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Introduction

The North East Jobs (www.northeastjobs.org.uk) website is an online recruitment portal
used by Local Authorities in the North East to advertise vacancies and manage all
communications with applicants. It places the whole application process online for
jobseekers, from searching for vacancies and receiving alerts to applying for jobs and
arranging interview times. Your Homes Newcastle currently use the system up to
shortlisting stage.

The online application form has been customised to meet YHN'’s requirements. This user
manual aims to assist you in locating our vacancies within the North East Jobs
recruitment portal, and will provide you with step-by-step guidance for completion and
submission of an online application form.

Getting started: Registration and Creation of an Account

To apply online for YHN vacancies you must register and create an account with North East
Jobs. At your browser type www.northeastjobs.org.uk and you will be directed to the
North East Jobs homepage

Please note: If you are a YHN employee, you will need to ensure that you create an account
by using your YHN work email address (ending in @yhn.org.uk), to enable you to apply for
both internally and externally advertised vacancies.
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View All Jobs

You are here: Home

Advanced Job Search

Welcome to the site B Advertise With North East
. . Jobs
RegisterfLogin North East Jobs is the best location to find public sector vacancies in the North

Find Employer East of England.
NORTH EAST
Name: |--Please Select-- |v With North East Jobs you can search and apply online. Registration is free and takes JOBS
Advice dentia a few minutes. Once you've registered you can improve your job search by creating
a Talent Profile and signing up to receive email alerts for the types of vacancy you Advertise your vacancies with one of
How to use this website » ) i LSO
are interested in. the most popular job sites in the
The recruitment process » region
How to apply »  North East Jobs only features genuine employers and real opportunities. We are a More
Hints & tips ; not for profit service.

Frequently asked questions  »

About this site Browse by Jobs

» Click on Register/Login


http://www.northeastjobs.org.uk/
http://www.northeastjobs.org.uk/

Quick Job Search Maximise

You are here: Home: Register

. _ Login
JeBS 2
Enter your email address:

To register, please enter your contact information in the form below. A red asterisk
means that information must be completed.

NORTH EAST

Enter your password:

Jobs Home it

itle: Mr Forgot password?
View All Jobs .

First name: Jo
Advanced Job Search .

Last name: Blaggs

Register/Login

Find Employer

Please enter and confirm your email address. In order to confirm your registration,

MName: [—Please Select— = wyou will receive an email containing instructions as to how to activate your account.
Advice centre Email: * jo_bloggs@yhn_org uk

How to use this website 3 .

The recruitment process 3 Confimn email jo-bloggs@yhn.org.uk

How to apply 3 Your password must contain both upper and lower case letters, and at least one

) 3 number. It must be at least eight characters in length.

Hints & tips >

Frequently asked questions  » Passward: * eessess
Mlecint shin nien

» All the fields with a red asterisk (*) are mandatory
» Complete the relevant fields at the centre of your screen

Continue by completing the registration details as per below screenshot:

Our Tarent poor 13
. Please enter a secret question and answer below. This should be something only
Job Categories »
you know the answer to
Safer Recruitment >
Eligibility to Work 5 If you forget your password. you will be asked your secret question in order to reset
your password.
Secret question: * Place of birth
Answer to secret Newcastle upon Tyne
question: *

Do you currently work for any of the organisations listed below?

Organisation: Your Homes Newcastle L‘

Security check
Enter both words below. separated by a space.
If you can't read the words displayed. request a new set of words or try an audio

challenge
) [ <]
28693863 | Privacy & Terms

¥ | have read and agreed to the Terms and Conditions of the site_ (Link opens in
a new tab or window.)

