Trinity College Dublin
Colaiste na Trionéide, Baile Atha Cliath
The University of Dublin

Promotions and Progressions

User Guide

For e-recruitment platform

Please note that 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

e senior.promotions@tcd.ie for applications to Senior Academic

Promotions Call

e junior.promotions@tcd.ie for applications to junior Academic

Progressions Call

Or
e Ext. 4821 for Ronan Healy

e Ext. 3937 for Marta Borkowska
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Step by Step Guide

Using to apply for Promotion and Progression Calls

Go to jobs.tcd.ie

m @ hitps//jobstcdie pls/corehrrecnit/erg s

% SEConvert v FESelect

paciage search formp_company=18p_intemal_edemal-E o-acla

®
3
8
!
)

5 | TCD-PeopleFinder &) Suggested Sites v &) Google £ 155 Home Page B Library & Microsoft Exchange - Outl... B Trinity College Dublin &7 We!

CURRENT A 3 p 4 i
VACANCIES ' ~

EZAg Trinity College Dublin

B Colis . Baile Atha Cliath
The

Bl

Univ

Menu Welcome to the Trinity vacancies page

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

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

o To identify a specific vacancy please enter your criteria below and dick on *Search’.

« To view a complete list of our current vacancies please click on 'Search’ without entering 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’. 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.

o If 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
username@tcd.ie, e.g. jbloggs@ted.ie and not joe.bloggs@ted.ie, as failure to do so may result in interal applicants

core not being able to see all vacandies.

 If you are an intenal 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.

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

Search by Competition Type [ 2

Search by Department [an vl

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.
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Email Address *

Password *

Forgotten Password?

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.
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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

X ®:Comwent + [Select
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Welcome to the Trinity vacancies page

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

backgrot

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

Tip - Sometimes, the

in -mail address will have to be confirmed before you can use the site.
by means of a temporary password being sent to your Trinity e-mall account. You will need to log in with
password to activate your account.

Al
Academic

®» ‘Search by Competition
Type’ may not contain
‘Promotions’ in the

Users’. You

| drop box.

Jrhis is don
is

Press ‘Search Vacancies’

Catering
Please note unsolicited applications from R¢ Management & Administration

Search by Competition Type

Resea
Search by Department ]

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

(Under Menu on left
side), and ‘Promotions’
should then appear.
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Click on the promotion category and faculty that is relevant to you and press search
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Application Details: Ann-Marie Farcell

Menu Current Job Vacancies
oS e Your search returned 2 results

AME-TEST - DO NOT APPLY - Faculty of Arts, NM@
Social Sdences - 2017 - Promotion to Associate Professor
Title/Accelerated advancement

to Associate Professor

TEST - DO NOT APPLY - AMF - SenProRSS
core TESTING - DO NOT APPLY-AMF-SenProRSS TESTING DO NOT
. Job Description
Job 1D 032239 Contact Person : AMPARRELL
Contact Email farrelaotcd i Contact Number et 3998
Close Date : 13-89-2017

Displaying 1 to 2 of 2

SRI™ & ofg 3

A brief summary and all the relevant documents will appear.

Click @ under competition you wish to apply for and this will bring you into

the competition.

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

Personal Details & Application Document £ Questionnaire Section & Equality

Monitoring Information (Optional) & Review and Submit
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Applcation Details: Ann-Mane Farrell
Menu |AuHEsr - DO NOT APPLY - Faculty of Arts, Humanities and Social Sciences - 2017 - Promotion)
to Asso
Step 1 of 5 : Personal Details
AMF-TEST - DO NOT APPLY - Faculty of Arts, Humanities and Social Sciences - 2017 -
Promotion to Asso
Please enter your personal details.
* Denotes 2 mandatory field
Title * [Ms. v
Forename * ann-Mene
t me p
Surname * Farrell
College Postal Address 1 * [Human Resources
Enter your College Fostal Address C———
College Postal Address 2 * House 4
core College Postal Address 3 * [Corporate Services Dvision
College Postal Address 4 Trinity College Dublin
Email * farrelad@tcd.ie
College Extension Number * (3958
Mobile Phone Number 0811234040
-z »
R100% ~

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 Farrel

Menu [AHF-TES‘I - DO NOT APPLY - Faculty of Arts, Humanities and Social Sciences - 2017 - Promotion|
to Asso

This competion will close in 9 minutes

Application Documents

AMF-TEST - DO NOT APPLY - Faculty of Arts, Humanities and Social Sciences - 2017 -
Promotion to Asso

# Date Loaded Filename

1 13-APR-17 farrelad004-Professor 0f-2017 ax

Applicants are required to upload three documents: promotion application document, Peer Reviewer Reports and
Head of School/Head of Discipline Report.

To upload a file please cick on the 'Browse..." button below, navigate to the file, select it and dlick ‘Upload".

core 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 on the document icon, To delete a

file, please click on the red cross icon.

Please note the following:

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: .doc, .docx, .pdf

4, There is 2 maximum file size of SMB. Documents should be split if required.

