access to applicant information at any stage through the recruitment process and use online until interview stage.
If you have any questions please speak to your HR Adviser or email vms@napier.ac.uk 
User Roles
Recruitment Contacts
· Update candidate status throughout the recruitment and selection process.
· Compile application reports and extract candidate information and use this to create candidate communications or Recruitment and Selection templates e.g. a short-listing matrix. 
· Add any applications not made online to the system.
HR Advisers
· Create vacancies on the system and assign a recruitment contact.
· Process new user requests. Request candidate information to be purged in line with retention schedule.
· Update recruitment contact name if necessary to cover holidays or sickness absence.
Panel Members
· View applications via the Vacancy Management System.
· Use the Excel version of short listing matrix.
Logging On
The link you need is https://applications2.napier.ac.uk/Jobvac/admin/AdminMyjob.aspx.
User set up
Panel members’ access to a particular vacancy is managed by the Recruitment Contact.  They can choose users e.g. Panel members, from a list of existing employees.  The Recruitment Contact will be responsible for letting panel members know when they are able to access applicant information.
System access is not available to external assessors although it will still be possible for them to receive applicant reports in electronic format.

Overview
[image: ]This is the main application view.

My Jobs Main		This shows the list of all vacancies for which you are the recruitment contact.  This section will be used mostly by recruitment contacts.
Add Users to Job		This section enables the recruitment contact to give panel members a view of the applications for the role.  This section will be used by recruitment contacts.
My Jobs Added to Me		This section lists the vacancies for which you are a panel member.  This section will primarily be used by Panel Members.
Tip: 	When you open the web page you will need to double click on the link you need e.g. My Jobs Added to Me to ensure you can view all current vacancy information.  Or alternatively refresh the screen by hitting F5.



Setting Up Panel Members
After a vacancy has been created by the HR Adviser, they will advise the Recruitment Contact who must then give the panel members, when known, access to the job and its applications.  Without this access they will not be able to view the applicant details online.
Step 1:	Click on Add Users to Job.  To view existing users click on the “+” sign next to the vacancy you are working on.
[image: ]
[image: ]Step 2:	From this view you can remove a panel member  by clicking on Delete User. Or to add a new user, click on Add User.  



Step 3:	After clicking Add User you will view a list of Edinburgh Napier employees.  If a panel member is external then you cannot give them live access to applications.  However you can still use the system to email a report to them in pdf format showing applicant details.
You can search this list using one or a combination of fields.  The search function is case sensitive so important you use the appropriate capital/lower case combination.  
[image: http://t0.gstatic.com/images?q=tbn:IHi8Nw_4vPcuQM:http://turbomilk.com/img/10mis-filter.png]	To search for the person, type your search criteria in the relevant box.  In the example below I am searching for “Ron”  
Click on the filter button next to it at which point you can set your filter criteria or not as the case may be.  In most cases you would use Contains or StartsWith
[image: ]TIP:	If you cannot find who you are looking for please check the case, change if necessary and search again.  If the person you are looking for is not there please email VMS@napier.ac.uk for support.

[image: ]When you can view the person you want in the list of employees click Add.  Repeat this for each panel member.
There is no email notification sent as a result of adding or deleting users so you will need to confirm access for people.  When confirming access to panel members send them a copy of the link to the system https://applications2.napier.ac.uk/Jobvac/admin/AdminMyjob.aspx and a link to the panel members “How Do I” notes http://staff.napier.ac.uk/services/hr/recruitmentandselection/Pages/RecruitmentSelection.aspx



Viewing An Individual Application
Each time an application is received you will receive an email notification. You may want to use the Rules options in Outlook to manage these messages.  e.g. to move emails into a particular folder, delete automatically or forward onto a person/group of people/generic email address.
If you need instructions on how to create a rule search Outlook Help for ‘manage message by using rules’.  
From the candidate list view click on Full Details
[image: ]
Every application defaults to Rejected.  You will change the status for candidates who are successful at the short-listing stage and then again for these people post interview.
[image: ]The next screen you will see is this.   If you are a Panel Member then the Status options are greyed out – if you are a Recruitment Contact these will be visible.  Only the Recruitment Contact can update candidate status.