Sub

» If you are a YHN employee please indicate this by selecting “Your Homes Newcastle’
in the Organisation field
» Once you have completed all the fields, click on Submit



Finding YHN vacancies

To locate YHN vacancies advertised on the North East Jobs website and submit an online
application form, please follow the instructions below:

Quick Job Search
Select a job category
Select a date period
Salary Band

Keyword search help

Enter Keywords

‘ 2 & Advanced Job Search
y : L

Advanced Job Search

You are here: Home

Welcome Nikolaos Kapetanidis e &

You are now logged in

Logout

Find Employer

Name: | Your Homes Newcas ¥

This jobs site is used by Local Authorities in the North East of England to post

My Account vacancies and manage our communications with applicants. It puts the whole
My Details 5 application process online for jobseekers. from searching for vacancies and receiving
alerts to applying for jobs and arranging interview times
My Job Basket (0) »
My Talent Profile (60%) >
My Job Alerts (0) » Browse by Jobs
My Saved Searches (0) »

54 Subscribe to all North East Jobs jobs via RSS
My Application History (11) »

My Messages (11) N Job Category | Most Recent | Salary Band | Contract Type | Working Pattern

» At the left hand side menu and below the Find Employer field, open the drop-down
list and click on Your Homes Newcastle

My Application History (11) R wEiing dna PNt Uppoiunmies
My Messages (11) » Equality and diversity is rooted in the core of everything we do. and we recognise our
responsibility to both our employees and to the customers we serve
Advice centre

We are committed to equal and fair treatment in all our employment practices and in

How to use this website > access to our services

The recruitment process »

How to apply »

- , Browse by Jobs

Frequently asked questions  » & Subscribe to all Your Homes Newcastle jobs via RSS

About this site Job Category | Most Recent | Salary Band | Contract Type | Working Pattern

Our Talent pool » ) ) .
Admin/Secretarial/Customer Services
Job Categories » ™)
Safer Recruitment >
N Advanced Job Search
Eligibility to Work »
MINDFUL
EMPLOYER
Back to top = =

Accessibility | Privacy Notice | Disclaimer | Terms and Conditions | Sitemap | ContactUs

@ in partnership witn B tmpworldwide

As shown above, at the bottom of the screen and below the Browse by Jobs field you will
see the vacancies being currently advertised by YHN

» Click on the vacancy you wish to apply for




® Quick Job Search Madimise (@

You are here: Home: Search

NORTH EAST

Jobs 8 e
Results 1to 1 of 1 10 results per page ;?ili:‘grisaearch
Job role
Jobs Home Client Contract Officer Closing date: | Admin / Secretarial /
Customer Services
View All Jobs The post of Client Contract Officer will offer a vaned and 1 9 AU g Your Sort Order

interesting role within YHN's Development and Procurement

Advanced Job Search Team. M

Register/Login “Your Homes
Mewcastle

Find Employer

Contract Type: Fixed Term Working Pattern: Full time
Name: |--Please Select-- Salary: £19,935- £22 434 per annum Employment Location: Newcastle upon
. Allowances: N/A Tyne (YHN House)
Advice centre Job category: Admin / Secretarial /
How to use this website » Customer Services
The recruitment process » [SURSE™ )

How to apply » Send to a friend

Hints & tips 3
Frequently asked questions  » Results 1to 1 of 1

Once you have selected the job you are interested in, you will be able to see a summary of
the vacancy details

» Click on More details to view the full advert and to proceed with the completion and
submission of an online application form

Proceed as per following screenshot:

% Quick Job Search Maximise @

You are here: Home: Job detail

J e BS Client Contract Officer ae
ﬁ Your Homes
Newcastle

NORTH EAST

Jobs Home
- Job Summary
View All Jobs Closing date:
Contract Type: Fixed Term 19 Aug
Advanced Job Search Working Pattern: Full time
Register/Login Advert Start Date: 05/08/2016 __
Advert End Date: 19/08/2016 23:59
Find Employer Salary: £19,939- £22,434 per annum
Name: |--Please Select-- Allowances: N/A
Advice centre Hours per week: 37
Job Category: Admin / Secretarial / Customer Services
How to use this website 3 Vacancy ID: 154394
The recruitment process 4 Employment Location: Newcastle upon Tyne (YHN House)
How to apply » @ e .l
Hints & tips 3 -
P Supporting documents
Freguently asked questions ¥ -
| Applicant Guidance (August 2015) pdf
About this site (108.58 KB)
| Client Contract Officer Job Description. pdf
Our Talent pool » (177 52 KB)
Job Categories ¥

P . Curthar infAarmatinn

» Atthe Supporting Documents section you can access the role’s job description,
along with any other relevant documents

» Atthe Further information section you can see the main body of the advert

» To proceed with your application click on Apply for this job, either at the bottom of
the screen or at the right-hand side



Completion and submission of YHN online application form

YHN has recently changed the way in which we recruit to positions within the organisation.
We have implemented a new application form which focuses on the person specification
element of the Job Description and the essential and desirable criteria within this. We
encourage all applicants to draw upon experience both within the workplace and in a
personal capacity to demonstrate how they have the skills, knowledge and experience for
the role to which they are applying.