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

Ci\Usersifamela\Desktop\SAPC - 2017 - Head of Schook-Discip Browse.

Application Documents
There are certain documents required to be uploaded depending on the competition
you are applying for, but the list of documents required is always given in the
description of the call:

1. Promotion Application Document - This is your outputted CV

2. Head of School/Head of Discipline report - when applying for JAP Call

3. External Referee Form - when applying for SAP Call

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

Press Upload
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Application Details: Ann-Marie Farrell

Menu

> Retum to TCD home page
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IMIF-'ESI - DO NOT APPLY - Faculty of Arts, Humanities and Social Sciences - 2017 - Promotion|
to Asso

This competion will close in 6 minutes

Application Documents

AMF-TEST - DO NOT APPLY - Faculty of Arts, Humanities and Social Sciences - 2017 -
Promotion to Asso

1 13-4PR-17 farrela4004-Professor Of-2017 5X
2 13-4PR-17 SAPC - 2017 - Head of School-Discipline - Report 5

3 13-APR-17 Peer Reviewer Report 2017 - Research-Teaching-Service X 1

Applicants are required to upload three documents: promotion application document, Peer Reviewer Reports and
Head of School/Head of Discipline Report.

To upload a file please cick on the ‘Browse...’ button below, navigate to the fil, select it and cick ‘Upload

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 on the document icon, To delete 2
file, please dlick on the red cross icon.

Please note the following:

1. Keep the length of the name of the documents you upload to & minimum. The system willreject long file names.
2. Ensure that your documents are NOT password protected before uploading.

3. Only these fle types will be accepted: .do, .docx, .pdf

4. There is 3 maximum file size of SMB. Documents should be split i required.

To review the Senior Academic Promotions Further Information in another window, please dick on the Job
Description link in the Menu section on the left.

Browse.
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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.

to insert
the correct document in
its place!
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Application Documents

The two documents should now be uploaded in the order as follows:-
1. Promotion Application Document - This is your outputted CV

2. External Referee Form

When all the documents have been uploaded, Press Next

Browse...
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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
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Step 4 of 5 : Equality Monitoring Information

AMF-TEST - DO NOT APPLY - Faculty of Arts, Humanities and Social Sciences - 2017
Promotion to Asso

Equality Monitoring Information

Purpese

i ot

core
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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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Step 5 of 5 : Review & Submit

Tip - If you discover that you
made a mistake with an
uploaded document, you can
press on the X to delete the
document.
Cgeter

==t..! toinsertthe
correct document in its place!

13/04/2017

Step 5 - Review and Submit, you will now see a summary of your application and title
names of the uploaded documents.

If you are happy that you have completed all sections and uploaded the documents, please:

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

Please note that you cannot change any aspects of the application once you have
submitted.

Sawve For Later

Alternatively you can
later date.

and return to complete your application at a

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 Successful

Appiication Detaila: Ann-Mare Farrel

Menu

}1"-@ Don’t forget to log out!!
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Successfully logged out

Thank you. You have succesafully loged out of the syster.

Menu

core
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Appiication Acknowledgement - Message (Plain Text) 7 m - 8 x

CoreE oreEMS@tcd.ie>

Application Acknowledgement

Dear Ann-Marie
Competition Ref: 032231

Thank you for your application and please acce pt this email as confirmation of successful receipt.
We will evert ta you with an update on your application st the earfiest opportunity

Trinity C is an equal

Kind Regards
Human Resources
Trinity College Dublin

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, or If you need assistance with e-recruitment, please contact us at

° senior.promotions@tcd.ie for applications to Senior Academic Promotions Call
° junior.promotions@tcd.ie for applications to junior Academic Progressions Call
Or

o Ext. 4821 for Ronan Healy

o Ext. 3937 for Marta Borkowska
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Frequently Asked Questions

How can I 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 I 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 I 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
senior.promotions@tcd.ie or junior.promotions@tcd.ie

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

e-mail:
e senior.promotions@tcd.ie for applications to Senior Academic Promotions Call
e junior.promotions@tcd.ie for applications to junior Academic Progressions Call

Or call
. Ext. 4821 for Ronan Healy
) Ext. 3937 for Marta Borkowska

. 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!="*:/\?7<>])

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

13
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I'm sure I submitted my application but have not received any
acknowledgement - What's happened?

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 3937
or 4821

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

¢ 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.

I think I've applied to the wrong competition - how can I ensure that the
application can be inserted into the correct competition?

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.

Itis now 12.01 of the closing date - the system won't accept my application?

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. Itis 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.

How much time should I allow to upload my documents?

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

14




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.

Can somebody from HR input my application?

No member of HR can input your application. It is 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.

How do | withdraw my application after submission?

If you wish to withdraw your application, please contact Human Resources at
senior.promotions@tcd.ie if applied for Senior Academic Promotions call, or
junior.promotions@tcd.ie for applied for the Junior Academic Progressions Call
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