CodePro

Making people’s lives easier

’fHow to Guide

How to complete the Personal Details section of Job Prospector

The Personal Details Task enables you to enter all of your data just once and then use it as
needed in your Job Search activities.

It includes various forms of information that will be required either for filling in Applications forms
or that may be required at Interview.

You can enter information about:

V Yourself

V Your present and previous addresses

V Your Education

VAny Training youbve done
V' Any Awards you have gained

V Your work experience

V People who will provide a reference for you.

You might also find this information useful in other aspects of your life. If you keep it updated you
will find it a very useful resource!

This guide will help you to complete all the sections.
ENTERING GENERAL DETAILS

The first tab records your general details which you can input directly into the form. Use direct
input or copy/paste to input the following information.

V You Surname and First Names and any other names you use.
V Your date of birth (The date format is dd/mm/yyyy)
V Your place of Birth

(eSS RO )
V Your nationality -
V Your National Insurance Number

To change, correct or update your information, simply make the changes needed and click

lIpdate Details

to save the changes.

Selecting Close on any of the Main screens will close the Personal Details Task. To move
between tasks, use the tabs on the top of the form.
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CONTACT DETAILS

When you are applying for a Vacancy, many Employers want to know not only your present
address but frequently require previous addresses and the dates you lived there. By completing
the Contact Details section and keeping it up to date, you will have a permanent record of all your
previous addresses. This could be useful for all sorts of reasons.

Follow the steps below to enter all your information correctly:
V To enter information use direct input or copy/paste.

V Click to access the Contact Details input screen.

V Enter your current address together with the date you started to live there. Be sure to identify it

by clicking on the Current Address tab which will then show a tick.
V Click | AddDetals  to save the information you have entered

V You can enter all of your previous addresses by simply clicking Add Address on the Main
screen.

V To edit the information you have already entered. Select the Edit button. Make any changes
you want to make and then select Save Changes.

V Selecting Close on any of the Main screens will close the Personal Details Task. To move
between tasks, use the tabs on the top of the form.

You can view details of any previous addresses by selecting from the main list and single clicking.
As you select the address you require, you will notice that the details are displayed on the main
screen as shown by Arrows below.

"8 Personal Detais - Contact Detais \ '\\
coeniosun | Commitenn | cactn | Tomna | Avas || eopiren || s ;7 Viewing address details
/]

Address List Address
05/11/2004 - 123 Anytown Close o 3 Notown farm Mews

25/06/2000 - 5 chantlers meadow Anytown
121101992 - 10 The Quayside

1211211980 - 19 The Close

18/0712008 - 1 Cloverfield Drive

Start of Occupancy
01/051985

End of Qefupancy

I f you candt rem&mber tF
exact dates you moved in or
left an address, put in
approximate dates.

Reason for Moving
lefthome

Telephone Number

E.g. Sometime in November

2006 could be recorded as
01/11/2006

H
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EDUCATION
The Education section enables you to record information on your secondary and further
education, the qualifications you have gained and the courses you have studied.

Completing this section will save you time when you are filling in Application forms or preparing
for Interviews.

Follow the steps below to enter your Education details

V To enter information use direct input or copy/paste.
V Click _ AddDetails |to access the Education Details input screen.

V Enter the educational establishments you have attended one at a time. In each case you must
enter the name of the establishment. You can also enter the address, start and end dates,
gualifications you gained or are working towards, and any individual modules you have taken if
you have done a University course.

V Select  addpetais | to save the information you have entered

V You can enter all of your previous establishments by simply clicking Add Details from the main
screen

V To edit the information, select the entry you want to change from the list on the left, click edit
and make your changes. Once you have finished making changes click Save Changes.

ils - - a o=
[ Personal Details - Education h b [E=HEE
Genoraiwats | contactoetats || Eaveabon || traming || Awards ]| empiyment || roforonces )
. . Add Details
Educational Establishments University/College/School
Anytown high school - Anytown high school
Anytown College yr
CIFD Start Date
Open University 23/09/1983
End Date l
- 11/0711980
Q s Gained (or Ar
A level English, Business Studies and Sociology -
GCSE English (A) Maths (C) History (B) ICT (B) Geography (C)
Cookery (A) Biology (B) Physics (C) I
Individual modules during each year of graduate/posigraduate studies.
- .