The following screenshots will guide you through the completion of the online application
form.

After you have clicked on Apply for this job as per previous screenshot, continue as shown
below:

® Quick Job Search Maximise &

You are here: Home: Job detail
J.BS Where did you see this Job Advertised? =28
Fields marked * are mandatory and must be completed
Where did you see this Select =
Jobs Home job advertised?” et one J
Advanced Job Search

Logout Back to top =]

Find Employer

Mame: [--Please Select— ~

My Account

My Details

My Job Basket (0)

My Talent Profile (EUE-";J
My Job Alerts (0)

My Saved Searches (0)

My Application History {11)

¥ v v v v v ¥

My Messages (11)

» You will be asked where you saw the job you are applying for being advertised.
Select one of the options from the drop-down list
» Click on Submit

The next page will take you through any pre-screening questions relevant to the role. As an
employer, we have a legal obligation to ensure that all potential employees/casual workers
have the right to live and work in the UK so this comes as a standard pre-screening question.
Depending on the role, there may be additional screening questions, such as whether
candidates have a full driving license/the necessary qualifications for the role to which they are

applying.

Pre-screening questions will only be selected if they are essential for the role.



The bar near the top of the screen will indicate which section of the online application form
you are currently completing. The first section of the application form you will be asked to
complete is that of Personal Details:

« Fersonal details: References Criminal Convictions Ec »

The Personal Details, Criminal Convictions and Equal Opportunities monitoring parts of the application will not be provided to the recruiting
manager at shortlisting stage. The personal details parl will be provided to the recruiting manager at interview stage.

Title *

Sumame *

Forename(s) ™

Address 1°

Address 2

Address 3

City [ Town *

Post code ! Zip Code

Country

Mume v mmasm o Bllod sl

&

o

L

User

NEJ NEREO TEST

- Mone selected - :I

All the fields with a red asterisk (*) are mandatory. By hovering the cursor over the blue circle
with the white question mark next to each field you can get some additional guidance on
what information needs to be provided within each field. Throughout the online application
form all the information will need to be provided within free text fields or by selection from a

drop-down list

Continue as per below screenshot:



Relationship to YHN

Are you a YHN - None selected - :I
Employea?

If yes, please state Pay
ID

Do you have a - None selected - :I
relations hip with or are

you related to any
current YHMN

employee/Board
member/Newcastle City

Council employee? *

Details

Your right to work in the UK

Are you eligible to work _ None selected - :I
in the UK?

Are you subject to - None selected - :I
immigration

restrictions? *

Please give details of
any restrictions and
current work permits
including the type of
permit, the number and
the expiry date.

You will be asked about your relationship to YHN and prompted to provide details where
appropriate. In addition you will be asked to provide information regarding your right to work
in the UK. The relevant fields are within the Personal Details section. Complete this section
of the application form as per the following screenshot:

» On completion of this section of the application form, you can either save your
progress and continue by accessing your application later, or continue to the next
section by clicking on Next page

If you have forgotten to complete one of the mandatory fields, the system will not allow you
to proceed to the next stage.

If you save your progress and wish to continue at a later stage,

» Log on to the North East Jobs website
» click on My Application History at the left hand-side menu



Continue as per below screenshot:

NORTH EAST

J&BS

Jobs Home

Advanced Job Search

Logout

Find Employer

Name: |--Please Select-- fod

My Account

My Details >
My Job Basket (0) >
My Talent Profile (gm,) »
My Job Alerts (0) »
My Saved Searches (0) »

>

My Application History (13)

My Messages (11) »

®_ Quick Job Search Maximise @&

You are here: Home: My Account: My Application Histon

My Application History a®
This page will list any jobs you have previously applied for. or are a part-way through
applying