You can click on each tab to view applicant details.
[image: ]This view is not designed to be used for shortlisting purposes.  An Application Details Report should be used for this purpose. 
Viewing Applicant Attachments
To view an attachment click on the Documents tab.  This will give you access to any attachments.
Click on the link to the attachment and Open in the normal way.
[image: ]
When providing applicant information for shortlisting purposes, CVs should be included for Academic roles only.  CVs should not be used for shortlisting non-academic roles.
When producing applicant packs for interview you will need to check each application for an attachment and print off separately – these attachments do not print in the standard report.
Extracting Information in Excel Format
You can extract basic contact details in Excel to be used for mail merge purposes or for copy and paste into recruitment templates such as the short listing matrix.
Step 1:	From my jobs main click on View Job
[image: ]
The next screen shows you a summary of the vacancy – scroll down to the bottom of that page until you see the buttons below.
[image: ]Choose Export to Excel.   This will extract basic data for all candidates e.g. name, address, email and their status.  

TIP:  If you add additional columns to the spreadsheet headed interview date and interview time then this can be used to merge onto the invite to interview letter.
[image: ]At this window choose Save use the file for mail merge or copy and paste to templates.
We suggest setting up one folder per vacancy and saving this that folder.
You will need to extract into Excel more than once e.g. to prepare short listing matrix and invite to interview letters – this is because  candidate status will have changed.



This outputs the following example information:
	Forename
	Surname
	Email
	Address1
	Address2
	Town
	County
	Postcode
	VacancyID
	Status

	Amy
	Young
	jane167@btinternet.com
	41 Straiton Mews
	xxxxxxx
	Edinburgh
	Scotland
	EH20 4NQ
	1
	Rejected

	Tina
	Mull
	t.mull@napier.ac.uk
	23 High Street 
	Edinburgh 
	Uk
	EH7 6TD
	1
	Rejected

	Jessie
	Fry
	j.fry@napier.ac.uk
	1 Easter Home Drive 
	Edinburgh
	Lothian
	EH17 2TG
	1
	Rejected

	Susan
	Watts
	s.muir@napier.ac.uk
	Beaverbrook Cottage
	Treetop Hill
	West Frinton
	Scotland
	EH55 6RS
	1
	Rejected

	Caroline
	Andrews
	c.andrews@napier.ac.uk
	55/4 Bire Road
	Colinton
	Edinburgh
	Scotland
	EH14 7AA
	1
	Rejected

	Shirley
	Smith
	sh.smith@napier.ac.uk
	22 Faculty Drive
	Edinburgh
	Mid Lothian
	EH11 2TG
	1
	Rejected



Using Templates
This list can be used to speed up the creation of:
· the short listing matrix – copy and paste special the first name/surname details into the matrix
· reject letters/invite to interview – use as data file for mail merges or email merges.
Please use the intranet version of templates each time you create these documents as in most cases these have been developed to make sure they can accommodate the information successfully from Excel.
Updating Applicant Status
The applicant status must be updated by the Recruitment Contact.  To all other users the status options are greyed out and cannot be amended.  To be as efficient as possible all applications default to “Reject” – that way the Recruitment Contact only has to update those being invited to interview etc.
The status options are:
· Rejected (default status)
· Short Listed
· Invite to Interview
· Appoint
· Not Appointed
These should be maintained as the recruitment process progresses.  This is key to using the information for mail merges.  It is also important for reporting purposes – for instance, we will be using the system to report on where our successful candidates are finding out about our roles, which in turn informs our advertising strategy.  Also, it enables us to refine our Equal Opportunities information.
To update: 
[image: ]From My Jobs Main > Choose Vacancy  > Choose + to expand list of candidates > Choose Full Details of candidate you want to change status > Choose appropriate status option > Click on Update Status

Producing a List of Applicants
You can create two types of list:
1. All Candidate List – a basic list of applicant names
2. Application Details Report – a list showing application form content (but not attachments)

These are created in PDF format by choosing the appropriate selection below.   This pdf can be saved and/or emailed to the short listing panel.






To navigate to this section 
[image: ]
From My Jobs Main > Choose Vacancy  > Choose View Job to view vacancy details > Scroll to bottom of screen > Choose status type from drop down list (if using Application Details Report > Click All Candidate list or Application Details Report as appropriate.






