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Early Years & Childcare Recruitment & Careers Advertising System Frequently Asked Questions
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How do I register as a new user and log on to the system?

Log on to the Essex Early Years Website, www.essex-eyjobs.co.uk, and select “Advertise A Job”, and then click “Log On.” This will direct you to the Recruitment Administration system.
New Users must register to use the system.  First you must agree to the stated terms and conditions, then enter all required details and submit to the Early Years & Childcare Recruitment & Careers Team.  You will receive an email informing you of your log in details.  You are then registered to use the system and may log in.
I have forgotten my password – how do I retrieve it?

If you are an existing user and have forgotten your password go to https://jobsearch.essex-eyjobs.co.uk/admin/login.aspx click on the ‘Remind Me’ button. An email will be sent to your registered email address 
Once you have logged in you may change your password at any time by using the ‘Change Password’ function on the top right hand side of the Recruitment Administration system.
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How do I add a new job?

Go to the left hand side of the Recruitment Administration system, under Job Management click on “Add New Job.”  
This reveals the “Overview” page, which asks for information such as job title, closing date, setting name and contact details. Once these details are saved the “Job Details”, “Job Description” and “Additional Information” tabs can be accessed.

The “Job Details” tab allows you to add your own application form and give details on working pattern, contract type, hours, qualification level and job type.

The “Job Description” tab allows you to write the main body of the advert, which should be formatted as follows:

· Setting Description

· Responsibilities

· Qualifications & Skills

· Additional Information

· Benefits

The “Additional Information” tab allows you to write any further notes to the Recruitment Advisers and will not be shown on the advert.

Once you are happy with your advert press “submit” so the Early Years & Childcare Recruitment & Careers Team can check that the content is legally compliant.
If you require any help adding a job either:
· look at the other questions within this document to see if your query has already been answered

· contact the Early Years & Childcare Recruitment & Careers Team on 01245 438550 or email workingwithchildren@essex.gov.uk
There are various help texts displayed throughout the recruitment system. Most of the information requested is mandatory for completion. If you fail to enter all that is required the system will not allow you to continue.  A small red astrix will be displayed next to any missing information.

How do I add a new job title?

If your position’s job title is not specified within the drop down list on the “Overview” page then you can enter a job title in the free text box called “New Job Title” below the list. Then fill in the rest of the “Overview page” and press “save.” The new job title will be available for selection within the job title drop down list for future use.
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How long should I advertise my vacancy for?

A job vacancy should be advertised for at least 2 weeks. If a closing date is not provided on the advert then the Recruitment & Careers Team will advertise the vacancy for 1 month.

Can I use my own application form?
You can add your own application form by clicking on the “Job Details” tab. If you click on the drop down arrow next to “Application Form Type” you can select the “Non Standard” option. (see below) 
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The system will allow you to upload your application form by pressing the “Browse” button, selecting the file and then pressing “Upload.” If you do not have your own application form then please select “Standard” and applicants can fill in the default Early Years & Childcare Recruitment & Careers online application form.
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My job title is not an option under the “job type” section – why is this?

On the “Job Details” tab you are required to choose a “Job Type” from the drop down list. The job type you select will not show up on the advert at all and it is only used so the Early Years & Childcare Recruitment & Careers Team can generate monthly reports on the types of jobs that are being advertised on our website. Therefore, please choose the option which 
matches your job vacancy as closely as possible. For example, if you are advertising for a “Cook” then the job type you would most likely select is a “Lunchtime Assistant.”
How do I attach a job description and person specification to the advert?

The Early Years & Childcare Recruitment and Careers Team strongly recommend that a job description and person specification is attached to the job advert to ensure applicants with the correct knowledge, skills and abilities apply. 
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To attach a job description and person specification click on the drop down arrow next to “Job Level actions”, select “Document Library” and press “Go.”