Results 1to 10 of 13 10 results per page LI

Previous 1 2 Next

Closing  Application Application
Job title Employer Salary date created submitted Status
Assistant HR Your £20,000 09/10/2013 07/10/2013 Notyet J View
Advisor Homes submitted
Newcastle
Administrative Your £18,000 Closed 04/10/2013 Notyet View
Assistant Homes = submitted
Newcastle £20,000
per
annum
Assistant HR Your £20,000 09/10/2013 19/09/2013 19/09/2013 Submitted View
Advisor Homes
Newcastle

Find the application form you want to continue completing from the list at the centre of the
screen. The most recent application forms you have been working on will appear at the top
of the list. At the Status column, you will see that the application has not yet been submitted.

» Click on View at the right and next to the Status column, to continue with the
completion of the application form.

At the next section of the application form you will be required to provide details of employment

references:

Please provide two references, one of which should be from your present or most recent employer, one of which shouid be your current line
manager. Character references wil only be accepled if employment references cannot be taken. Please do not use relatives.

Referee 1

Title *

Firstname *

LastMame *

Referee Position *

What Employer Is this

reference for?

Referee Type *

Othear type
Referee Address Line 1

Referee Address Line 2

Referee Address Line 3

T

Q@ None selected :|

-8

10



The top bar indicates that you are now at the References section of the application form. As
per the previous section, the fields marked with a red asterisk (*) are mandatory

» Provide the details of your first referee and additional referee
» At the bottom of each of the referee details sections, please remember to indicate if
the referee can be contacted prior to the interview

By default, the North East Jobs application form requires the details of two referees as a
minimum. However, in line with the YHN Recruitment & Selection Policy, internal applicants
can provide the details of one referee only. In this case, please follow the below instructions:

Additional Referee

— lother™ to include more Referees. You must have a minimum of 2 referees to submit your application

Title ~ @ fas above

First name ~ @ as above

Last name ~ @ as above
Referee Position = @

As above

VWhich Employer is this @ as apove
reference for?

Referee Typs ° ©  Current employer -

Other type

Referee Address Line 1 & as above

Referee Address Line 2 >

Referee Address Line 3 -

Referee Town/City * @  As above

» Atthe Additional Referee section insert ‘As above’ (or any other text) in the
mandatory fields, if you are an internal candidate who provides the details of one
referee only

» Click on the Add another icon at the Additional Referee section, if you wish to
provide the details of more than two referees

» Save your progress by clicking on Save at the bottom of the screen and click on Next
page at the bottom right of the screen to proceed with the next stage of your
application form



Continue by completing the Criminal Convictions section of the application form, as per the
next screenshot:

<4 [SSS SRR SN S N Cclucation, training a Employment History st »

For some posts you will have to complete an additional form (disclosure form) that details any criminal convictions you have. A criminal record wil
not mean that you won't be considered for a post, but the nature of the offence will be locked at when deciding on your suitability for the post. If
you do not complete a disclosure form when requested, regrettably we will not be able to consider your application.

Have you ever been - None selected - :I
convicted of a criminal

offence, (other than a
spent conviction under
the terms of the
Rehabilitation of
Offenders Act 1974)7? *

If Yes, please give
details

Note: If you are applying for a job which is not covered by the Rehabilitation of Offenders Act (for example, working with children or vulnerable
adults), we will ask you to fillin an extra form which includes a question about spent convictions.

» Select Yes or No from the drop-down list to declare if you have ever been convicted
of a criminal offence. This field is mandatory

» If you have answered Yes at the previous question, provide the details of any
convictions at the below free text field

» Save your progress and proceed to the next stage of your application form by
clicking on Next page

Continue with your application by providing details of any qualifications you might be holding,
training you have attended or professional registration at the Education, training and
gualifications stage of the application form:

Please give details of any relevant qualifications or work related traning you have achieved starting with the most recent first.