The reports look like this
[image: ]Candidate List

[bookmark: _Candidate_details_report]
Candidate details report
Each section prints on a new page so we recommend using the online version and not printing/copying unless absolutely necessary e.g. for external assessors who do not have access to our Vacancy Management System.
[image: ]
Referee Information
You will find referee information within each candidate’s application in the Education and Qualifications tab.
[image: ]
Interview Packs
At this stage you will already have updated candidate status so you can create a Candidate Details report for all those with the status of Invite to Interview. 
You should check the individual applications of all invited to interview to see if they have attached CVs.  These do not print off automatically in either of the report options.
Adding Offline Applicants
The majority of applications will be made online.  We will continue to offer the opportunity to supply a written application to people who have a disability and therefore are unable to use the system.  Internal vacancies will continue to use word forms but these are not managed in this system.
To add an application, click on Create New Application.  You will see a simply styled form and should copy over the candidate details ensuring that all information is transposed just as it is on the application form.  Keep the original application form and return this along with the rest of the recruitment paperwork at the end of the process.  
[image: ]
Reports
Nothing is currently available to Recruitment Contacts in this area.  
Support
All users (applicants, recruitment contacts, panel members) can forward queries or suggestions to this mail box VMS@napier.ac.uk which is looked after by HR&D.
Specific vacancy queries, as opposed to system queries, should still be directed to the Recruitment Contact.


Appendix 1 – Application Form Screen Shots
We have done a significant amount of testing of the application form – and people have successfully completed it without support.  As the recruitment contact you may be asked questions about form completion.  It is not possible for you to view the application form online – so here for reference are some screen shots of the form.
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[image: ]
[image: ]

[image: ]



[image: ]


[image: ]


[image: ]
[image: ]

[image: ]

[image: ]
[image: ]


[image: ]

[image: ]
[image: ]

[image: ]

[image: ]
[image: ]

[image: ]


Panel Member User Notes – February 20152

image1.jpeg
Edinburgh Napie’

UNIVERSITY




image2.png
[#2][x] [Lve search [2]-]

File Edit View Favorites Tools Help

& & [@wyobs =

BB 8 e Gron- "
[=]

Reference

11r03ssmI

B g users to o

By dobs Asces tome





image3.png
Untitled Page - Windows Internet Explorer
@ © ~ (&) htosiapplcations2.napie.ac.ukobac/admi]Admnaddusers aspx & [%][x] [ve searcn [2]]

File Edit View Favorites Tools Help )
% & (@ unttied Page = B 8 ® - [Gpae - Groos- "
B

Jane Hutchison - J Hutchison@napier.ac.uk - RIGHTS = Super Admin

0% | T

By sobs e 11r03ssmI 2009-11-30 00:00:00

@ iy sobs Ageedto me





image4.png
€] https://applications2.napier.ac.uk/obvac/admin/AdminAddusers.aspx

“[&]%)[x]

Live Search

[»

File Edit View Favorites Tools Help

Y & (@ untitled Page =

Reference

By sobs e 11r03ssmI

@ iy sobs Ageedto me

2009-11-30 00:00:00

Human Resources
Facuty of Health, Lfe & Social Science

Facifes Services





image5.jpeg




image6.png
Untitled Page - Windows Internet Explorer

G@ ~[&] https://appications?.napier.ac.uk/Jobvac/admin/ AdminAddusers. aspx

ol & ][#2) (] [uve search 2

File Edit View Favorites Tools Help

% & | @ untitled Page

[

Jane Hutchison - J Hutchison@napier.ac.uk - RIGHTS = Super Admin

0% |

Bty Jobs van

@ iy sobs Ageedto me

FORENAME SURNAME PERSONNELNO  EMALL Loamm FACULTINAME
Ron d v v N
NoFitter
= Faculty of Eng,
Add Menile Contains madams@napieracuk  $b25 Computing &
. Creative Ind
Add  Heather StartsWith hadams@napieracuk  nb1o =
Add Jonn Endsih Jadams@napieracuk a0 Business School
EqualTo Focuty of Heath,
add i NotEgquelTo Ladamson@napieracuk  ap9s ife & Sodal
GreaterThan sience
Learning
Add Lestie S Loddison@napieracuk Tt Information
GreaterThanOrEqualTo Services
LessThanOrEqualTo Faculty of Eng,
Add  Susana SAguiar@nopieracuk  eb324 Computing &
Between Creative Ind
Add James NotBetween JAitken3@napieracuk  m3S Business School
Add stuart sEmpty saitken@napieracuk 0328 Facilties Senvices
Add Jonn NothEmpty. Joitken@napieracuk 95290 Facilties Senvices
il Focuty of Heath,
Add  Gillan NotisNull GAtken@napieracuk  nuiT Lfe & Social
Science

