St Andrew's

HEALTHCARE

How to Apply Online

Page | 1



St Andrew's

HEALTHCARE

Contents Page

LYo Y 13Tt 4 o T UPRUPRRRN 3

THE CArEEIS PGB ettt sttt st et st et b st et be s et eae s es et aeses bt ea ses b ea ses b eseat ses b eaeebe b eatse b et ebea b e e ean e e beeebeeenne s 4
The CUITeNt VacCanCy LISt ......cc.ccviiiiiie ettt st tse e sesseeste st sresaessessassasssesbes e e see st sbesbesusennasnassassssssssensens 6

SEAICRING FOF @ JOD.....oiiieiece ettt e sbesbesbesbssasesssssaessesbessesssasseans srestesnssnssrssesaons 7
INO SEAICH RESUILS...veiiiietit ettt ettt ettt st st e b et et st e st eb et e aes4esesses et et ertebe seeenbestee et es sbe st snabebensaneabesennenstes 8
SPECUIATIVE APPICATIONS. ...ecueuieireeeeee ettt et sttt s et ae s s eae ses et a ses et e ses b ebeaeeesbebeae st eb et st ses et st beneneeten 9
SEANCH RESUIES ...ttt sttt st et sttt ettt e et es e ek e s e ek s s et e b s e e b es et e b ses et e b nes et ebenen et eanenbetas sentesane senb 10
VIEWINE JOD DETAIIS. ..ttt ettt ettt st ettt st e s et et ebe st ses ea ek e st eae et sasen bt beb et ene st sensessareansanes 10
SeNding JOD Details tO @ FIIENTG.....u ittt sttt st st bt b et s b e e b st ek es et e b st e b ses bt ebesentenesaens 12
APPIVING FOF @ J0D caeeeeeeeiiiceeeece ettt ee s et e et saeshesbesabesssrsarsaesbesbessessssssstessestesssersssassassans 14
Creating @ NEW USEI ACCOUNT....ciiii ittt sttt iets st seestae e ste st e et be s st she e e aes e seesaeassses st sbeanssesseseesue et aesstestesnaessannsesseansaessensee 16
Completing the Online APPlICAtion FOrM...........ooviiiieiiiiceicee ettt seeeeesbe e esssesstesrsaesses sbesnsaennes 18
SUbMItting YOUr APPIICAtION ......ovieee e sttt r e a e e e e st sresae e s sreeanenes 30
[\ ETa Yo Ta T (o T gAY o] o] [or=1 4 o] o -3 O 33
IMIY AP PIICALIONS. ...e ettt ettt et sk st b st e s e st ek et ses ekt ebeaes et e b s et et st e e ses e e b aen s eae senbeseaesen bt ene sennes 33
IVIY PrOTIlB.c et ettt sttt ettt ettt e e s te st e s et et saestestesestestesere et see sesseaseseaseaeateaesses bensesersas seesensesseseseasate st sentesareeneennnn 34
CONTACE Uttt sttt st ettt e et ettt et et et et e ee e et es e estebees £ es £ es s easen b easeasea e st e ae e ee e et se eee et se she abeeueenteueeue et et eeeanee 36

Page | 2



St Andrew's

HEALTHCARE

Introduction

The purpose of this user guide is to provide both internal and external applicants with guidance on how
to apply for jobs at St Andrew’s Healthcare (SAH) via the online application system.

From the St Andrew’s Healthcare homepage, you can apply for jobs by visiting the careers page.
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The Careers Page

Once you have clicked on this link, you will be taken directly to the careers page:

ndrew’s

HEALTHCARE

Current Va@ndes i Specialiams -
Liacation

Working AT St i
Andreass ET—

FAQs

How To Apply

Oning

Downloadable Word Document
Downbadable PDF

Email campleted spplicstions to
racrutmentidstandraw. co.uk

BSL supparting nates for
St andrev's Healthcare employs over 3000 staff acress our sites In Northampton, Essex, Birminghans soplicnts
and Nottinghamshire and we recognise that thity ane our single most valuable asset. We are committed
to ensure that staff are supported snd developed so that they can be enablad to truly make a difference
within an ermdronment that supports our values of innovation, excellence and empowerment.

W offer careers that are challenging, rewarding and varied. With an excellent reputation for first cdass
training, development and support our staff hava the opportunity te receive training and development to
deliver an excellent service as well as to progress throughout the chanty and pursus a range of exxiting
and rewarding carssr options.

To find out mere abeut our current oppartunities, click on the curent vacancies tab in the left hand
et IF you are interested in gesning a greater ingight into the cherity and hav we operate, we host
regular visitor sessions to give you a taste of life working at 5t Andrew's Healthcars. Flease contact us
for more details.

Equal Opportunities

1t is our palicy as an employer that St Andrew's Healthcare will treat all people equally irespective of
race, ethnic erigin, sex, disability, sexual arientation, age, religion or belief.

This section provides you with useful information in relation to working at St Andrew’s Healthcare, the
services we provide and will help you gain an understanding of our organisation values.

Specialisms On the right-hand side of the page there is a quick

Specialisms navigation box which will take you to further information
Brain Injury

Huntingtons Disease
Learning Disahilities

about the services we provide to our service users.

Specialtdt Dementia
Autistic Spectrum Disorder
Deaf Semices

Consultancy Service
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& Make a reforral 0800 434 6690

ownload raferral form

= Sarvices for Men
* Sarvioes for Our secure mental health serices at St Andreve's are committed to care in the most sppropriste

o emvironmant for safety and renahiltaton needs to ensure that the journsy through the care pathway is

s = for Olklar facitated and supported as much as possbis.

