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Please note: no application is complete until it has been submitted

and you have received a confirmation email.

If you did not receive a confirmation email within 24 hours of your

submitting your application, please contact us at extn. 3998 / 3937 or

junpromo@tcd.ie
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Step by Step Guide

Using E-Recruitment to apply for the Junior Academic Progressions Call 2017
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Menu Welcome to the Trinity vacancies page

> Search Vacancies

Trinity College is proud of its indlusive ethos and tradition. On that basis we encourage and welcome talented people from all
backgrounds.

> Existing User? - Login
0 explore opportunities in Trinity further, please note the following instructions for using this recruitment portal:
» New User? - Register
To identify a specific vacancy please enter your criteria below and dick on ‘Search’.
To view a complete list of our current vacancies please dlick on *Search’ without entering any criteria.
In order to apply for a vacancy or to view your application history you must login.
1f you are applying to Trinity College Dublin, the University of Dublin for the first time please click on "New Users’. You
may find it useful to download our user guide available in the menu on the left-hand side of the screen.
If you are a Trinity employee and this is your first time using E-Recruitment you must register as a New User.
1f you are a current member of staff please login prior to searching to ensure that you have access to all vacancies.
If you are a member of the University staff then register and login with your Trinity e-mail address in the form
d.e, e.q. ie and not joe. d.ie, as failure to do so may result in internal applicants

'C 0 r e not being able to see all vacandes. ) ; o

If you are an internal applicant your e-mail address will have to be confirmed before you can use the site. This is done
by means of a temporary password being sent to your Trinity e-mail account. You will need to log in with this
password to activate your account.

Conditions

> Retun to TCD

Please note unsolicited applications from Recruitment Agencies are not encouraged and will be disregarded.

Search by Competition Type [ vl

Search by Department fan [v]

Keyword Search?
Search text in the Job Title or Job
Description.

.

You will either Login as an Existing User Login or a New User Register under the
Menu section on the left hand side of the screen (as above)
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Existing User Login — Please Login using your original short TCD email address in the
form username@tcd.ie, e.g. jbloggs@tcd.ie and NOT joe.bloggs@tcd.ie. This will

identify you as an internal candidate. Enter your e-recruitment password. If you have
forgotten your password, please click on the Forgotten Password and you will
receive a temporary password by email. You will be obliged to set a new password.

Email Address * |

Password * |

Forgotten Password?

| New users
4

Tip — If you have to request
a Forgotten Password -
when you receive the e-
mail with the new password
—type it in (don’t copy and
paste!)

New User Register — New Users will be required to register. New users will need to
register with their College e-mail address in the form username@tcd.ie, e.g.

jbloggs@tcd.ie and NOT joe.bloggs@tcd.ie. This will identify you as an internal

candidate. You will create a password.

A4

When logged in you will be redirected to the search page below. Search for
Promotions in the Competition Type dropdown option. Click on Promotions and

then click Search
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Application Details: Ann-Marie Farrell

Menu
+  search vacancies
‘Application history

»  User Guide and Terms &
Conditions

»  Change Password
> Logout

»  Retumn to TCD home page

core
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VACANCIES

Welcome to the Trinity vacancies page

Tnnity College 15 proud of ts Inclusive ethos and tradition. On that basis we encourage and welcome talented people from al
background

To explore opportunities in Trinity further, please note the following instructions for using this recruitment portal:

* To identify a specific vacancy please enter your criteria below and click on ‘Sea
o To view a complete list of our current vacancies please ick on “Search without en(ennq any criteria.
 In order to apply for a vacancy or to view your application history you must login.
 If you are applying to Trinity College Dublin, the University of Dublin for the first time please click on "New Users’. Y
A flsd R eoafl o ownload o iser gule avalisbié i the renu co U lef-hard side of the srwert.
If you are a Trinity employee and this is your first time using E-Recruitment you must register as a New
If you re & current member of Staff Plcose 1ogin rIor to SCorching t0 EnSur that You have 5cosss o all Yacandies.
If you are 3 member of the niversity staff then register and login with your Trinity &-mail address in the form
le, as fallure to do so may result in Internal

not being able o s6e ol vacenges.
If you are an lmemal applicant your e-mail address will have to be confirmed before you can use the site. This is dofle
by means of a temporary password being sent to your Trinity e-mail account. You will need to log in with this
PASSWOrd 10 Sctivate yoor account.

Al
Academic
Catering
Please note unsolicited applications from R¢ Management & Administration

Search by Competition Type

Search by Department

Keyword Search?
Search text in the Job Title or Job
Description,

L 4

Tip - Sometimes, the
‘Search by Competition
Type’ may not contain
‘Promotions’ in the drop
box.

Press ‘Search Vacancies’
(Under Menu on left
side), and ‘Promotions’
should then appear.

