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Logging In 
 
If you have not applied for a job before, you will need to create a job seeker account 
by clicking on Register Now.   
 
You can find guidance on creating a candidate account here Candidate Guidance on 
how to Register on the ATS 
 
If you have an existing account, enter your username and password. Click Login 
 

 
 
A one time passcode will be emailed to you.  It may take a couple of minutes for this 
to arrive.  If the email doesn’t arrive, please check your spam folder. 
 

 
 
Enter the one time passcode and click Verify OTP 
 
If you do not have an account set up, you will need to submit a new user request 
using the Education Jobs South - enquiry form on our website. 
 

Applying for a Job 
 
When you apply for a job, you will be taken to your Profile Builder.   

https://learn.tribepad.com/en/support/candidate-guidance-on-how-to-register-on-the-ats
https://learn.tribepad.com/en/support/candidate-guidance-on-how-to-register-on-the-ats
https://www.hants.gov.uk/jobs/education-jobs
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This will ask for your name, contact details, career and education history. 
 

 
 

 
 

 
 

 
 
 
If you have completed this previously, it will remember your answers, so you can 
review and update.  If you haven’t completed this before, you will need to complete 
all the mandatory fields. 
 
When you have completed all the information, click Continue.  You can Save and 
continue later if you need to. 
 

 
 
The next page will ask for the date you left full time education. 
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If you have any gaps in your employment history, a message will appear saying we 
still require history and the period that needs covering 
 

  
 
You will not be able to proceed until all the gaps have been accounted for. 
 
Once all the gaps have been covered, a box will appear to say you have successfully 
completed the section and you can click I confirm. Complete history. 
 

 
 
Once you have set up your account and completed your profile, you will be taken to 
step 4, the application form to complete.  Complete all the questions.   
 
If you have completed the form previously for another role, it will keep your previous 
answers and you can amend as necessary. 
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After the application form, you will go to step 5, the Equal Opportunities Monitoring 
form 
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You will then see a summary page to review the information you’ve provided. 
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Tick the box to confirm and submit the form 
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You will then see a page confirming you have successfully applied.  You will also 
receive an email confirming your application has been submitted. 
 
Your application status will show like this in your dashboard in Open Applications. 
 

 
 

Shortlisted to Interview 
 
When the recruiting manager invites you to interview, you will receive emails 
requesting you to supply your referee details and also to book an interview slot. 
 

References 
 
You will receive an email as shown below to supply additional details for your job 
application. 
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By clicking this link and after logging in you will be taken to the below page where 
you will need to select “Onboarding actions to complete” 
 

 
 
You will then be asked to provide referee details.  The first two are mandatory 
required for all job roles.  
 
The third referee is optional, however if you are applying for a Head Teacher position 
or are required to supply a religious reference you will be required to supply this 
reference. 
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After you have completed at least two references, you can then submit. Once 
submitted you will see the below screen. 
 

 
 

Interview booking 
You will also have received the below email asking you to book an interview.  
 

 
You will then need to go back to your Dashboard and click on Book/rebook interview 
 

 
 
This will show you multiple options of interview times and dates set by the hiring 
manager. You will need to select one and click “Confirm Interview”. 
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Your interview time will be confirmed.  
  

 
 
You will receive an email confirming your interview details as shown below. 
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