
CodePro Limited 

Making people's lives easier. 

How to Guide 

 

Copyright©2009 CodePro 

How to enter Interview information in Job Prospector 

When you are invited to Interviews, you will want to make notes on arrangements and outcomes. 
Each Interview record is linked to a specific Application, Vacancy and/or Employer/Agency. 

In Job Prospector the Interview task enables you to keep a record of your progress through the 
Interview stage. You can record dates of Interviews and keep a Note of Interview arrangements 
and Follow Upôs. 

Once you have attended for Interview, you can also write up your thoughts on what happened 
and assess your performance. 

Entering Interview information is easy with Job Prospector. 

V Open the Application list  

V Highlight the Application you have made from the Application list and click on it 

V Select the New Interview tab 

 

 

 

 

 

 
You will notice that the Vacancy and Company information is automatically inserted by Job 
Prospector. Using direct input or copy/paste enter the date and time for the Interview. Check that 
the location details are correct and add any other notes in the Notes section. 

 

V Once you have entered Interview arrangements they will be displayed on the Vacancy if 

there is one and in the Application list.  

V You can view the interview details from the Application List or off the main Vacancy 

screen by clicking the green Interview arranged button. 
 

 
 

V You can also view Interview arrangements by selecting the  tab off the 

Application screen. 

The date format used in Job 

Prospector is dd/mm/yyyy  

E.g. 12/06/2009 
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How to enter Interview information in Job Prospector 

 To make a note of any Follow Up activity you want to remind yourself of select  

And enter the details into the follow up screen. The Follow Up date will be 
displayed on the Vacancy, Interview and Follow Up screens.  

 

 

 

 

 

 

 

 

V If you are called back for a second Interview or need to attend for tests/assessments you 

can select the New Interview Tab again from the Application screen and enter the details. 

V The dates will be displayed in the Interview dates box in the top right hand corner of the 

screen. You can make any notes about arrangements in the Notes box. 

V When you have attended an Interview complete your personal assessment of your 

performance and make any notes that may help. 

V Once you know the outcome of an Interview you can enter this in the Outcome of Interview 

box. 

 

 

All of these activities will be entered automatically 

into your Activities List 

You can print an Activity Report to help you 

demonstrate that you are actively seeking work and 

as proof of all your Job Search activities. 