Click on the promotion category and faculty that is relevant to you and press search
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Application Details: Ann-Marie Farrell

Men Current Job Vacancies
b i Your search returned 1 results
- ABOVE THE MERIT BAR

TESTING - DO NOT APPLY - Junior Academic Progressions Application
application procedure for Junior Academic Progressions. You w

Job 1D : 032429

- ABOVE THE MERIT BAR Welcome to the onine
. Job Description

Staff Pecformance and Review

Contact Email Junerome@tcd.ie c ext 3937/ 3998

Close Date : 20-3u1-2007

Displaying 1o 1 0f 1

core

H100% ~

A brief summary and all the relevant documents will appear.

Click @ and this will bring you into the competition.

Please complete all sections of the application form which are as follows:

Personal Details 5 Application Document & Questionnaire Section 5 Equality

Monitoring Information (Optional) B> Review and Submit
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Application Details: Ann-Marie Farrell

Menu |AHF-TESI'ING-DONOYAWLV-JMMKPWZ“I7-ABOVETHE IERITBAR]

Step 1 of 5 : Personal Details

AMF - TESTING - DO NOT APPLY - Junior Academic Progressions 2017 - ABOVE THE
MERITBAR

Please enter your personal detais.
* Denotes 2 mandatory field.
Title *

Forename *

Surname *

College Postal Address 1 *
Enter your College Postal Address

College Postal Address 2 * [House 4
core College Postal Address 3 * [Corporate Services Division |
College Postal Address 4 [Trinity Cobege Dublin |
Faculty * [Festhscences |
Email * farrelad@tcd.ie
Primary Contact No. * [39%8
Secondary Contact No. * 0811234040

IS TS B

H10% v

Step 1 - Personal Details - Enter in your
*Title, forename etc.
*College Postal Address — include Room Number (if possible), building etc
*E-mail address — this is the e-mail address where all correspondence will be sent
*College Extension Number — insert your work contact number

*Mobile Phone Number — optional

You can navigate throughout the sections by clicking on
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Application Details: Ann-Marie Farrell

Men u |AHF - TESTING - DO NOT APPLY - Junior Academic Progressions 2017 - ABOVE THE MERIT BAR

Search Vacancies

Application Documents

Application history AMF - TESTING - DO NOT APPLY - Junior Academic Progressions 2017 - ABOVE THE

+ Job Description MERITBAR
» User Guide and Terms & Jiseis Filename.
Conditions No Application Documents found

Change Password
F Applicants are required to upload one document: the completed Candidate Application Form.

Logout
To upload a file please clck on the 'Browse...' button below, navigate to the file, select it and dick 'Upload'.

Return to TCD hy
et to 1D home page When a file has been successfully uploaded a summary will appear above, Please ensure that all of the files you

upload appear above before continuing. To view the files’ contents, please click an the document ican. To delete a
file, please ciick on the red cross ican.

Please note the following:
cor e 1. Keep the length of the name of the documents you upload to a minimum. The system will reject long file names.
2. Ensure that your documents are NOT password protected before uploading.
3. Only these file types will be accepted: .do, .docx, .pdf
4. There is 3 maximum file size of SMB. Documents should be split if required.

To review the Junior Academic Progressions Further Information in another window, please click on the Job
Description link in the Menu section on the left.

Browse

I G GETED H

H10% v

»
Deskeop ™ ENTELH Re e

1504
20/01/2011

Application Documents
Two documents are required to be uploaded. The order for the documents is listed as
follows:-

1. Promotion Application Document (This is your assembled document from the HR
Forms Hub i.e MyRSS CV and the General Information, Summary of Achievements,
Teaching and Supervision document set)

2. Head of School/Discipline Report

3.

Press the Browse button
(Select your document from your computer; Press ‘insert’ or ‘open’)

Press Upload
Back ' Upload ' Next »

cmhainni Dagnna Human Pasalircos =252 1 806 33373
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Application Details: &nn-Manie Farrell

Menu |A“F’TFSIING'DONOTAWLV’]IIIIRXM’B¢HHE ions 2017 - ABOVE THE MERIT BAR

> Se

Application Documents
AMF - TESTING - DO NOT APPLY - Junior Academic Progressions 2017 - ABOVE THE

