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’fHow to Guide

How to Record an Application to a Vacancy using Job Prospector

Although it cant find you a vacancy or make the application for you Job Prospector can help you
to get all your information organised so that
all quickly and easily.

Applying to a vacancy involves a number of steps

Entering vacancy information

Linking it to or entering Employer/Agency information

Adding or editing Contacts

Recording your Application and linking any documents you send.

Making sure your application is complete and correct
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Making a note of any follow up you want to do

This Guide will help you to complete them all.

ENTERING VACANCY INFORMATION

Using Job Prospector to manage your job search information will mean that you have everything
in one place and can retrieve it all quickly and easily.

You may find out about Vacancies from a number of places such as
V Job website such as Monster http://www.monster.co.uk

V' Company website

V Employment Agency such as JobCentre Plus

V' Newspaper or Trade paper

V Your Personal Network
When you find a vacancy that you are interested in select the Vacancy icon
And click on  Mew Vacancy ey e ———— e ——— |

: . Job Ttle || Job Details ’ i

The vacancy form will be displayed | .. ol e

Salary Apply

Hours [ | =3

JobType | Permanent [+]  pme | FunTme  [+] Delste Vacancy

Date Added |23/11/2009 Closing Date I:l

Employer | ‘

agency | | i

Application Made | N© Date | | Source Name ‘ .

Cancel
Interview Arranged | NO Interview Date | | Source Type E‘ . 5
Follow-up Date Source Website ‘ [ Close. ]
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Using direct input, copy/paste or drag/drop you must enter a Job Title for the vacancy to be
registered on the program.

You can also enter the following information if you know it:-
Location 7 where the job will be based

Salary 1 the Wages or Pay scale

Hours - the actual hours of work E.g. MonT Fri 8.307 5 pm

Job Type 1 whether the job is permanent, temporary or contract (Select from the drop down
menu)

Time i whether the job is Full or Part time (Select from the drop down menu)
Duration i how long the job will last if it is Temporary or Contract
Job Reference 1 the Employer, Agency or newspaper reference number if it is given

Closing date - if you know it.

The date format used in Job
Prospector is dd/mm/yyyy

Job Prospector will automatically enter the Date Added
E.g. 12/06/2009

-

You can also enter Job Details such as the role or responsibilities, any person specification <
and details of any benefits such as pension, holidays.

—— e — e w e

. Vacancy #6 - Web Deveinper - Torbay, De‘b‘mn

Job Title |Web Developer Job Details
PHP Web Developer - Torbay based £28-35K DOE - New Vacancy

Location | Torbay, Devon

Apply

Salary £28,000 - £35,000 per annum “You are likely notto be the enly applicant for this role - Why
don'tyou send me an mp3 file or perhaps a “youtube” linkin

addition to your CV highlighting what you are made of Itis a

wvery competitive, candidate lead market atthe moment. |want | _

. ou to stand out from the crowd.” (This is not a necessi
Job Type ‘Permanem |Z|| Time |FuIIT|me |Z|| ?hnugh] m ty

Hours ‘

g

‘ Our Torbay based client requires a commercially astute
Developer who is able to work on multiple projects
‘ simultaneously for a broad range of regional and national
clients.
*You will join a very talented multi-media team, whose

Date Added Closing Date I:I reputation is going from strength to strength throughout the
westcountry and the UK.

*This role demands that candidates have an ability to take

Duration ‘

JobRer | 18014852

S ‘ | control of their own workloads, be imaginative and contribute
5 ideas and suggestions to all processes
Agency ‘ Edge Recruits | e e -
Application Made | NO Application Date Source Name | Reed | .
, Cance!
Intarview Aranged | N0 Interview Date Source Type | JOD Web Site |Z”
Follow-up Date Source Website| Ww.reed.co.uk | [ Close ]

You may also want to make a note of where you found out about the vacancy by entering source
information.

Source Name |
Source Type IZH
Source Website |
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ENTERING EMPLOYER OR AGENCY INFORMATION

You cannot make an application until you have entered either Employer or Agency information.
To enter the details you have, single click on the appropriate Green tab to access the Employer or
Agency tasks

Employer

Agency

In each case you will initially be taken to the main Employer or Agency lists.

e % N @2% @oseee 1
Employer Name Business Type Website - lagency Name Website Telephone -
Sometown University HE [Just jobs couk 09876 345345 ]
University of Anytown University ABC Recruitment abcrecruitment co.uk 09876 676789
Anytown Cathedral School school
The Flower People Flower suppliers www theflowerpeople.com
Nextown Support services Office support senvi

| |concorde Riskinsurance [www.Concorde.com
Anytown Council Council [www.anytown. gov.uk
Total Engineering Engineering
Anytown Insurance Insurance [www.anytowninsurance.co.uk L L
E Close New Agency Linkto Vacancy [I]

If the Employer or Agency is one you have previously entered, by highlighting it with your cursor
and clicking on the link button you can link the details you already have to the Vacancy.

Link to Wacancy

8 et = amerEy
Employer Name Business Type Website i
University [HE [
University of Anytown linivecaite |
anytown Gatnearal Scnf| B Link Confirmation [BIE==)
The Flower People
Nextown Support seni Link Employer
Cencorde Sometown University
Anytown Coundil
/| |Total Engineering
Anytown Insurance To Job Vacancy uk

Admin officer

Do You Want To Continue ?

e Yo )

New Employer Linko vacancy ‘

You can also view the details and make any changes and or alterations to Contacts.

If the Employer or Agency is not already on your list you can enter New details by single clicking

. Mew Employer . . Mew Agency i
either in the bottom left hand corner of the Employer list or in the

bottom left hand corner of the Agency list. This will generate an input screen so that you can enter
all the information that you have.
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ENTERING NEW EMPLOYER OR AGENCY INFORMATION

The information box will hold lots
of information. You might want to
include personal notes as well as
information you get from their
website.

O
O

(@)

Using direct input, copy/paste or drag/drop you must enter the Employer/Agency Name and
either the Address or E mail Address for the record to be saved in the program.

You can also enter the telephone, fax and website address, business type.

You may want to add information that you have found out about the Employer or Agency and any
other information that you have on the Employer/Agency in the information box.

ADDING CONTACTS TO EMPLOYER OR AGENCY DETAILS

You may also add Contacts by clicking the tab.

Using direct input or copy/paste i You must enter the Contacts Name .

You can also enter any other information you know such as their phone number, mobile number,
e mail address, position, department and any other notes about them you may want to make.

In each case when you have finished entering information Close and Save the screen so that the
program can update all associated Tasks. When you return to the Employer/Agency screen you
will notice that the contacts details have been automatically entered.

To print all the information you have on an Employer/Agency, click
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