R

Educatlional [*1
establishment name

Country of (¥

) - None selected - j
establishment

mianth j year j
manth j year j

Date attended from &

Date attended to

€

Qualification awarded (%]

Subject 2
Date of Award/ €  month j year j
Expected

Grade or class or level (¥]

Continuing professional development and training courses you have been on

12



Within the first section of this stage you can provide details of any qualifications you
hold or any training you have attended. To provide details of more than one, click on
Add another

If applicable, provide details of a professional registration you hold

Save your progress and click on Next page to continue with the completion of your
application form

Continue by completing the Employment History section of the application form:

Current Employment

Please tell us about your current job. If you are not currently employed, please tell us about your last job

Are you currently in ¥ . None selected - j
employment? *

Job title 2

Name Of Employer LY

Employer Address line &

1

Employer Address line &

K

Employer Address line 2

3

Employer Town or City &

Employer Country ¥ _ None selected - :I
Employer Postcode LY

Phone Numbar Y]

Curmrent Salary Y

(ErStering equivalent)

Provide the details of your current or most recent role within the Current
Employment section by completing the relevant fields or selecting from the drop-
down lists

The Past Employment Section will allow you to provide the details of your
employment history prior to your current role. The Add another feature within the
section will allow you to provide details for more than one jobs you previously had

The Period not in Employment section allows you to give the details of any gaps in
employment that you might have had

Complete this section of the application form by saving your progress and clicking on
Next page at the bottom right of the screen

13



You will continue the completion of your online application form by providing your answer to
our skills, knowledge and experience question. This is the section within which you
demonstrate to the shortlisting panel how you meet the criteria for the role. Particular
attention should be paid to the essential criteria identified in the job description although you
should also pick up on the desirable criteria wherever possible to further strengthen your
answer.

< Skills, knowledge ancibieishRsiebsSelsiole bl

Specific questions from & Using the job description as a guide, please tell us

the Competency how you meet the requirements of the job. It is very

Framework Criteria. * important that you support your application with
examples, which can come from experiences at
work and in other situations. *

1500 word(s) left

» There is aword limit for your answer. Once you start typing your answer you will be able
to see below the free text field how many words you have left. The system will not allow
you to exceed the word limit

» Once you have provided your answer, save your progress and click on Next page
at the bottom right of the screen

14



The next section of the application form is Equal Opportunities Monitoring, where you will be
asked to provide details of characteristics such as gender, date of birth, ethnic origin, religion,
marital status, sexual orientation, disability, etc. As per the title, this information is used for
monitoring purposes only, will not be disclosed to the recruiting manager at any stage of the
process and will be kept within HR records only.

Proceed as follows:

Equality in employment

We aim to have a workforce that reflects the different customers we have. To measure our performance in meeting this aim, we collect information
from pecple applying for jobs . We separate this part of your application from the rest of your application form. The information you give is
«confidential and will not be seen by anyone invelved in the recruitment process. [ wil not affect our decision on your application.

This information is only used to measure the eflectiveness of our Equality Policy. It will be accessed only by the Human Resources team and it
will not be seen by anyone else inwolved in the selection process. Our intention is to select the best candidates for the job regardless of their
gender, sexual crientation, religiows belief, disability, age, race, maternity and pregnancy, mariage and civil partvership and gender
reassignment.

Gender

Gender - None selscted - j

Is your gender identity _ None selected - _,l
the same as the gender

you were assigned at
birth?

Age range

Date of Birth Y day j menth :I year j

Fealizizs - None selected - _'I

Marital status or Civil Partnership

Marital status or Givil - None selacted - _,I
Partnership

Family status

Do you hawe any caring - None selected - _,I
responsibilities?

If yes, please provide
details

Populate the relevant fields by selecting the appropriate options from the drop-down lists
or by completing the free text fields.

» Complete this section by saving your progress and clicking on Next page at the
bottom right of the screen

You will now need to complete the final stage of the online application form (Declarations &
Disclosure) and submit it. Proceed as per the following screenshots:

15



Flexible Working

We are commtied to grving you the ocpportunty to change your work patterns when possibie 5o you can balance your work commments with
other responsibities (for sxample, ob share, part-time work, working n term bme only and so on)

Do you went 1o work - None selecled j
fuli-time hours only?
Do you want 1o work - None selectad - j
partdime hours only?
Wouid you like us to - None selected - j

consider you for any
avallable hours?