Once you have entered all the information, you will notice that

If you candét remember the
exact dates you attended, put

in approximate dates.

the establishments you have attended are listed on the left

of the screen in date order. On the right hand side of
the screen you will find contact details of the
establishment and dates you attended.

E.g. Summer in 2006 could
be recorded as 01/07/2006

Selecting Close on any of the Main screens will close the
Personal Details Task. To move between tasks, use the tabs on the top
form.
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TRAINING

The Training section enables you to record information on all the training courses you have
attended. It contains details of dates of training, course providers, course titles, a space for a brief

description and an option to record the outcome.

Completing this section will save you time when you are filling in Application forms or preparing

for Interviews. Enter details of both on the job and off the job training to ensure that you do not

miss anything.

Follow the steps below to enter your Training details

V To enter information use direct input or copy/paste.

V Click _ Addcourse | to access the Training Details input screen.

V Enter the Training courses you have attended one at a time. In each case you must enter a

course title and can also enter start and end dates, course description and course outcome.

V Select asapewmis | to save the information you have entered

V You can enter all of your previous courses by simply clicking

Add Course

V To edit the information, select the course you want to change and click the edit tab to access
the input screen. Once you have finished making changes click ~— assoemis |

When you have finished entering all your courses. You will see that on the main Training screen

the courses you have taken are listed on the left. On the right hand side of the screen you will find

provider information and contact details, course descriptions and dates you attended. You can

view details of previous training courses by selecting from the main list and single clicking. As you
select the course you require, you will notice that the details are displayed on the right of the

screen as shown by Arrows below.

B3 Personal Details - Training

General Details H Contact Details ” Education

Course Provider
Assessor award - ITD

Training Courses

—

22/02/1998,

Course Title
Assessor award

Course Description
ITD Unit credits 032 D33 D36

Course Outcome
- Accredited

Certificate in Training & Development pn
ECDL Start Daj
- 30/08M1998 /

Selecting Close on any of the Main screens will close the Personal Details Task. To

move between tasks, use the tabs on the top of the form.
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AWARDS

The Awards section enables you to record information on all the awards, memberships or
licenses that you have attained or achieved. It contains details of Awarding bodies, dates of
awards, type of award, and any license or permit numbers.

Completing this section will save you time when you are filling in Application forms or preparing
for Interviews. Enter details of all the job related awards and any permits licenses you hold to
ensure that you do not miss anything.

Follow the steps below to enter your Award details
V To enter information use direct input or copy/paste.
V Click ~ A%Award |1, access the Award Details input screen.

V Enter the Awards you have achieved one at a time. In each case you must enter the Award
name. You can also enter the awarding body and date awarded.

V To enter the type of award, select from the drop down Menu Aweret Toroe [ =
and enter license/permit number and Valid from/to dates if - w
appropriate. Deserption_ |Perm

V Enter a description of the award.

V Select AddAward |5 sgve the information you have entered
V You can enter all of your awards by simply clicking  4ddpetais | from the main screen.

V To edit the information, select the award yopu want to change from the list on the left and click
the edit tab to access the input screen. Once you have finished making changes click Save
Changes

You can view details of your awards, memberships or licenses by selecting from the main list and
single clicking. As you select the award you require, you will notice that the
details are displayed on the right of the screen as shown below.

[ Personal Details - Awards\Memberships EIEIQ | f y ou can
General Details || Contact Details || Education || Training |Awards Employment || References _ remember the exact
Awards MembershipsiLicenses Award Name le date yOU aChIeved
- owmou -

P Hembar flving ieence the award, put in
Awarding Body Date Awarded B
VLA 121051985 approximate dates.
Swansea - .
aAe‘mmR I E.g. Summer in 2006
ales
could be recorded as
2 01/07/2006

Award Type | License E l
License/Permit Mo Valid From Valid Till
ANYON425376PJGP 02/06/2009 05/02/2013
Description
Licence Types: B,BE,C1,C1E,D1,D1Efk|n,ph = Cancel
Clean (] - 5

: -

Selecting Close on any of the Main screens will close the Personal Details Task. To move
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EMPLOYMENT

The Employment section enables you to record information on your work history. Completing this
section in detail will save you time when you are filling in Application forms or preparing for
Interviews.