Change page: ¢ >

Displaying page 1 of 150, items 1 to 10 of 150

<

"Deveopad by CAIT Agpications Systams Group (ASG), Napir Uriversty Edinburgh, Seotand (Versio 20001, 2009

https://applcations?. napier.ac.uk/Jobvac/admin/ AdminAddusers.aspx# & Local intranet H100% -

) Staff Portal - Home - 2]

T Recrutment Adnin





image7.png
Untitled Page

Nindows Internet Explorer

@ © ~ (&) htosiapplcations2.napie.ac.ukobac/admi]Admnaddusers aspx

SLA (%)) e seren

File Edit View Favorites Tools Help

% & | @ untitled Page

0% |

By sobs usin

@ iy sobs Ageedto me

FORENAME SURNAME PERSONNELNO  EMALL LoGIND FACULTYNAME
Ron v it
Ronald Hunter 04213233 rhunter@napieracuk w3 CaT Senices
Ronald Lannon 00010657 rlannon@napieracuk  nbi13 Business School
Ronald McQuaid 00000753 rmcquaid@napier.acuk  eit2 Business School
Ron Simpson 10002942 RSimpson@napieracuk  pd103 Human Resource.
Faculy of Eng,
Rona Stephen 10002956 Rtephen@napieracuk <32 Computing &
Creative Ind
Faculy of Eng,
Ronald Tait 04233107 rtait@napieracuk sq72 Computing &

Creative Ind





image8.png
Windows Internet Explorer

@ © ~ [E] htosijapolcatons2.napier ac.uk0bvac/admin/Admintyob.aspx & [%][x] [ve searcn

File Edit View Favorites Tools Help 7
W & | @wyobs = B v B @ v [Frage v GTooky 7
[=]

Jane Hutchison - J Hutchison@napier.ac.uk - RIGHTS = Super Admin

Reference Closing bate
oS 2009-41-30 000000
B g users to o

@ iy sobs Ageedto me





image9.png
Windows Internet Explorer

@ © ~ [E] htosijapolcatons2.napier ac.uk0bvac/admin/Admintyob.aspx

Live Search

File Edit View Favorites Tools Help

W & | @mylobs.

B g users to o

@ iy sobs Ageedto me

[ Roteupastes | Fatl Personne et =

Update the user Status from the options below:

®Rejected

@Short Listed
Invite to interview

© Appoint

©Not Appoirtted





image10.png
(L8 ][9] [Lve search

-

& - [E)nttosy/appications2 napierac.uif Jobvac/admin/ Adrminyiob 2spx

File Edt View Favorites Tools Help

& | @& wmyobs

-~ @ - [5Page ~ & Took +

R aga users to ob
@ iy sobs Ageedto me
Role Updates | Full Personnel Details |_Employment History | Education & Professional Qualfications.
Personnel details
userd
Hutenison
|
| iane162@btinternet com
= 6 cross cross
R |

K118
o138z 724022
orserziziziz
orsas 21651

® 1mbox Mo




image11.png
Untitled Page - Windows Internet Explorer

G@ ~ [8] https://applcations2.napier.ac.uk/ obvac/admin/AdminAddjobstome.aspx

A |[%][x] [uve search

[»

File Edit View Favorites Tools Help

% & | @ untitled Page

m
= o

[ E—

Role Updates

Full Personnel Details

Documents

mycv.