» At the Flexible Working section of this stage of the application form, provide details
regarding preferred work patterns (full-time, part-time, job share) and other details
regarding your availability to work.

Proceed as per below screenshot:

Guaranteed Interview Scheme for applicants with disabilities

Your Homes Newcastle is committed to the employment and carser development of people with disabilities. In line with our Guaranteed
Interview Scheme (G15) we guarantee an interview to all applicants with disabilties who have demonstrated they have met the minimum criteria
for the job vacancy.

I you wish to be considered for an interview under this scheme you must have a disability or long-tenm heafth condition which puts you at a
zignificant dis advantage in either obtaining or keeping jobs. In line with the Equality Act 2010, the dizability cowld be physical, sensory or mental
and must have lasted, or be expected to last, for at least 12 monthe. Disclosing that you are disabled for the purpose of qualifying for the GIS
your gecision and is entirely voluntary. You can declare that you wigh to be considered by ticking the oo below.

| consider myself to @ _ pNone selected - j
have a disability and

waould like to apply
under the Guaranteed
Interview Scheme

» Atthe Guaranteed Interview Scheme for applicants with disabilities section of
this stage you have the opportunity to declare that you have a disability and if you
demonstrate that you meet the essential requirements for the role you are applying
for you will be offered an interview

16



Finish the completion of your online application form as per below screenshot:

Declaration

= —
|

Please complete all parts of this and the related application
form before checking the tick box below: | certify that to the best of
my knowledge all the information | have given is complete, correct
and factual. | understand that deliberately giving false or incomplete
answers would disqualify me from consideration, or in the event of
my appointment, make me liable to dismissal without notice.

Data Protection

(Data Protection: We take our obligations under data protection legislation seriously. These require us to explain how the data you provide on
the application form and any other data, which may be created in connection with your application, may be used. Any data about you will be held
in secure conditions, with access restricted to those who need it in cennection with dealing with your application and selection. Data may also
be used for the purposes of monitoring the effectiveness of our selection processes, but in these circumstances, all data will be anonymous.)

> At the Data Protection Act: Consent and Certification of Details section, tick the box to

declare that you agree with the way the information you have provided within your application

form will be used by YHN and that all the information you have provided is correct.

» Save your progress

» After you have checked that all the information you have provided at every stage of
the application form is correct click on Submit

Please note: Once you have submitted your application form you will not be able to make
any changes. If you wish to make any changes to your application form after it has been
submitted please contact the recruitment team at yhnjobs@newcastle.gov.uk

Once you click on Submit, the following will appear on your screen:

NORTH EAST

J@&BS

Jobs Home

Advanced Job Search

®. Quick Job Search Maximise @&

You are here: Home: Job Application

Assistant HR Advisor & &

= = Printable version of your full application form (opens in new window)

@ Thank you for submitting your application. You are no longer able to edit your application

We will be in contact with you shortly via the "My Messages' section of your account

Logout

Find Employer

MName: | --Please Select- hd

My Account

My Details

My Job Basket (0)

My Talent Profile (Eﬂ'a)

My Job Alerts (0)

My Saved Searches (0)
My Application History (13)

My Messages (12)

vy v v v v v v

References Criminal Convictions Eq »

The Personal Details, Criminal Convictions and Equal Opportunities monitering parts of the application will not be provided te the recruiting manager
at shortlisting stage. The persenal details part will be provided te the recruiting manager at interview stage.

Title Mr
Last name @ Kapetanidis
First name(s) @ Nikolaos

Known as (if applicable)
Address 1 @ YHN House

Addrecs 2 (%))

» You will see a message at the top of your screen that your application has now been
submitted and you are no longer able to edit it.