Pl

* Servioss lor
Adnlesonnts

= Hrain Injiry
= Leaming Disablity
F Mental eslth

Mental Heakhy for
Man

Menial Heakh for
Watten

————  Our services provade & range of specaised treatment faciibies that cater for adults and adolescents
Hantal Heakh with mental heakth needs and who present with complex and chalienging behaviour and/or a history of
Sanvices fqr dangeraus or offending behandour. This inchedes 8 medum Secure Forensic Admission Unit for men gnd
et 2 Wamen's Admission Uit far SEnACe Wsers whi require detention wWithin secura condiions.

Wa also offer @ Deslectscal Behmaour Therapy (DET) Unit, admitting wemen gaffenng from Borderine
Fersonality Disorder.

Hental Heakh for
Dider Panple

Treamment
¥ ‘Our mentl health senices are fvadable at Northampton, Essex and Birmingham.
A o For 1 ‘We support & variety of mental heakh conditions, induding:

» Developmental deficit
Fisciities for Mentsl
Haakh

= Abguired defict

+ Autistic Spactrum K T

On the left hand side of the page, you can find further navigation links:

* Careers

= To search for a vacancy, click on the ‘Current vacancies’
Current Vacancies _ i ney ,
link. This will then direct you to our current vacancies.

Working At St
Andrew'’s

FAQs
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The Current Vacancy List

Once you have clicked on the current jobs link you will be presented with the current vacancy list for St
Andrews Healthcare.

£ St Andrew's

HEALTHCARE

Commissioners

Search for job Results 1-10 of 32 suitable matches

Ewsting user logn Healthcare Assistant Band 3 - Men's Servios

Forgotten o

My apphcations Can you rise to the challenge? Applications are welcomead from enthusiastic experienced Health Care Assistants who
are well motivated individuals and who can demonstrate initiative, leadership, and effective communication skills.

T profe —[more details]

Contact us

Men's Service » Region: Northampton o Salary: £16,137.00 - £19,135 per annum inclusive of St Andrews Clinical Allowance. » Job
reference: 001231 » Application closing date: 24/05/2011 « Package: Full Time 37.5 hours per week

Send to a friend Apply online

Consultancy Service Administrator | Secretary, Band 4 - Northampton

The essential requirements for this varied and demanding role is the ability to maintain confidentiality, communicate
effectively and to work accurately with attention to detail to include the production of medico-legal reports and smoath
running of the Consultancy Service.

Healthcare Directorate » Reglion: Horthampton & Salary: £17,383.00 - £21,797.00 per annum & Job reference: 001228 «
Application closing date: 05/06/2011 « Package: Hours: Full-time 37.5 per weak, which will indude some evening and weekend

Apply online

On the left hand side of the page you will find a menu bar which details the different options that you
can select.

To conduct a job search you can click on the ‘Search for job’ link.

Search for job
Existing user login
Forgotten password

My applications

My profile

Contactus
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Searching for a Job

From the left hand menu, click on ‘Search for job’. The job search form will be displayed:

Please enter your search criteria below and click on the Search button at the bottom of the screen.
To search for more then ona item in & list, select the multiple criteris reiulrM using the keyboard keys 'Cirl’ ar 'Shift’,
’ Lirsgla m -

i CoT

| | A -
| undar 10k
10-15k
1520k
2025k
25-30k
| |30-40k i

Example: Healthcare Assistants, Staff
Huir &, Qeipational Therapists

Example: Therapy, Secretarial, Fatient
| Care

|

East Midlands

hhmtm:lﬂtmu '

Admin | Clerical

South East
Viest Midlands

Noerthamptaon
lottinghamshine

Buginess Davalopmant
Cataring
[eetatics

Domestic Services
| | Edwcation & Teaching

Application closing date

Job ttle
Ky words
Location
Salary

*If you would like to see all the vacancies that are available at St Andrew’s Healthcare then you can click
on ‘Display all jobs’ at the top of the page which will provide you with a list of all current vacancies.

If you would like to refine your job search criteria, you can use the search options available:

Please note that a job search criteria can include any combination of the criteria detailed below:

o Job Title - Input a job title - please note that only exact matches will be returned
o Key words - Type in specific key words in relation to the job you are searching for
e Salary Band — Select a salary range from the list

e Region - Specify the region you would like to work in

e Location - Select the location you would like to work at
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e Job category/type — Select the type of job you are interested in

e Order search results by — Select the order of your search results

e Results per page - Specify the number of search results by page

Please note that where search criteria are selected from a list, multiple criteria can be selected by
holding down the ‘ctrl’ button and selecting multiple options.

Once you have specified your search criteria, click on the ‘Search’ button at the bottom of the page.

No Search Results

If your job search returns no matching job results, you can save a job alert by clicking on the link below:

Search for job
Existing user login
Forgotten password
My applications

My profile

Contact us

€ o jobs match your search criteria, please search again.

Not seen a current role of interest? Please register your details for future vacancies.

Click here to save this search as a job alert

s

New search

By saving a search as a job alert, once a job is posted that matches your search criteria, you will receive
an email. The email will include a direct link to the relevant job details.

To edit your job alerts where appropriate, please refer to page 31.

