
How to Apply – External Candidates 

External candidates will need to register and login to the new external recruitment 

site (no user accounts from the previous recruitment system will be carried across). 

 

 

 

 

Candidates will be asked to accept the University’s recruitment privacy agreement 

before they can continue. 



 

 

 

Candidates do not need to be signed in to view the available vacancies but will need 

to sign in to apply. 

The Job Search page will provide a list of all available jobs, candidates can switch 

between a single and multi-line view  

 



 

  



 

Candidates can apply directly via the ‘Apply’ button or they can click the requisition 

title to view the full job details. 

 

At the bottom of the job details candidates are able to apply, save the job to their job 

cart (for later use) or share the job via social media channels. 

 

The standard application process consists of 9 easy to navigate stages and 

candidates are provided with a visual process flow to show them exactly which stage 

of the application they are in. At all stages of the application candidates are able to 

save as draft for later use. 

All fields marked with an asterisk are mandatory fields. The system will notify 

candidates of any information missing that is required to continue. 

 

The first section is the Eligibility Questionnaire where candidates will need to provide 

information including their permission to work in the UK (for UKVI purposes) 



 

Candidates are then able to upload a CV to allow the system to use information 

within to help populate various fields within the application. Whilst not 100% accurate 

all of the time (depending on the format of CVs), this can help reduce the number of 

fields a candidate will have to manually populate. 

 

  



Candidates are then asked to provide their personal/contact information. In some 

instances, like when the candidate applies via a Job Board, the source will be pre-

populated and hidden so they will not see it and will not be able to change it. This is 

to ensure we are able to manage source tracking as accurately as possible. 

 

In some instances candidates will be asked to provide supporting evidence against 

the essential and desirable criteria for the role. These will appear as questions where 



the candidate can provide written evidence against each required criteria.

 

Realising Your Potential Approach 

In some instances candidates will also be asked to provide supporting evidence 

against Durham University’s ‘Realising Your Potential Approach’. If required these 

will be listed under the person specification.  

PLEASE NOTE - Candidates should provide the Realising Your Potential 

Approach evidence as part of their covering letter or in a separate application 

document. 

Candidates are then asked to provide their employment history information. 

 

At the next stage candidates are able to upload or their application documents (CV, 

Covering Letter, etc.). If the candidate chose to upload their CV at the CV Upload 

step, their CV will already be attached and displayed here. 



 

Candidates are then asked to provide contact details for a minimum of 3 referees. 

Candidates should also indicate if they grant permission for the HR Recruitment 

Team to contact the referees prior to interview. If a candidate only has 1 referee the 

same details can be entered 3 times. 

 

 

The next step is for candidates to provide their diversity information. Information 

provided in this section is used for trend reporting only and is not visible to anyone 

within the system. This information provided does not form any part of the 

recruitment process. 

 

 

 

Finally, candidates are able to review all of the information they have provided and 

can edit this information where applicable. Candidates can then either submit their 

application or save as draft for later. Once submitted candidates are able to amend 

their application right up to the closing date/time of the advertised vacancy. 



 

Candidates are able to view their previous applications by clicking on ‘View My 

Submissions’ 

 

From here any amendments to applications for open vacancies can be made if 

required. 

 

From here candidates can view any correspondence they have been sent via the 

‘View Email Messages’ option or if needed they can also withdraw their application 

by clicking ‘Withdraw’. 

Job Alerts 

A link to register/set up job alerts can be found within the ‘My Jobpage’ section. 



 

 

 

 

 

 

 

Candidates can tick a box in order to sign up for job alerts while also confirming their 

contact details 



 

Criteria can then by added based on the types of position candidates may be 

interested in (Academic/Administrative/Etc.). 

 

 

 

 

 

Candidates can then identify specific University Departments they would be 

interested in working in. 



 

Finally, the candidate can review and submit their job alert criteria. 

 

 