MERITBAR
# Date Loaded Filename
1 20017 RSS Promotions CV - (Test-JAPC 2017) - ANN-MARIE FARRELL ax
2 203017 ‘TEST - JAPC 2017 - Head of Discipline-Schaol Report a%x 1 T|p - If you dlSCOVEFthat
g T — Applicants are required to upload one document: the completed Candidate Application Form. yo uma d eam | sta ke W|th
gt To upload 2 file plezse cick on the ‘Browse...”button below, navigate to the fil, select it and dlick 'Upload'.
e an uploaded document
7
upload appear above before continuing. To view the files’ contents, please cick on the document icon. To delete 2
file, please click on the red cross icon. Ou can ress On the X to
core Please note the following: y p
1 Keep the ength of the name of the documents you upload to a mimimum. The system wil rejectlong fle names. del he d
2 Enore that your Goruments are NOT pasoword potedted beforeuplading, elete the document.
3. Only these file types will be accepted: .doc, .docx, .pdf
4. There is a maximum e size of SMB. Documents should be spiit  required. / L : i
To review the Junior Academic Progressions Further Information in another window, please cick on the Job M
Description ik in the Menu secton on the left. to insert
: — b3
D @D G ) the correct document in

its place!

Al =lsoe il

Application Documents

The two documents should now be uploaded in the order as follows:-
1. Promotion Application Document (This is your assembled document from the
HR Forms Hub i.e. MyRSS CV and the General Information, Summary of
Achievements, Teaching and Supervision document set)
2. Head of School/Discipline Report

When all the documents have been uploaded, Press Next

Br
m@b
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Application Details: Ann-Marie Farrell

Menu [AMF - TESTING - DO NOT APPLY - Junior Academic Progressions 2017 - ABOVE THE MERIT BAR |

Step 3 of 5 : Questionnaire Section

AMF - TESTING - DO NOT APPLY - Junior Academic Progressions 2017 - ABOVE THE
MERIT BAR

Pleass

swer the following questions.

Please do not submit your application unless you have answered "Yes” to all of the questions, as your application
will not be processed if incomplete.

* Denotes 3 mandatory question.

Mave you completed your Merit Bar
ow? *

® Yes O Mo
> Return to TCD home page Rovi

What is your Head of Discipline’s rofessor FE OCBA
name (or nominee)? *

core What is your Head of School's name rofessor A8 COEF
(or nominee)? *
What is your staff number? * E1231567 ‘

Have you had two years” service in

® v "
your current grade (by 26th e
September 2017)7 *
Have you completed Al Sections of ® ves O Mo
your Application? * > =

® ves O Mo

Have you uploaded a PDF version of
your Candidate Application (MyRSS)

m@m» v

Section 3 - The Questionnaire Section is a checklist for you to ensure that you have
completed and inserted all the required documentation.

Once you have completed the Questionnaire Section, press ‘Save and Next’ button

Previous

Acmbhainni Daonna Human Resources +353 1896 3333
Teach 4, House 4, hr@tcd.ie
Colaiste na Trionoide, Trinity College Dublin, www.tcd.ie/hr
Baile Atha Cliath, The University of Dublin,

Ollscoil Atha Cliath, Dublin 2, Ireland.

Baile Atha Cliath 2, Eire.



Colaiste na Triondide, Baile Atha Cliath
Trinity College Dublin

Ollscoil Atha Cliath | The University of Dublin

%5 | TCD- People Finder &) Suggested Sites v &) Google B 155 Home Page & Library &) Microsoft Exchange - Outl... ) Trinty College Dublin &) Web Sice Gallery +

Step 4 of 5 : Equality Monitoring Information
e 5P i At Frogonsns 2T - ASCHE T

Equality Monitoring Information

core

R50%

» T
Desttop BN 2 87
R T4

Step 4 - The Equality Monitoring Information section is Optional. The information provided
is confidential and held by the College’s Equality Officer. The information you provide
cannot be accessed by anybody other than the Equality Officer.

Once you have completed this section, press ‘Save and Next’ button

===
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Tip - If you discover that you
made a mistake with an
uploaded document, you can
press on the X to delete the
document.
! L'Da""mg

==L .1 toinsertthe

correct document in its place!

Step 5 - Review and $Gbmit, you will now see a summary of your application and
title names of thedploaded documents.

If you are hapfly that you have completed all sections and uploaded the documents,

k the box to confirm that you have read the terms and conditions
and
W suomi

Please note: Once you have submitted your application, you cannot make any
amendments to your application.

i Save For Later
Alternatively you can

application at a later date.

and return to complete your

Note: When you return to submit your application, you must go into your
Application History under the Menu section on the left hand side of the screen.
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Application Deteds: Ann-Marse Farvall

Menu Application Successful

core

Soo% ~

=1 Don’t forget to log out!!

= [
o+ ac Gy
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Menu Successfully logged out

Thank you. You have successfully logged out of the system.

core
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Application Acknowledgement - M

Dear Ann-Marie
competition Ref: 032429

Thank you for your appl d please accept th ‘ of

Wie will revert to you with an update application at the earbest opportunity.