Please remember that if you are a new user of the St Andrew’s Healthcare careers page, then you will
need to register your details to use the job alerts facility. Please see page 16 for full instructions on how
to create a new user account.
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Speculative Applications

If you have not seen a job advertised that you would like to apply for, you can register your details for
future vacancies by clicking the ‘Apply’ button in the blue box at the bottom of the search page:

Speech and Language Therapy Assistant - Band 3 - Northampton

An exciting opportunity has arisen to join 5t Andrew's College and work across the Adolescent Service.

miore details

# Location: Northampton « Region: East Midlands » Salary: £15,454.00 - £16,452.00 per annum = Job reference: 001272 »
Application closing date: 17/07/2011 « Package: Hours: 37.5 per week

Send to a friend Apphy online

/
| Not seen a current role of interest? Please register your details for future vacancies.

ICK nere 1o

You will be asked to login:

i St Andrew's

ki bl U [ e—— Baturraly [ F— [ "y fr— e o 2 Rndrewe

bl ‘Welkcome to the 5t Andrew’s onfine applcation process.

i o ¥ you have siready registered, please enler your current User name and Fasswond
T ¥ » Dtharwiee, cick on the “New User Registration’ link below

My appbcafiors

Usar liame |

wy praflis

Password |

Ot il

You will be required to complete a short application form. To find out further information on
how to complete this form, please see page 34.
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Search Results

If any current jobs match your search criteria, they will be displayed on the screen:

2% St Andrew's

HEALTHCARE

Abouit Us Commissners Referralt Services Rosearch

Search for job Results 1-10 of 30 sutable matches

Ewing e kg Healtheare Assistant Band 3 - Men's Service

Fongathsn pasmmord

My i Can you rise to the challenge? Applications are welcomed from enthuslastic experienced Health Care Asskstants who
are well motivated individuals and who can demonstrate Initiative, leadership, and effective communication skills,

by profie _lmore datails]

Contact 18

Men's Service » Region: Northampton « Salary: £16,137.00 - £19,135 per annim incluswe of 5t Andrews Clinical Allowance. » Job
reference: 001231 » Application dosing date: 24/05,/2011 « Package: Full Time 37.5 hours per week

Send to a friend Apply onfine

Viewing Job Details

Under the job title is a brief summary of the job. If you would like further details regarding the job
vacancy then:

1. Read the text and click on the ‘more details’ link for further information:

Secretary / Administrative Assistant, Band 3 - Northampton

St Andrew's growing and busy marketing department is now looking to recruit a part time administrator to its team.

(“Imore detaliey

# Location: Northampton » Region: East Midlands » Salary: £15,454.00 - 18,452.00 per annum pro rata » Job reference:
001229 « Application closing date: 19/06/2011 « Package: Hours: Part-time 27.5 per week (12.00 pm - 5.30pm)

Send to a friend Apply online

2. Or click on the job title as shown in the example below:

Secretary / Administrative Assistant, Band 3 p Northampton
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Once you have clicked on ‘more details’ or the job title, the following page will be displayed:

The job requirements are detailed below. Wheare applicable the skills, qualifications and memberships required for this job have also

been included.

Job title

Job reference

Date posted
Application closing date
Location

Salary

Fadkage

Job category/type

Job description

Display all jobs

Secretary / Administrative Assistant, Band 3 - Northampton
001229

19/06/2011

Northampton

£15,454.00 - 18,452.00 per annum pro rata

Hours: Fart-time 27.5 per week {12.00 pm - 5.30pm)

5t Andrew's growing and busy marketing department is now looking to
recruit a part time administrator to its team.

This is a key role supporting the team with a wide and varied range of
admin activities so you will need to posses great organisational skills
and a sound secretarial ! clerical background.

Advert Link
Job Description Link
Person Specification Link

Further information in relation to the current vacancy you have searched for will be displayed on this

page.

1. Advert Link: A new window will open on screen which will have the ‘advert’ that has been

advertised to agencies, newspapers and/or internally.

2. Job Description Link: This link will open the job description in a new window.

3. Person Specification Link: The person specification is an extension of the job description and

once clicked on the link, will open in a new window. This will provide you with a profile of the

type of person needed to do the job.

Page | 11
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You can send job details to a friend by clicking on the ‘Send to a friend’ button:

The job requirements are detailed below. Where applicable the skills, gqualifications and memberships required for this job have also

been included.

Job tithe

Job reference

Date posted

Application closing date
Location

Salary

Fackage

Job category/type
Job description

The following page will be displayed:

Display all jobs |
Job details

Secretary / adminkstrative Assistant, Band 3 - Northampton
oo1229

19/06,/2011

Morthampton

E£15,454.00 - 18 452.00 par annum pro rata

Hours: Part-time 27.5 per week {12.00 pm - 5.30pm)

St Andrew's growing and busy marketing department is now looking to
recruit a part time administrator to its team.

This is a key role supporting the team with a wide and varied range of
admin activities so you will need to posses great organisational skills
and a sound secretarial / clerical background.

Adwvert Link
Job Description Link
Person Specification Link

Complete the criteria below and select Send o fonsard the dewmiis o a friend.

Page | 12

Your name
Your email address
Friend’'s namea

Friand's ameil sddress

Mes=age

Job tude

Job reference

Date posted
Application closing date
Lacatian

Salary

Faclage

Job catsgory/type

Job description

|
I

Healthcare Assistant 8Band 3 - Men's Sarvice
001231

24/05/2011
E16.137.040 - £19,.135 per annum inclusive of St Andrews Clinical Allovwance.

