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How to make a speculative Application to an Employer  

using Job Prospector  

Although it cant find out about Employers for you Job Prospector can help you to get all your 

information organised so that you can make effective Speculative Applications. 

A speculative application is when you apply to an employer when they do not appear to have any 

Vacancies. Many jobs are filled by word of mouth, personal referral etc and it is worth following up 

any leads you get. 

Many employers will keep your details on file even if they have no vacancies that are appropriate 

for you at the time you apply. 

Making speculative applications involves a number of steps 

V Entering Employer 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 dates for Follow Up 

This Guide will help you to complete them all. 

ENTERING EMPLOYER INFORMATION 
 

When you select  Employer    from the main menu you will initially be taken to the main 
Employer list. 

 

 
 

If the Employer is one you have previously entered, by highlighting it with your cursor and clicking 
on it you will open the details. If the Employer is not already on your list you can enter New details 

by single clicking  in the bottom left hand corner of the Employer list. This will 
generate an input screen so that you can enter all the information that you have. 
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ENTERING EMPLOYER INFORMATION 
 
Using direct input, copy/paste or drag/drop you must enter the Employer 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 and any other 
information that you have on the Employer in the information box. 

 

 
 

As you enter the information on the Employer, you may want to enter details of your contact 

there. Click the  tab to access the Contacts screen and input the information you 
have. 

ADDING CONTACTS TO EMPLOYER DETAILS  
 

 
 

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 screen you will notice 
that the contacts details have been automatically entered. 

 

 

The information box will hold 

lots of information. You might 

want to include  personal notes 

as well as information you get 

from their website. 
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RECORDING DETAILS OF YOUR SPECULATIVE APPLICATION  
 
From the Employer screen click on the Speculative Application Tab  

to access the Application screen. 

 

 

You will notice that Employer, Contact Information, Application type and Application date is 
automatically entered on to this screen so all that you have to do is check that the correct contact 
has been selected. 

 
You can also link to any DOCUMENTS you have sent or attached to your Application such as 

your C.V or an application letter. Simply single click on  and you will be able to 
browse through your documents and select any that you have submitted in support of this 
Application. 

You will then have a permanent record of what you have sent and be able to retrieve them easily, 
providing you keep them in your files, by double clicking the document you want to view. 

 

 

 
You can view the Application by going to the Application List  
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RECORDING DETAILS OF ANY FOLLOW UP PLANS  
 

You are able to make a note of any follow up activity you want to take by selecting  

 

 

 

 

 

 

 

 

 

This will take you to the follow up screen where you can enter as much detail as you require. 

You can view the Application by going to the Application List. 

You can view the follow up by going to the Activities list and selecting View Follow Upôs 

 

 

 

 