17
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» Any correspondence you receive from the employer via the system can be accessed
by clicking on My Messages at the left hand-side menu

Accessing Messages

After you have submitted your online application form, you will receive an email from North
East Jobs in the inbox of the email address you have used when you registered, as the
below screenshot shows:

Hid2 O+ 9= Your application for Assistant HR Advisor has been submitted Your Homes Newcastle - Message (HTML) = BP R

T | Message > @

i Ignore x &= ) | X ;& £2 Meeting (23 Login Details £ To Manager 53 & Rules - ¥ Mark Unread ata 34 Find “‘;
! 33 Team E-mail « Done = ] oneNote Categorize 2y Related ~
~ Delete | Reply Reply Forward & = = , Move Translate Zoom
& Junk BY RERY 2 More % Reply & Delete & Create New = > [ Actions ~ | ¥ Follow Up ~ = [3 Select~
Delete Respond Quick Steps = Move Tags > Editing Zoom
From: donotreply @train.northeastjobs.org.uk Sent: Tue 08/10/2013 11:20
To: Kapetanidis, Nikalaos (YHN)
ce
Subject: Your application for Assistant HR Advisor has been submitted Your Homes Newcastle
e icx)
Dear Nikolaos -

Thank vou for vour application for the position of Assistant HR Advisor which has been submitted.

You will be advised of the outcome of vour application by email to the email address vou have registered with on North East Jobs. the email may
require vou to take action.

You can view all messages we send vou in the "My Messages’ area on our website. We wish vou every success with your application.

To view vour application please click here http:/train northeastjobs.org uk'mvaccount mvapplicationhistorv

If vou have anyv questions about vour application please contact Your Homes Newcastle and do not reply to this message as this is an unmonitored
email address.

North East Jobs

You will also receive a confirmation message at your inbox within your North East Jobs
account which can be accessed by clicking on My Messages at the left hand-side menu of
the homepage, as mentioned previously and as shown at the below screenshot:

% Quick Job Search Maximise @

You are here: Home: My Account: My Messages

J . Bs My Messages a &

Subject: Your application has been submitted Received: 3 Oct 2013, 11:19 AM

NORTH EAST

Job: Assistant HR Advisor

Jobs H
obs nome “ou have applied for the position of Assistant HR Advisor at Your Homes

Mewcastle

Advanced Job Search

To view your application please visit

L it T . . -
ogou http:/ftrain.northeastjobs.org.uk/myaccount/myapplicationhistory

Find Employer Regards,

MName: |--Please Select-- i Your Homes Newcastle
Iy Account -

My Details 3
My Job Basket (0) »  Backtolop 2 ®
My Talent Profile (EU%J 3
My Job Alerts (0) 3
My Saved Searches (0) 3

re——

L o Pevey Ty




Withdrawing an Application

If you wish to withdraw the application form you have submitted, follow the below

instructions:

NORTH EAST

BS

You are here: Home: My Account: My Application Histon

My Application History

Je

applying

Jabs Howms Results 1to 10 of 13

Previous 1 2 Next
Advanced Job Search

Logout . S
Closing  Application
Find Employer Job title Employer Salary date created
Niifie- |[=Please Selett= = Assistant HR Your £20,000 09/10/2013 07/10/2013
Advisor Homes
My Account Newcastle
MyDetells > Administrative  Your  £18,000 Closed  04/10/2013
My Job Basket (0) » Assistant Homes -
- £
My Talent Profile (50%) » Heweaste ‘2:':0”
My Job Alerts (0) » annum
GuSlaslLChes il Assistant HR Your  £20,000 09/10/2013 19/09/2013
My Application History (13) > Advisor Homes
Newcastle

My Messages (11)

v

®. Quick Job Search Maximise @

This page will list any jobs you have previously applied for. or are a part-way through

10 results per page

=2 =

=

Application

submitted Status

08/10/2013 Submitte|

Notyet View

submitted

19/09/2013 Submitted View

» After you have logged in, click on My Application
of the home page

History at the left hand-side menu

» At the centre of the screen, find the vacancy for which you have applied and click on

View to access your application form

Details

Your right to weork in the UK

Do you need permission & Mo
to work in the UK?

Are you subject to Mo
immigration

restrictions?

Please give details of
any restrictions and
current work permits
including the type of
permit, the number and
the expiry date.

Back to top

Accessibility | Privacy Motice | Disclaimer | Terms and Conditions | Sitemap | Contact Us

&
/4

In partnership with & unpwor
"

» Once you have accessed your application form, scroll at the bottom of the screen

and select Withdraw
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Finally, if you experience any problems with either the completion or submission of your online
application form please contact the recruitment team yhnjobs@newcastle.gov.uk

20
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