Full Time 37.5 hours per week
Hursing

‘Cam you rise fo the challenge? Applications are welcomed from

perk d Health Care Assistans who are well mothraned
mdividuals and who can demonstrate initiative, leadership, and affective
communication skills.

Advert Link
Job Description Link
grson Specification Link




St Andrew's

HEALTHCARE

If there is a vacancy that you feel that your friends or family members maybe interested in, you can fill
in the relevant details on this page. Please note that all fields marked with a red asterisk (*) are
mandatory fields.

To send the advert, job description and person specification to friends or family members, click on the
‘Send email’ button.

Back: By clicking the ‘back’ button, you will be taken directly back to the previous page.
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Applying for a Job

To apply for a vacancy, click on the ‘Apply online’ button as shown below:

he job requirements are detalled below. Where applicable the skills, qualifications and memberships required for this job have also

Display all jobs _ |

been included.

Job ttle Healthcare Assistant Band 3 - Men's Service
Job reference 001231
Date posted
Application closing date 24/05/2011
Location
Salary £16,137.00 - £19,135 per annum inclusive of St Andrews Clinical Allowance.
Package Full Time 37.5 hours per week
Job category/type
Job description
Can you rise to the challenge? Applications are welcomed from
enthusiastic experienced Health Care Assistants who are well

motivated individuals and who can demonstrate initiative, leadership,
and effective communication skills.

Advert Link
Job Description Link
Person Specification Link

Back

Once you have clicked on this button, you will be asked to login:

St Andrews

HEALTHCARE

About Us Cornmissionsrs Referrals

Search for job Welkcome to the 5t Andrew’s online application process.

Extsting isser logen » Fyou have already registered, please enter your current User name and Password.
» Othenwise, click on the "New User Registration” link betow.

Forgatien password

My spoficators

Uzar Hame i

My provfie

Password |

Cortact us

Hewy user regestration
Forgotten your password?

Log in Back
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If you have previously created a user account then you can enter your user name and password details
in the fields available as highlighted in the red circle. The log in screen can also be reached at any time
by clicking on the existing user login link on the left-hand menu (as highlighted in green). Once you have
entered these details click the ‘log in” button.

t Andrew's

HEALTHCARE

5 A - i :

Search for b Welcome to the 5t Andrew’s online application process.

- = [ you have already registered, please enter your current User name and Password.
Firten paatind » Dtherwise, click on the 'New User Registration' link below.,

My spoficatons:
E Uzar Hame | .
My pofie

seward | .
Ciortact us

News user registration
Forgotten your password?

Login Back

If you have already created a user account and have forgotten your password then click on the
‘Forgotten your password’ link or the “forgotten password’ link on the left-hand menu which will direct
you to the following page:

Flaase gnter your details below and ssiect SubmiE, & new pasmword will be automatically generated and emailed to o,

Emal address | -

Earename |

Here, you should enter the following details: email address, forename and surname. You will then need

to click ‘Submit’. Once you have clicked submit you will receive an email with your password details
which you can then enter to log on to the application system.

Page | 15



St Andrew's

HEALTHCARE

Creating a New User Account

If you haven’t already created a user account, then you will need to click on the new user registration
link as highlighted in red:

Saareh for job Welcome to the St Andrew’s online application process.

Exisling Liser koo « ¥you have already registered, please enter your current User name and Fassword.

= Othenwise, click on the 'New User Registration® link belove.

Forgatien pestyword

My spoiicabons

User Hame |
My profie

Password |
Contactus

Log in Back

Once you have clicked on the new user registration link you, the following page will be displayed:

Flegsz enter your detadls below m order o regester, Your user name mikst be a minimuem lengh of four charesceTs. Your passawond

must be & minimum kength of s charsoers,
Title IF'Iease selact -'l

Farename |

Surname |

Email address |

Cenfirm amail address |

User Mame |

Password |

Confirm passeord |

This form requires you to fill in the following information:
e Title — Use the drop-down list to enter your ‘title’ i.e. Miss, Mrs Ms, Mr etc.
e Forename - Enter your first name details

e Surname - Enter your surname details
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e Email address - Enter an email address. Please note that this is the address to which you will
receive correspondence from the St Andrew’s Healthcare Recruitment Team

e Confirm email address — Confirm your email address to make sure we have the correct details
e User Name - Enter a username for identification
e Password — Enter a password for identification

e Confirm password — Confirm your password details to make sure we have the correct details

*Please note that all fields marked with a red asterisk (*) are mandatory fields.

Once you have entered all your details, click ‘Submit’. After submitting your details, you will receive an

email confirming your account details.
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Completing the Online Application Form

Applications for an Advertised Vacancy

Once you have registered your user account details you will be taken to the application summary page:

Project Administrator

Please complete the applicotion poges as listed below. The icons will indicate when & pege ks completed, which will help you to track
your progress through the pages. Flease se= these instiustions i you need any helg with filling in the form.

Apphcation pages
&p 1 Fersanal Demils

& 2 Employment Details
“w Education Qualification and Training
&P * Professional Regestration
“w s Furthar Tnfermation to back up yaur Application
Tha seesy Bunion il Be activated when s mandatry fads have bean

W@ 5 Mancatory Information thiinke et

&P 7 Equel Opportunities Apphy

Other options P

(= Prin praview (Opens in new windaw) Delate

For reference, the spplication closing date and job details are shown below.

Good luck with your application.

