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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 youôll have everything in one place and can retrieve it 

all quickly and easily. 

Applying to a vacancy involves a number of steps 

V Entering vacancy information 

V Linking it to or entering Employer/Agency information 

V Adding or editing Contacts 

V Recording your Application and linking any documents you send. 

V Making sure your application is complete and correct 

V 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 

The  vacancy form will be displayed       
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How to Apply to a Vacancy  

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 ï where the job will be based 

Salary ï the Wages or Pay scale 

Hours - the actual hours of work E.g. Mon ï Fri 8.30 ï 5 pm 

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

Time ï whether the job is Full or Part time (Select from the drop down menu) 

Duration ï how long the job will last if it is Temporary or Contract 

Job Reference ï the Employer, Agency or newspaper reference number if it is given 

Closing date - if you know it.  

Job Prospector will automatically enter the Date Added 

 
 
 
You can also enter Job Details such as the role or responsibilities, any person specification 
and details of any benefits such as pension, holidays. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You may also want to make a note of where you found out about the vacancy by entering source 
information. 

 
 
 
 
 

The date format used in Job 

Prospector is dd/mm/yyyy  

E.g. 12/06/2009 
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How to Apply to a Vacancy  

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 

 

 

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

 

 
 

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.

 

 
 

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 

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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How to Apply to a Vacancy  

ENTERING NEW EMPLOYER OR AGENCY INFORMATION  

 

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 ï 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  

The information box will hold lots 
of information. You might want to 

include  personal notes as well as 
information you get from their 

website. 