Trinity College Dublin is an equal appartunities employer.

xind Regards
Human Resources
Trinity College Dublin

7 m - 5 x

Once your application has been submitted, you should automatically receive an ‘Application
Acknowledgement’ e-mail. (Please note: if the e-mail is not received into your Inbox, check
also your ‘Junk e-mail’ box)

If you did not receive a confirmation email within 24 hours of your submitting your
application, please contact us at extn. 3998 or junpromo@tcd.ie

If you need assistance with e-recruitment, please contact

junpromo@tcd.ie or

extension: 3998 (Ann-Marie)

Acmbhainni Daonna Human Resources +353 1 896 3333
Teach 4, House 4, hr@tcd.ie
Colaiste na Trionodide, Trinity College Dublin, www.tcd.ie/hr
Baile Atha Cliath, The University of Dublin,
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Frequently Asked Questions

How can | view my application after it was submitted?

When logged in click on Application History in the Menu section on the left hand side of the
screen.

I‘ve forgotten my password, what can | do?

Forgotten Password?

In the login section click on

When you receive the e-mail to your e-mail account with the new password — type the new
password into the password box (don’t copy and paste!)

How do | amend my application after submission?

There is no option to amend your application once submitted. If you wish to withdraw your
application, please contact Human Resources at junpromo@tcd.ie

Who should | contact if | have a query re the e-recruitment process?

e-mail: junpromo@tcd.ie or extension 3998 (Ann-Marie) or HR at 3333

My documents won’t upload?

e Some of the problems may happen due to the document name to ensure it is only words
or numbers (i.e. ensure the document or file name does not contain suchas I-" *: /\? <>
)

e Ensure the document name is not too long (i.e. name can’t be more than 256 characters)

Acmbhainni Daonna
Teach 4,

Colaiste na Triondide,

Baile Atha Cliath,
Ollscoil Atha Cliath,

Baile Atha Cliath 2, Eire.

Human Resources
House 4,
Trinity College Dublin,

The University of Dublin,

Dublin 2, Ireland.

3 18963333
hr@tcd.ie
www.tcd.ie/hr
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Q. I’m sure | submitted my application but have not received any acknowledgement — What'’s
happened?
A. e Once your application has been submitted, you should automatically receive an

‘Application Acknowledgement’ e-mail. If the e-mail is not received into your Inbox, check
also your ‘Junk e-mail’ box. If the e-mail is not there, call extn 3998

e Ensuring that you are still within the time process (as e-recruitment automatically closes

the competition on the date and time outlined) Did you press the

button to return your application at a later date? If so, did you go back into your e-
recruitment account; did you go to the Application History under the Menu section on the
left side of the screen and go through each step with pressing Save and Next at the end of
each page till you reached Step 5 - Tick the box with agreeing to the terms and conditions
and press submit

e You may have ran out of time - Please note that on the closing day the e-recruitment
system automatically closes the competition at midday. If you have not clicked Submit,
and submitted your complete suite of required documents by the relevant time, your
application will not be accepted.

Q. I think I’'ve applied to the wrong competition — how can | ensure that the application can be
inserted into the correct competition?

A. Unfortunately, HR cannot insert your application into the competition you should have applied for.
Please ensure you have submitted to the correct competition in the correct Faculty. It is your
responsibility to ensure that all the documents are submitted in your application, and submitted in
the correct format, to the correct competition, by the competition closing time and date allocated
to your Faculty.

Q. It is now 12.01 of the closing date — the system won’t accept my application?

A. The e-recruitment system automatically closes the competition on the date and time, and no late
applications will be accepted. The e-recruitment system will not be opened for any candidate. It is
your responsibility to ensure that all documents are submitted in your application and submitted
in the correct format as outlined, by the competition closing date and time.

Acmhainni Daonna Human Resources 3 896 3333
Teach 4, House 4, hr@tcd.ie
Colaiste na Triondide, Trinity College Dublin, www.tcd.ie/hr
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Q. How much time should I allow to upload my documents?

A. It depends on each individual, but normally 30-45 minutes should be allocated to load same —
please note that if on the closing day and you are in the middle of submitting your documents, the
e-recruitment system will automatically close the competition at midday. If you have not
submitted your complete suite of required documents, and clicked Submit, your application will
not be accepted.

Q. Can somebody from HR input my application?

A. No member of HR can input your application. Itis your responsibility to ensure that all documents
are submitted in your application and submitted in the correct format as outlined. No member of
HR can access your e-recruitment record.

Q. How do | withdraw my application after submission?

If you wish to withdraw your application, please contact Human Resources at junpromo@tcd.ie

Acmbhainni Daonna Human Resources +353 1 896 3333
Teach 4, House 4, hr@tcd.ie
Colaiste na Triondide, Trinity College Dublin, www.tcd.ie/hr

Baile Atha Cliath, The University of Dublin,
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