In the Application pages section, you will have a list of links that will open different parts of the
application form. You can click on each link which will take you to that particular section.

Please note that different vacancies may have a different application form format e.g. for more
senior roles, a different application form format will be presented, however the application form is to
be completed in the same way as outlined below.

Apphcation pages
H 1. FPersonal Details

& 2 Employment s
. Education Qualification and Traimimg
Frofessional Registration
Further Information to back up your Application

Mandatory Information

Equal Opportunities
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Page 1- Personal Details
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On the Application page, click on the ‘Personal Details’ link. The Personal Details section will be

displayed.

Elisabeth

Fage 1 of 6

Use this page to complete Name, address and contact details

Title [pars -

First Names [Elisabath

Surname |ﬂank5

Frevious surname (if 8ny) [Campbell

Hational Insurance Humber fRg7e3454

Address

Enter the address and then dlick on the Add button to save the details. To add any further addresses, repeat the process.

House/Building Name Iz

Number/Street Ist Andrevsshire

Lacal Area [Rilling Road

Fost Tawm fyorthamgton

County [orthamgtanshire

Fastcode N1 506

Address type IHnme -l

Mailing address [

Email address [TrentTesti@standreve.co.uk

Contect type [Fleass select -]*

Contact detail |

Please note all fields marked with a red asterisk (*) are compulsory fields.

Page | 19
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In some of the sections of
the application form you
are given the option to
‘Add’ or ‘Remove’ details.

The ‘Add’ button allows
you to add multiple
details, for example, in
this form you can add
multiple address details
and/or multiple contact
details e.g mobile
telephone, home
telephone etc.
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Once you have filled out your details on the page you can click on ‘Next’ button (as highlighted in red) to
navigate to the next section of the application form. A ‘Summary’ button is also available which will
take you back to the Application Summary page.

Page 2 - Employment Details

The Employment Details section is displayed as shown below:

| Flepse stert mth last jok frst end enber et 3 pears of job history

rame of Emoloper T

HaursaHiiking Farmss

Feymber Shreet

|
[
Local Area [
Past Town [
[

Sounty [T

Fostoade
Jab bt [
Current Selery [
Dabe Sterted [
Cate et [T @
Wity did yons leowe? [Flamse coter | =]

P Scinates l

Hawr lang k& yaur notoa panod? |

Ewbtbra —————— |

| Flamss gree the nemes and sddressas of TW0 AEFEREES. Thess neferses shoulld be your currsnt gr most recent (ne mansger mnd a
lirie Jev fram a free T L IF posg prw g sehaoly college leaver please s npbsa

Aefarancs rpe [Flanse select A
Eafires nams [
Hefaras b s m—

Fiaiss Hiuakding Plars

Farnlzer | Siresl

Fasl Tinn

Canity

|
|
Local &rea ||
|
|
|

Prrsten e

Refsrs e cantacl yps ‘IF"“ el -vl
Refaras contact mmmies

Flagse stuise F vae may contscs thesa |
refarees befare the misres?

In the Job History section, you will need to provide information in relation to the last 3 years of your job
history. You will need to enter the most recent details first.
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In the References section, you will need to provide two referees. You will need to enter the details of

your current or most recent line manager details and a line manager from a previous employment. If

you are a school or college leaver please give the name of your head teacher or tutor.

Your relatives, friends or people that you live with cannot be a referee. Use someone who knows how

well you can do your job and know what you can do. We cannot accept references addressed “to whom

it may concern”.

If you have been self employed or employed by an organisation that has closed down, please provide

the name of your Accountant or Bank Manager who can confirm your employment for that time.

To go to the next section of the application form, click on the ‘Next’ button. You can use the ‘Previous’
button to return to the previous section of the application form. You can use the ‘Summary’ button to
return to the application summary form.

Page 3 - Education Qualification and Training

The Education Qualification and Training section is displayed as shown below:

Page 3ol 7

Including Medicad, Nurseng, Frofessional, Technical, Trade and Other qualifications,

Flease select & qualhificabon level and say which subjects you gof &t this beved [Use Cirl to highlight mulhple entmes]. Once this s

1. Eluczati

complets please didk add and repeat for further levels.

For gqualifications or fourses nol nduded in the Subject list please highlight "‘Other’ and enter the detsds in the Othesr

Qualificathon ) Course attemded fizld balow.
Hame of Schocl/ College/ University

el

Qualfication level [Please salect =

Subject

Commuricaton Shudies
Computing Studies
Contemporary Soocal Studies
Craft ynd Dessgn

Pesgn ard Technology

Endgnsh - Spoken

English Language and Literabars
Expressive Arts

Frersch

Caslic {Learmers

Results [

Other QualFications or oourses

ettanded
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This section will enable you to enter your education and qualification details. You can add multiple
details by clicking on the ‘Add’ button. There is also the option to ‘Remove’ any details that have been
added incorrectly. Please also enter any other additional qualifications or courses that you have
attended e.g. NVQs, Vocational qualifications etc.

Once you have completed this information, click on the ‘Next’ button.

Page 4 - Professional Registration

The Professional Registration section is displayed as shown below:

Page 4 of 7

Eriter detais of profedscnal regstrations thal are relevant to the postion spplied for, Le. madics], nursing, prafessional, technics! ar
trade

rambership name [F-IeaSE selaat EI

Membership level [Flaase select assocation =]

Membership ard regetration number

(FIN)
Srart date il
End Date a8

You should enter your professional registration details that are relevant to the job you have applied for.
You can also add multiple professional registration details by using the ‘Add’ button. Once you have
entered all your details, click on the ‘Next’ button.