Then you can add the documents by pressing “Upload,” which will take you to the “Upload Document” page. Next, you need to press the “Browse” button and enter a “Document Name” such as Lunchtime Assistant Job Description. Lastly, you need to select a “Document Type” from the drop down menu and press “Upload.” To get back to the “Overview” page click on the job reference at the top right hand side of the page. If you would like the Recruitment & Careers Team to give advice on the content of a job description or person specification then please call 01245 438 550 or email workingwithchildren@essex.gov.uk. 
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Can I copy a previous job I have advertised?

To copy a job you have previously advertised you need to click on “My Jobs” under Job Management on the left hand side of the screen. This should come up with a screen that lists all the jobs that are currently active. To view completed jobs click on the drop down arrow next the “Status,” select “Completed” and press “Filter.” Your completed jobs should be shown within the “Results” screen. Click on the job reference of the vacancy and then click “Copy” at the bottom of the page. The copied job will be allocated a unique reference number and will come up as a “preparing advert.” 
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What happens once I have submitted my vacancy?
Once you have submitted an advert the Early Years & Childcare Recruitment & Careers team will ensure the content is legally compliant. The position will also be added onto the Job Centre Plus website on your behalf. You should receive an email confirming that your advert has been authorised. To view your online advert go to www.essex-eyjobs.co.uk and use the quick job search to locate your vacancy. 

How will I know when someone has applied for my vacancy?

The Early Years & Childcare Recruitment & Careers Team vet all the online applications to ensure that candidates meet the minimum criteria specified in the advert or person specification. The Recruitment Adviser will forward any suitable applications to the email address that was provided when you registered.
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Alternatively, all the applications can be viewed on your online account. To view all the applications click on the drop down arrow next to “Please select a status from this list to view the applications at a particular stage.” To view all applicants that have been submitted by the Recruitment & Careers Team select “submitted” and press “Go.”  To view a candidate’s application click the tick box next to the candidate’s name, press “Preview” and then click on “PDF.”
N.B Applicants under “Applied” are candidates who have submitted their vacancy but their application is waiting to be vetted by the Recruitment Adviser. Applicants under “Submitted” are candidates whose application has been vetted by the Recruitment Adviser and they have met the minimum criteria for the role. . Applicants under “Declined” are candidates whose application has been vetted by the Recruitment Adviser and they have not met the minimum criteria for the role.  

What do I do if I want to close the vacancy prior to the closing date?

If you would like to close the vacancy prior to the closing date please call the Early Years & Childcare Recruitment & Careers Team on 01245 438550 or email workingwithchildren@essex.gov.uk so the job can be taken off the website. If you have interviewed or recruited any of our candidates then it is imperative that you let us know so we can update the system accordingly.

Do I need to notify the Early Years & Childcare Recruitment & Careers Team if I decide to interview or recruit any of the candidates?

Yes, please call the Early Years & Childcare Recruitment & Careers Team on 01245 438550 or email workingwithchildren@essex.gov.uk to notify us of any candidates you are interviewing or have recruited.

If you are interviewing any of our candidates the Early Years & Childcare Recruitment & Careers Team will change the job status from “Live Advert” to “At Interview.” Additionally, any candidates who you are going to interview will have their status changed from “submitted” to “interview.”

If you recruit a candidate the Early Years & Childcare Recruitment & Careers Team will change the status from “Live Advert” to “Completed.” Additionally the successful candidate’s status will be changed to “Recruited.” You can still view the details of a completed job on your online account.
Do I need to notify the candidates whether or not they have been shortlisted for interview?

Yes, it is the employer’s responsibility to notify candidates whether or not their application has been successful. It is best practice to offer the candidate the chance to obtain feedback too. 
What do I do if I need further technical support?

If you would require further technical support with adding a position into our website then please call the Early Years & Childcare Recruitment & Careers Team on 01245 438550 or email workingwithchildren@essex.gov.uk
Am I able to receive further support with the recruitment process, e.g. developing interview questions?

The Early Years & Childcare Recruitment & Careers Team can give information, advice and guidance about all aspects of the recruitment process. If you would like help devising or reviewing any recruitment documentation the please call us on 01245 438550 or email workingwithchildren@essex.gov.uk.
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