T Recruitment Adrin U

B 8 ® - [Gpae - Groos- "
=]




image12.png
indows Internet Explorer

&) https://applications2.napier.ac.uk/obvac/admin/ AdminMyjob.aspx 8][4 [x] [uve searcn 28]

File Edit View Favorites Tools Help

W B[ @mylobs = B - B & - deae - ook~ 7
[=]

Reference

11r03ssmI 2009-11-30 00:00:00

B g users to o

@ iy sobs Ageedto me

cinin UL




image13.png
indows Internet Explorer

€] https://applications2.napier.ac.uk/Jobvac/admin/ AdminMyjob.aspx v & [][x

File Edit View Favories Tools Help

& & [@wmyons

'Developed by CAIT Appications Systems Group (ASG). Napier University Edinburgh, Scotiand (Version 2.00.01 , 2AppOInt

[

their accomplishments.

We have a 12 month fixed term opportunity for an exceptional indiidual to join the
established and successful team delivering our HR strategy. We need an exceptional
individual to join the established and successful team delivering our HR strategy. Providing
a dedicated. proactive and expert HR support and advice senice. you will work with
‘nominated business areas to develop and implement their key strategic priorties.

Your strong interpersonal skills will enable you to communicate effectively and with
confidence at a senior level to influence, initiate and manage change.

A CIPD Member with a degree or equivalent experience in  proactive HR generalist role or
specialist HR policy development role. you will have previously taken a lead role in
developing policies and procedures. Naturaly. your knowledge of employment law and HR
operations will be extensive and up to date. A confident user of at least one HR system as
well as MS Office software. you will be able to produce and analyse management
information and understand the business and financial implications of the solutions you
propose.

Contact Name Recruitment Contact: Tara Mulhall on 0131- 455 - 3477 or t mulhall@napier.ac.uk

R e
R -«
e —

‘Short Listed
Invite to intenview





image14.png
Live Search

& - [E] nttosifappicatons2 napierac.uifobvac/admnAdminyioh aspx 8

File Edit View Favorites Tools Help

* & [Omy)nhs

their accomplishments.

We have a 12 month fixed term opportunity for an exceptional indiidual to join the
established and successful team delivering our HR strategy. We need an exceptional
individual to join the established and successful team delivering our HR strategy. Providing
a dedicated.proactve and expertHR support and advice senvie, you il work it
Lizglement their key strategic priorities.
File Download
to communicate eflectively and with

Do you wank to open or save this fle? o and manage change

i ey ‘have previously taken 2 lead role in
Type: Mictosoft Offe Excel Conma separated vakes .. [ R EEL S S TR R

From:  applcations2 napier.ac.uk confident user of at least one HR system as
produce and analyse management

inancial implications of the solutions you

- 3477 or t mulhall@napier ac uk

Whie fles fromthe Intemet can be useful, some fies can potentialy
ham your computer.  you do nct trus the source. do nct open or
save thisfle. hat's the fisk?

Account

e

"Deveopad by CAIT Agpications Systams Group (ASG). Napir Uriversty Edinburgh, Seotand (Version 20001, 2009

&, bone

& Local intranet. #,100%





image15.png
Windows Internet Explorer

@ © ~ [E] htosijapolcatons2.napier ac.uk0bvac/admin/Admintyob.aspx & [%][x] [ve searcn B
File Edit View Favorites Tools Help

& & [@wyobs =

Jane Hutchison - J Hutchison@napier.ac.uk - RIGHTS = Super Admin

B g users to o

@ iy sobs Ageedto me

ol Uncates | Lol Pezanneetais =
Update the user Status from the options below:

Rejected
hort Listed
Q@lnvite to interview

© Appoint
©Not Appoirtted

T Recruitment A, Edinburgh Nap.




image16.png
indows Internet Explorer

& - [E] nttosifappicatons2.napierac.uifobvac/admn/Adminyioh aspx ~[&]%][x] [ BB
Fle Edt View Fovories Tools Help
W [ @myons B - B & - [rage v ook~

Your strong interpersonal skills will enable youto communicate eff.
confidence ata seniorlevelto infiuence, intiate and manage chan

A CIPD Member with a degree or equivalent experience ina proa
specialist HR policy development role, you will have previously tak:
developing policies and procedures. Naturally, your knowledge of
operations will be extensive and upto date. A confident user of atlc
well as MS Office software, you will be able to produce and analys
information and understand the business and financial implication

propose.
Contact Name Recruitment Contact: Tara Mulhall on 0131- 455 - 3477 or tmulhal

Additional Information
Date Added 060712009
Account PD102

Email jhutchison@napierac uk

All Candidate List

Application Details Report Rejected

Ednburgh Nap.




image17.png
oo

napier.ac.uk/Jobvac/admin/pdf/HRClientPartner_Rejected.