Page 5 - Further Information to back up your Application

The Further Information to back up your Application section is displayed as shown below:

T == e ey wp IS
Fage 5 of 7

Flaase explain why you feel you are the right persan for this job.

i.e. any suitable experiance you have had. Inclede any other information you feel wall back up your application.
Statemant

Supportng statemant j
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You are strongly advised to enter a supporting statement to back-up your application — this your
opportunity to sell your skills and experience to the recruiting manager.

In this section you should include any relevant skills, experience you have and explain why you are the
right person for the job. Read the job description and person specification carefully to see what skills
and experience are needed for the job.

Think about examples you can give to show all of these. This will help you to structure your statement.
Think about what you have done in the past: at home; at college; in paid work; unpaid work or in a
hobby.

Once you have entered your supporting statement, click on the ‘Next’ button.

Page 6 - Mandatory Information

The Mandatory Information form is displayed:

Fage & of 7

¥ou will need to Bpoly For & Creminal Records Buresu Desdosure at Enbanced level. The CRE apobcation form will be sent bo you before
inperdey

Have youw ever been cautioned by [Fleose sebec =)
C o

Folics (VWerreng from Folics for be
beterviaus)

W yes, plenss gve details and dates:

Lepal FagME Do WRosri i KT

A8 docurmeents submibed in accordamos with Mome Office Regulations will be copied amnd may be reqguired 1o De submiiited to Horme
Office officals for varficotion ar confamabon of your kegal fght ta work in the s

Are you allowed by laws bo wark in the [Flease sehect =]

LI

Wil you require or So you currently [Flease sohecr =]
h

=m a sthudent visn?

¥ yes, please give details ‘

wwill you require or do you currently [Flease sesect =]

have Home Office Sponsorship

Wiss expiry date |

et Rrafoesnatioen

Do o hold & current full drining [Flease sebect =]

Hoenoe?

D yons e any current or previous ||
ralabion to St Andrews

[ certtify Bhat all tes infonmatnn o s formm 1S es and conrent to thee best of my knoswledge and 1 undarstand that the gring of false
or miseading stotements or witholdng mabemseis or informaton may result @ discoplinar: echon mdoderg demissol

The information on this fonom may be put oot 8 Comoubes and undes the terms snd comnditsons of the DATA PROTECTION ACT L1908
wiill be treated In o secure and confidentiand mather

I ogree wieth the stotemant abone [Flesse seeect =] =

Once you have entered the mandatory information, click on the ‘Next’ button.

Page | 23



St Andrew's

HEALTHCARE

Page 7 - Equal Opportunities

The Equal Opportunities form is displayed as shown below:

Fage 7 of 7

St Andraws Healthcare will give egual opportunity to all ermployees and prospective candidates and will make sure everyons s treated
fairly. Employees will be recruited, trained and promoted on the basis of what they can do compared to what the job needs

In order to do this, St. Andrews Healthcare will need the imformation belovs. This willl onky be used for egual opportunities manboreng
and will be kept confidential. This sheet will ba kept apart from your application foem. Fleass telephone the recruitment department iF
you have any guestons

Gender Im
Date of birth [~ | B
mMarital status [Flease select =]
Do you think you have a disability? Im

I yes, please give detalls to halp us -
make sure you are treated Fairly. -

Ethnic ongin [Flease select E

Mationality [Please select =

Are you deafhard of |ficase salect -

haarmg,/ hearing:

wihat is your preferred method of |F:.:_-_ag,.5 sahact -I
COMmImusCation

Would you need an interpreter? | Mease salect =

Howe did you find out about this [Fease select e |

VAaCcAancy?

This is the final section of the application form.

The Security of your Data

Please be assured that in line with STAH Confidentiality Policy COR24 and the Data Protection Act 1998,
the personal information you have provided on this page will be kept securely and completely
confidential. Access to the information will be restricted and only disclosed to personnel with a genuine
need to view the information such as for equal opportunities monitoring and reporting purposes.

Why does the Organisation want this information?

The information gathered helps tell us what our staff population looks like so we can help make things
better for all groups, make sure that things are fair and people from all backgrounds are provided with
appropriate support. Details about your disability etc are to enable SAH to ensure that you are being
catered for properly.

It is natural to feel protective of this information, but if we don’t know who’s out there then it is hard to
get it right for everybody. If you don’t fill in the details, then you may find that no-one’s thought about
your needs. Be proud of who you are!
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Once you have entered your details, click on the ‘Summary’ button to take you back to the Application

Summary page. You can also click on the ‘Previous’ button to review the previous sections.

Speculative Applications

If you have not seen a job advertised that you would like to apply for, you can also apply speculatively

for consideration for future vacancies. You will be required to complete a brief application form and to

upload your CV.

The speculative application form is comprised of five pages:

1.

i W N

Personal Details
Professional Registrations
Supporting Statement

CV Upload

Job Preference Details

[ Mr Alec Baldwin
s B
Specdative application

Flaasn complote the appiicabon pages &5 ksted below. The icons below wall belp you to tradk your progress throogh the applicabon
form by indicating when a page |s completed.
Applcation pages
[T Persanal Details
H L Prafessional Registrabans
u 3. Supporteng Statemsnt

u 4. OV Upsoad

H 5. Job Preference Detnlls

Other options
G Frink preview (Opens in new window)

You are required to complete each of the five application pages in turn.