Enter details of all the jobs you have done including voluntary/unpaid work. Create a permanent
record of your work experience and keep it updated for future reference. It is worth taking time to
enter all your duties carefully so that when you make an Application you can quickly copy and
paste them into any Employer Application form.

Follow the steps below to enter your Employment details

V To enter information use direct input or copy/paste.

V Click _ addempioyer | to access the Employer Details input screen.

V Enter your previous Employers one at a time. In each case you must enter the Employers
name, you can also enter address, start and end date, your job title, contract type. You can
enter as much information about your duties as you think will be useful in preparation for any
future job Applications and you may want to add your reasons for leaving.

V Select 4ddpetais | to save the information you have entered

V You can enter all of your previous employers by simply clicking  Add Empioyer | from the main
screen.

V To edit the information, you can select the employer from the list on the left and then click the
edit tab to access the input screen. Once you have finished making changes click Save
Changes

You can view details of your previous employers by single clicking from the list on the left of the
main screen. On the top right hand side of the screen you will find contact details of the Employer
and dates you were with them.

The bottom of the screen contains details of Job title, your
description of your duties, the contract type and your reasons
for leaving.

I f you canét r emember

exact dates that you were with

1180 Personal Detals - Employer History b an employer, yOU can put in
General Detais H Contact Detais H Education H Training H Awards Empioyment o _ approximate dates_
Employer List Employer Name & Adaress Add Employer

The Big Burger B Anytown Moulding

The Big supermarket anytown A

Anytown Temporary Services, i Start Date
Googmans Pic 010711998

[Anytown tiouiding

It is important to account for
any breaks in your employment
Ez:‘:ngfung hIStory

Job Title Contract Type
Sr. Administrative Assistant,

The date format is dd/mm/yyyy
E.g. 01/07/2006

Destription of Duties Reason For Leaving

* Developed annual budgetary forecasts for three +| [ Made redundant
depariments and ensured orecasts met carporate guidelines. 2]

* Served on team that created short- and long-term

departmental objectives in accordance with company goals,

* Administered salety programme atlocal plant and worked

with safety co-ardinators at company's three ather plants to Cancel
address salety Issues presented by employees. ;

s S .

Selecting Close on any of the Main screens will close the Personal Details Task. To
move between tasks, use the tabs on the top of the form.
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REFERENCES

The Reference section enables you to record information on the people who you have selected
as your referees. You may want to include details of previous work colleagues or managers,
friends, tutors, or professionals who could provide character references.

By entering a selection of people into this section you will quickly be able to select the best people
to include in any job Applications.

Follow the steps below to enter your Employment details
V To enter information use direct input or copy/paste.

V Click to access the Reference input screen.

V Enter the name of each person who will provide a reference for you one at a time. In each
case you must enter their name. You can select their title from the drop down menu and also
enter the type of reference they will provide, personal or professional. You can also enter their
address and contact details and details of their employment if relevant.

V Select adapetais | to save the information you have entered
V You can enter all of your referees by simply clicking on the Main screen.

V To edit the information, highlight the referee in the list on the left and click edit to access the
input screen. Once you have finished making changes click Save Changes.

o [

* | Reference Details
Joan Franks

124 high street
Anytown

Position/
Occupation| Solicitor

Company | Anytown legal seniices

Telepnone | 01234 456567 Extension
e ™
~| Email

Once you have input your details you will see the people who will provide you with a reference

are listed on the left of the screen. In the middle of the screen you will find contact details of the
referee and on the far right of the screen you can indicate the reference type and date you last

used this person for a reference.

You can view details of any referee by selecting from the main list and single clicking. As you
select the person you require, you will notice that their details are displayed in the relevant
sections of the main screen as shown by Arrows below.

To remove someone from your list of referees select the referee and click Delete.

Selecting Close on any of the Main screens will close the Personal Details Task. To move
between tasks, use the tabs on the top of the form.
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