3112009142016.pdf - Windows Internet.

&) hitps://applications2.napier.ac.uk/obvac/admin/pdf/HRClentPartner_Rejected_03112009142016.pdf v

File Edit GoTo Favorites Help

% & [ nitps://applicationsz.napier.ac.uk/ obvac/ad..

|

B - B - @ - [opage v £ Toos -

= & Qe oo -ilH H

B

Title

First Name

Daisy
Christine

shirley

This is a list of Rejected candidates for:

HR Client Partner (11/103/45/TM) - 03/11/2009

Last Name.

Hutchison

Muihall

Fry

Watts

Anderson

e ©

@ inbo

Ednburgh Nap.

& Unknown Zone





image18.png
File Edit GoTo Favorites Help

¥ & | @ nttps://applications2.napier.ac.uk/Jobvac/ad. v B @ - [ Page v G Took ~

=508 4 @

% Unknown Zone





image19.png
indows Internet Explorer

& - [E] nttosifappicatons2.napierac.uifobvac/admn/Adminyioh aspx &[] [x] [ove search 28
Fle Edt View Favorites Tools Help
% & | @wmyobs ] ”

Role Updates | Full Personnel Detais | Employment History | Education & Professional Qualfications | Documents
Education Details

Qualifications

7l References
P Jerown
e R Drector
< jane172@btitnernet.com
Disgeo
o138z 111111

HBrown
HR anager
jane1a7@ttermet com
F

01412221 8551

ES, YOU CAN

ES, YOU CAN

"Deveopad by CAIT Agpications Systams Group (ASG). Napir Uriversty Edinburgh, Seotand (Version 20001, 2009

T | Qiocinmne 0% -





image20.jpeg
Windows Internet Explorer

0~ [ hetosifappications2.napir.ac.uk/obvac/acmin/ Adminiob.aspx

=

How fo Apply ‘Apply online by clicking the red button above. ou may need to create a user account,

File Edit View Favories Tools Help

W & | @ wmyobs

We lke to receive applications through our oniine system. However if you prefer to Complete a handuriten
appication please download the appiication form or contact Susan Huihead who willpost you an application
pack.

Human Resources

Ful Time

Fixed Term

We are fooking for the most fabulous adminisirative assistantthat has ever waked tis carth

Vou willbe able o teach us all how to use Microsoft Office. our aftenton to detal willbe second to none.

Vou must be able o drive or walk long distances wih heavy loads as every Friday moming someone does the.
bacon rolun and we all fake turns.

Susan uihead
et | Eiir e
| Telorar 123 487
Addtonaliformaton i ol crrenty basednCragiocknr u ey o o o Sght n 2010
Osts Aad sonsz00e
Aceout e

‘Devalopes by CAIT Appications Systems Group (85S), Napir Uivarsy Edinburgh, Sootand (Version 20001, 2099





image21.png
(= test2 - Windows Internet Explorer

66-

/[ www.napier.ac.uk/about

s/vacancies/Page:

aspx

File Edit View Favories Tools Help

H | Etes2

& - [rPage v {(F Took v

\ a |

INSPIRING FUTURES

Vou s Edinburoh Nagie Univerit > About Us >

All vacancies at Edinburgh Napier University are listed below.

Hourly Rat
Click on a lsting for more information and to apply using the online application system J

Role Tite Department JobType  ConractType  Salary Closing Date
TEST Personal Asstant  Human Resouroes Pemanent £190%0-c22768 04122009

Find out more about Edinburgh Napier in our

s

Edinburgh Napier ¥

UNIVERSITY

About Edinburgh Napier

How to apply

Applicants from Overseas
Download Application Form
Download Equal Opportunities Form
Contact Us

Working at Edinburgh Napier

Human Resources Intranet site

%100% -

77 Recutmenta.




image22.png
JobDetails - Windows Internet Explorer

€] http://www.napier.ac.uk/aboutus/vacancies/Pages/Jobdetais.aspx?GUID=da74972f-3eca-41b9-922d-05db1: ¥ | | 2