Page | 25



St Andrew's

HEALTHCARE

Page 1 - Personal Details

On the Application page, click on the ‘Personal Details’ link. The Personal Details section will be
displayed.

|Pageiors

Usa this page o enter your nama, sdiness snd conkec details.

Faass nobe the Help" o (blus urﬂumnm«nmm}unmmmmﬂnm
B 1o halp you complete the applcation form by p G on what you should enter into the feld; and in whait
format. You wimdhmmmmh“mwmﬁim md-ﬂnhgmm

Wi Dattuils

TS Flesse slect =
Forenamas
Surname
Prorcious SUrnams

Mailidivron
Please enter your Bome/maiing sddress detnds. To add mulipls addness fypes, ciick the Add button and repeat the: proces,

pte i Budifung Mame
Humbser Sirest
Local Area

Post Tewn

Crogrly

Postrode

Contsct Detals
Flezasa Be seveee that the email address specified belew will be uaed 12 provide yea with an updale on s progress of your
applcation, Flaass anmsre this is kept up te date,

Email scdress

Contsct Seted

Contad fypd  Fuease select

Where multiple data is entered (e.g. addresses, contact details, memberships) the data will be displayed
in a tabular view as the application form is populated.
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Heouess J Building Mupmber f Strest  Local Posdt Casumty Postoodes Address Msiling
Tanan s Tonwin L5 aakdrems

Contact Matads
Flease be owone thal the smod address specified below will be the addrass by which vt will contadt you, Plebse ensune this is up 1o

Emnd address iTrentTest@andrin, co,uk "

Contact detail

Contact bype  PMlease sebect

Upon completion of the personal details section, click the ‘Next’ button at the bottom of the page.

Page 2 - Professional Registrations

The Professional Registrations section is displayed as shown below:

P v eia il e st e

Fags 3ol &

FimRE wils O datads of a8l £ whal ars Ful 1 i Tyges of jivh il veoidsl e 1 e
remsdered for.

T T = O = ———

Ml ghil bl Plaase seisd ossetinlion -

Wi iilinr sl vl
WAt dals

Fapary ilala

You are required to enter the details of your relevant professional registrations/memberships. You can
select the relevant memberships from the drop down list. Multiple memberships can be entered.

Upon completion of this section, click the ‘Next’ button.
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Page 3 - Supporting Statement

The Supporting Statement section is displayed as shown below:
St Andrew's
HEALTHCARE

Cnmirrsssionsrs

Fage 3 of 5

This is your opportunity to sell your siolls and experenco to us. Please toll us
‘Heathcare and what valoe you con add to the soocessful teams. Flease

SR Yo Bpploation.

Supporbng stabemant

Bt o et

You are required to provide a supporting statement to back up your application — this is your
opportunity to sell your skills and experience to St Andrew’s. You are also required to tell us why you are
interested in working at St Andrew’s.

Upon completion of this section, click the ‘Next’ button.

Page 4 - CV Upload

The CV upload section is displayed as shown below:

, St Andrew’

HEALTHCARE

[ — [,

ks T uplond & O please chick on the 'Browse,..’ button below, The decumsss must be n Word, RTF, POE or Plain T formad and be
Beses than 2 Mb in size. Oy ool dooumant can b uplosded.

e

Aftachmsent

T T
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On this page you are required to upload your current CV. Upon completion of this section, the applicant
is to click the ‘Next’ button.

Page 5 - Job Preference Details

The Job Preference Details section is displayed as shown below:

EALTHCARE

Page 5 of 5

To enable us bo C you Tor ek oppOr please speofy your preferences from the options: below. ¥ou can sehect mastiphe
orterin usng the keyboard keys "CirT or “Shify’,

‘Wit yoru o Finishad, cleck on the "Summany” button st the bottorn of the page. This willl toke you back to the Applcation Summary
application.

Proferred job category/type [ Aden | Clancel

Ancifany
Art Theropy
Business

e

You are required to specify your job preferences in relation to location, job category/type and salary.

Once you have entered your details, click on the ‘Summary’ button to take you back to the Application
Summary page. You can also click on the ‘Previous’ button to review the previous sections.
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Submitting your Application

Once you have completed the application form and clicked on the ‘Summary’ button, you will be taken
back to the Application Summary page.

HR. Business Analyst

Please remember to press the button to submit your application once you have completed to vour
satisfaction

Apobky

Please complate tha application pages as listed below. The scons will indicate when & page is completed, which will help you to track
your progress through the papes. Flease see these psiruchipns  you need any help with filling in the form.

AnRCEtion pages

(VRS Personal Datails

®  Mandeiory Geid,

(VRS Frofessional registration o Halp icoe guidh

g 3 Further Infarmation te back up you spplication ] Marstory fedy compine,

€y 4 Mandatory Information L2 Huealebiny Ay Mgt

V] 5. Equal Opportunities

The apphy bution wil be schvried wiber o mandaiory felds heve been
Y 6. Upload €V commated,

Apply
Other options

|‘;:| Print preview (Opens in naw window) Salectng deste ) pErTarEnty remoue yoLr BppicEton,

Delete

For raference, the application closing dete and job details are shown balov.,

Good luck with your application.

The icon guide provides you with different symbols. If an application page is complete then the green
circle icon containing a tick will appear against each application page e.g.:

Application pages
y 1. Perscnal Details

@ 2. Employment Details
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If you click on the ‘Print preview’ option then you will be able to view your application form in the print
preview pane.

