
Some important notes to help you with your application 
 
When making an application to us for the first time, you will need to register for an account on our 
e-Recruitment system. This will differ from any account you may previously have created on NHS 
Jobs. 
 
We utilise this e-Recruitment system to help you find a job that suits your skills & experience, and 
that allows us to tailor the application process to ensure that you can provide us with all the 
information we need to identify the best applicant for each position. 
 
What does this mean for you? 
 

 You will have to enter information into a range of sections.  Once you have submitted one 
application, the information you have entered for your Work & Education History will be 
saved for re-use in your next application. 

 You may have to answer a range of questions specific to the role (these may be pre-
application or as part of the Supporting Information). 

 You will always need to update the Supporting Information section for each application.  
This is to allow you to tailor the answer to the vacancy. 

 You will now be able to manage all your applications from the Candidate Portal.  Here, you 
can review all emails that you have been sent; all applications submitted and also if you are 
invited to interview review the relevant information for the interview and in most cases 
choose your preferred interview slot from those available. 

 We will be able to let you know if you have been unsuccessful, invite you to choose an 
interview slot and generally keep you up to date with other available opportunities with our 
regular Alert emails. 

 
How can you stand out from the crowd? 
 

 Answer all questions clearly and honestly. 

 Make sure you read the Job Description, Person Specification and any other documents 
posted with the vacancy before you make your application (they are there to help you). 

 When answering the questions, make sure you tell us how you meet any of the criteria listed 
on the person specification.  We can’t assume you meet the criteria, so if you don’t mention 
an important skill or qualification you will be marked down. 

 
Some extra advice 
 

 When completing the Supporting Information, we suggest keeping a copy of the text you are 
entering in Word or a text file.  This is because the site will only pass the information into 
our database when you save your entry.  That means that if you spend a long time entering 
the text there is a risk that you may lose your internet connection, if this happens then all 
your hard work will be lost.  This will also enable you to print your answers if you want a 
paper copy 

 To make sure you can submit your final application, make sure you have answered all the 
questions in each of the sections of the application form AND ticked the box at the bottom 
of each section to confirm that it is complete. 

 
Need help? 
 
If you have a technical problem while making your application please email 
applicantsupport@synuron.org and one of the technical team will be happy to assist you.  Please 
provide clear details of the problem, attach any screenshots that you think may help us to help you 

mailto:applicantsupport@synuron.org


and include your username (normally your email address) and the reference number for the 
vacancy. 
The rest of this document provides more detail on key aspects of the e-Recruitment system used by 
out Trust, any screen shots used are for guidance purposes only as each organisation using this 
system has a tailored microsite and is able to customise their application forms and process, 
therefore not all button locations are exactly the same. 
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Create an Account 
 
The site will have a “Register” button to allow you to pre-register your details and sign-up for alerts on all the latest job postings.  Alternatively, the first time that you 
make an application via the personalised Trust microsite you will be taken through the registration process. 
 
Simply click the “Register” button and then complete the relevant information to set up your account. 
 

 
 



 
 
You will then be taken to your Home Page.  The sections visible will change dependent on the stage of the recruitment process that you are at. 
 
  



Register for Alerts. 
 
First of all let’s get you registered for alerts.  Simply scroll down to the “My Alerts” section and click on the icon or link. 
 

 
 
Then tick the box to switch on alerts (or untick it if you want to stop receiving alerts).  Don’t forget to “Save” 



 
 

My Profile 
 
This area of your account allows you to enter in key information relating to your personal details, work experience & education history before you even apply for a 
job.  If you don’t pre-populate this then don’t worry, once you have completed and submitted an application these sections will be saved for future use. 
 

 
  



Personal Details 
This is where you can maintain your contact information and basic personal details.  The mandatory fields may vary, but you must complete fields marked with a red 
star (*).  Use the "Edit Details" link to update all your personal details. 
 

 
 
  



Complete the boxes and then “Save” 

 
 
You can then click the appropriate link to complete the other sections.  The majority of vacancies won’t require a CV, so don’t worry if you don’t have one. 
 



 
  



My Applications 
 
This is where you will find your incomplete and submitted applications.   
 

 
 

  



My Progress Updates 
 
This area gives all the emails that you have been sent for each application you have started.   

 
  



Making an Application 
Once you have found a vacancy that you want to apply for make sure that you have read the advert, the Job Description, Person Specification and any other 
associated documents.  This will ensure that you have all the relevant information that you require to make a successful application. 
Then scroll to the bottom of the avert and click on the “Apply Now” button. 
 

 
 
It is likely that you will then need to answer a range of pre-application questions.  Answer each question and follow the on-screen instructions. 
You will then either be prompted to Log In, Create an Account (if you are a first time user) or if already logged in you will be asked to confirm that you want to apply. 
 
You will then be taken to the Application Form for the vacancy.  The sections of the form may vary from role to role, you need to complete all sections before you can 
submit the form.  You can however, complete the form in any order that you like. 
 
If you have pre-completed your profile information then this will have pulled through to the relevant section.  You just need to click in to the section and mark it 
complete.  If you haven’t pre-completed your profile information then don’t worry, just click in to section of the form you want to start with and enter the relevant 
information. 
 



It’s important to note that websites do not store data when you are typing in the boxes, only when you click save.  So for longer questions it may be better to type 
your answer in Word (or another text editor) and then copy and paste it into the relevant application form section.  This makes it easy for you to save your work, 
means you are less likely to lose what you are typing and most importantly means you can spell check your application before submitting it. 
 
Each form will have different wording on the questionnaires, so make sure you read each section & question carefully to ensure you are providing the information 
needed by the Hiring Manager. 
 

 
 
Once you have answered the question(s) in the section make sure you save at the end and tick the box to indicate that section is complete. 
 



 
 
Clicking “Continue” takes you back to the main form view and you can work through your application. 
 



 
Once you have completed all sections (and marked them complete) you will be able to “Submit” your form.  Click into the final section of the form, read the 
information and then complete your submission.  
 



 
You will be taken back to your home page and a yellow alert will show your form has been submitted.  You will be emailed confirmation that your form has been 
received and you can view this in the “My Progress Updates” section.  You can also view your completed form in “My Applications”. 
 
Make sure you keep an eye on your email account or regularly check your home page (why not book mark it as a favourite) because if you are invited to interview 
you will be contacted via one of these methods. 
 

  



Interviews 
 
If you are successful at the shortlisting stage then you will be invited for an interview.  You will either be alerted via your homepage and email that you have been 
allocated an interview slot or you will be invited to choose from a list of available interview slots.   
 
Click to enter the “My Interviews” section. 
 
 
 

 
 



You will then see a list of your invites, pending interviews and completed interviews.  Simply click the appropriate link for the interview that needs booking (orto 
access the information of an interview you have already booked). 
 

 
 
If you have been invited to book your interview slot you will see a list of available options.  Take a look at the available times and then click on the “View Details” link 
of the time you want.   



 
 
Having reviewed the information presented simply click on the “Book Interview” link. 
 



 
 
You will see confirmation of your booking at the top of the section.  Clicking “Back” will take you back to the “My Interviews” section. 



 
 

Printing My Form 
The application form is not designed to be printed (we’re doing our bit to save a few trees), you can print each section via your web-browser but the results may not 
be perfect.  If you really want a paper copy of your answers we suggest that you print the text of the answers that you generated/saved in Word. 