€]

File Edt View

Favorites  Tools Help

4| @ 10bvetails [

Page v {F Took ~

. o i
|

o o N e s - s

Department Human Resouross
Job Status FulTime

Job Title
ContractType  Permanent T

Job Summary
ing adminisrstive support 1o the Direcoratein Human Resourcss your msin

Depute Director

ClosingDste.

a5 partofa team i esential
g & high level of sdministatve sup

it s flexible spprosch, whilst the i
ratle experience in

musthave consi
reteranly
scponsivilties, desling it
i sonfidence

it a1 unasle to complete e
<o =, please contact

This post ffers tns opprtunity

forinvolvement in  challenging snd fast moving

mare suitable spslics

ate Added Contact Details

Vacanoy Rer
02457

(5 sboeta

‘About Eginburgh Napier
How o spply

Applicants fom Oversess.

Downlosd Application Form
Download Equsl Opportunities Form
[—

Working st Einburgh Napier

Human Resouross ntianetsite

& Local intranet.

/ Recutment... | T RecrutmentAd





image23.png
Logon - Windows Internet Explorer

&)+ [ nwsi/zppications?.naper ac.ukf1obvac/iogon asprGu

127497 2f 3eca-41b9-9220-05b1553066d v| & |49

File Edit View Favories Tools Help

W & |@Logon

You are in: Napier University > About Us > Vacancies

Create Your Account

You need to have an account if you want to apply for one of our roles. If you do not
have an account please create ane now - it only takes a few seconds. By doing this
you will be able to leave and come back to your application and view

previous applications

First Name:

‘Sumame:

Email Address:

Password (>3
characters)

Confirm password

Already have an account?

Email Password

Forgotten Password

Edinburgh Nap Craigl
1DJ

Telephone: 08452 60 60 404
Send us an Enquiry

pus, Edinburgh, EH14

Job Title
TEST Personal Assistant

Closing Date
04/12/2009

Salary
£19,090 - £22.766

Contact Details
If you need help or have any
further questions about the role
then please contact Tara Mukhall
on 0131 455 9411 email

t mulhali@napier ac uk

(5] - [k Page v

Vacancies Home
Vacancies

About Napier

Principal’s Welcome

Working at Napier

How to apply

Download Application Form
Download Equal Opporturnities
Fom

Human Resources Intranet Site:

Contact Us

Done
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Name: TEST Personal Assistant Time Remaining: 9 Days Wotking o Nopier
2 Employment | 3. Education & Professional | 4. CV Upload Howto
- History Qualfications (Optional - Eaual Oy = o
Download Application Form
Incomplete incomplete incomplete incomplete incomplete
Download Equal Opportunities
Form
Please Note Human Resources Intranet Site
Please read the section of the Vacancies page before completing this application.
Contact Us |
There are 4 compulsory sections to this application. Your details will be saved when you move on to
the next section. You can log out and log back in again without losing the sections completed so far.
Fields that must be filled in to submit your application are marked with “*
When all sections are complete, submit your application by clicking the red button above. You will not
be able to edit your application once submitted
You will receive an acknowledgement and a copy of your completed application form by email
Personal Details
* First Name [rane Address for comespondence (including postcode)
* Sumame [Hutchison * Address 1
*Title Address 2
* Email hutchison@napier.ac| * Town
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S Work Permit

g ,/(/g Do you require a Certiicate of Sponsorship to work in

s the UK?

Disabilities

Do you have a disability which could affect your abilityto Yes O No ®

do the job you have applied for?

For information about working in the UK please go to
YesO No® the UK Border Office website

fFyou are NOT a UK citizen, or an EC/EEA national, do
you currently have permission to work in the UK?

YesO No®

IFYES under which immigration category e g. Tier 1,
Intemational Student etc

Convictions
Do you have any convictions which are not regarded as "spent” under the Rehabilitation of Offenders Act 1974 (as
‘amended)?