Other options

[E,] Frint previews (Opens in new window)

Once you have completed the application form, you should click on the ‘Apply’ button to submit your
application (*please note that the ‘Apply’ button will only be active once all the mandatory fields have
been filled in).

The apphy button will be activated when 2l mandztory fizlds have been
completad.

Apply

Selecting delets will permanenthy remove your application.

Delete

If you wish to permanently remove your application from your user account you can click on the ‘Delete’
button.

When you have clicked ‘Apply’ you will be presented with the below:

Your appbcaticn will be sbmited, please select Contmue fo proceed or Cangel o retum Lo the Applcation semmary,

You are required to click ‘Continue’ to submit your application or ‘Cancel’ to return to the Application
Summary.
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Upon clicking ‘Continue’ the following screen is displayed:

At this point the system will also send an email to you to confirm that you have submitted your
application.
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Managing Your Applications

My Applications

To view pending applications or any applications you have previously submitted, click on ‘My
applications’ on the left hand menu bar.

Elisabath Log off

Search fir job 5
reardh for jo A Bon ry

Enisting user login HF: Business Analyst

Forgotten password

Please remember to press the button to submit your application once you have completed to your
satisfaction

Ty AEHCATIONS
Moy profiie

Aok

Contact us

Please complete the application pages as listad below. The icons wall indicate when a page is completed, which will help you to track
your pragress through the pages. Flease see these instructions o you need any help with filling in the form.

Application pages

1. Personal Details
' * ety fed,

w2 Professional registratian 'B Help icon guide.
{3 Furthar Infarmation 1o back up you apglication g Maresry P s,

{4 - Mandatory Information g Mandatry b nzamplats.

From here you can manage your applications:

Usar Name BELISABETHBAMNKS
Email sddress TremTest@standrew oo uk

En prosgevsses gkl o

Yioer 0 progress applicabons are listad belowe. Ta updats ar submit your application, sslect the corresponding Update buttodn.

Wacancy Name W v ¥ L] it Closing Date Process applcation

HR Busirsess Aruakyst Update

| Your submitted applications are listed below. To reguest a copy of your application, select the comesponding tick-box and then Send.
& pdf file will be avtomatically emaded to your registered email address.

Vacancy Name Vacancy Reference Number Select

Funior Business Analyst QoLla9 r
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In progress applications
Applications that are in progress and are part-saved will appear in this section. To submit the
application, click on ‘Update’ to continue completing the application form.

Please note, where you have a part-saved application, you will receive an email 3 days prior to the
closing date to remind you to finalise and submit the application.

Submitted applications

All previously submitted applications are listed here.

You can Select an application and then click ‘Send email’ to receive a PDF version of a previously
submitted application.

Submitted applications

Your submitted applications are listed belows. To request a copy of your application, select the correspending tick-box and then Send.
A .pdf file will be automatically emailed to your registered email address.

Vacancy Name Vacancy Reference Number

Junior Business Analyst 001169

My Profile

To view and/ or amend your account details, click on ‘My profile’ on the left hand menu bar:

Search for job

Existing user login

Forgotten password

My applications

My profile

Contactus
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Your User Profile information will be displayed.

Thank you for updating your details.

Mame Mrs Elisabeth Banks
Email address TrentTest@standrew. co.uk

@m to update your pem@

Job alerts

Fleasz find below a list of your active job alerts. You may click the job alert name to run the search or alternatively you may
unsubscribe by dicking "Remove’.

Reglon: East Midiands Locabion: Northampton Category: Human Resources Remove

Click on ‘update your personal details’ link (as highlighted in red).

Personal details
Flease edit and save any detalls that may have changed.

Title I Mrs 'I

Forename klisabeth

Surname hanks

Email address TrentTest@standrav.co.uk

Confirm email address |TrentTest@standrew.co.uk

From here you can update your user account details - title, forename, surname and email address. Click
i’ ’
Save’.
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Any Job alerts you have saved and no longer require can also be removed:

Thank you for updating your details.

MName Mrs Elisabeth Banks
Email address TrentTest@standrev. co.uk
Click here bo update your personal details

Flease find below a list of your active job alerts. You may click the job alert name to run the ssarch or alternatively you may
unsubseribe by dicking "Remaove’.

IReglun: East Midlands Locabon: Northampton Category: Human Resources

To delete your job alerts click ‘Remove’.
Contact Us

To contact the recruitment team, click on the ‘Contact us’ button.

Search for job
Existing user login
Forgotten password

My applications

You will be directed to your email account where an email dialogue box addressed to the Recruitment
Team will appear on screen. You will be able to email the recruitment team regarding any queries or
guestions you may have in relation to the online application process.

Do)\ Ve w =

Message | Insert Optian: Format Text

[ I T 2 T | [ T | [ ga = - = ] 1l y
| Arial -l A EE [ = ) P ¥ High Importance

Dl o -waE-EE (B & 28 m (4| v v
h'ne F Format Painter e || - AEE == £ Address Chack | AMtach Aftach Business Calendar Signature || Folio B Low Impartance 5pg:1|n¢

Book Nsmes File Rem Card= = Up-
Clipboard i Basic Text = Mames Include J Opticns ™= | Proofing

To.e | [recruitment@standrew.co.uk

Send == |

subject: |
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If you have any further questions please contact us at: recruitment@standrew.co.uk.
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