YesO No®

Please Note
Applicants will be judged on their ability to perform the duties of the post applied for and

wictions will taken i that ty rk. Information about
the Rehabilitation of Offenders Act 1974 can be obtained from your I

& Local intranet. #100% -
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Do you have any comvictions which are not regarded as "spent” under the Rehabilitation of Offenders Act 1974 (as
amended)?
YesO No®

Please Note
Applicants will be judged on their ability to perform the duties of the post applied for and

wictions will taken i that ty rk. Information about
the Rehabilitation of Offenders Act 1974 can be obtained from your I

Information in Support of Your Application

To include any responsibilties, skills, experience. personal attributes and training which you consider relevant to the
post you are applying for. Please consider carefully the information you have about this post before completing this
section

[There is no limit on the amount oftext that can be placed here
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Working at Napier
1. Personal 3. Education & Professional | 4. CV Upload [ =
5 Equal Opportunities
Details Qualifications (Optional ey
Subrmit this application DTz B CapiTis
Form
Present (or most recent) Employment
Human Resources Intranet Site
Job Title [Admin Assistant

Contact Us

Fulltime ® Parttime O

Name & Address [|_ca
of Employer |Faimouth Road
(Comwall TR13 LY
Curtent Salary [£13000 q
Period of Notice [1 month
Start Date[1_v][January _v|[2000 v
Leaving Date (i applicable) 1 || January 1970 | Tick if leaving date not applicable
‘Summary of Main [General aamin work
Duties and Responsibilties (Telsphone queries
[This too can be extended to receive infinte amount oftext|
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Post Held

Employer
Name

Employer
Address

From
To

Nature of|
Duties

Reason for

Employment History

After entering your first set of employment details click on "Save Employment”
‘save that information (you can go back and edit it) and give you a blank form to tell us about any other roles you have
had. Repeat this until you have completed your employment history.

19 ] [Apil

1995 v

1 v|[January

1998 v

Leaving

Employer Name

s

Employed From

18104/1995
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Professional Qualifications (most recent first)

You can add mutiple qualifications. Complete the section and click on "Save this qualification.” The
qualification appears in a list (you can edit if you need to) and the form clears so you can add in further
qualifications as appropriate.

Name of Awarding Body

Professional Qualiication

Date Awarded[1_v|[January v[2005 v

T Awarding Body

P Personnel anagement 01012005 Edt | Dekte

Research & Publications (for academic posts)

Research [you can add as much text as you like in here.

References

Reference 1 Reference 2
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Name of Awarding Body

P

Professional Qualification Date Awarded

Personnel Wanagement 01012005 Edt | Dekte

Research & Publications (for

academic posts)

Research [you can add as much text as you like in here.

References

*Name.

* Occupation
* Address

Telephone
Email

Tick here if we can contact this
referee prior to inteniew

Reference 1 Reference 2

*Name.

* Occupation

* Address

Telephone

Email

Tick here if we can contact this
referee prior to inteniew
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Details History. Qualifications ey
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Download Equal Opportunities
Form
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Download Equal Opportuniies
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Equal Opportunities (Click here for full Information)

Date of birth:

Post applied for:  TEST Personal Assistant
Vacancy ref: 1110345
Full name: Jane Hutchison
Closing date 04/12/2009
Nationality Comish
Ethnic Origin
ETHN IC ORIGIN
indicate which
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Age:
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1969 v

d are
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OOther ethnic background

O GypsyTraveller

'Download Application Form
Download Equal Opporturnities
Fom

Human Resources Intranet Site:

Contact Us

& Local intranet.

% 100%




image34.png
Untitled Page - Windows Internet Explorer

€IS

&) hitps://applications2.napier.ac.uk/Jobvac/Equalopportunities aspx?PostID=Ffo7 cf40-1207-4398-b5b5-d6 v | & |42/ X 2L

File Edit View Favories Tools Help

W @ |@ untitled Page (|

3 - B - & - [rpage v & Took v

O Other White background O Chinese
Disability

DISABILITIES
The Unive W

tantial and long-term adverse impact on a pe
rgh Napier Uni
jisak
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®Yes ONo
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AboutNapier
A Application Checklist

Principals Welcome

Before submittingyour application, please checkthe following.

Working atNapier

I your personalinformation correct?

Howto apply

Download Application Form

Download Equal Opportunities

Form

Human Resources Intranet Ste

ContactUs
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