
1 
 

 
 

 
 

Recruiting Manager Guidance 
  



2 
 

 

Contents 
Logging In .................................................................................................................. 3 

Dashboard .................................................................................................................. 3 

Create a New Advert .................................................................................................. 4 

Job Setup ............................................................................................................... 4 

Job Application Settings .......................................................................................... 6 

Candidate Processing ............................................................................................. 6 

Custom Notifications ............................................................................................... 7 

Custom Fields ......................................................................................................... 8 

Job Dates ............................................................................................................... 9 

Job Description ..................................................................................................... 10 

View Existing Adverts ............................................................................................... 11 

Edit an Advert ........................................................................................................... 12 

View Candidates ...................................................................................................... 12 

All Candidates Overview ....................................................................................... 12 

View Specific Candidate ....................................................................................... 13 

Shortlist a Candidate ............................................................................................ 14 

Reject Candidate .................................................................................................. 15 

Inviting to Interview ............................................................................................... 15 

Requesting Pre-Interview References ...................................................................... 19 

View Completed Reference ...................................................................................... 20 

Offering Employment ................................................................................................ 21 

Hiring Candidate ...................................................................................................... 21 

Close the Advert ....................................................................................................... 22 

 

 
 
  



3 
 

Logging In 
 
Go to Education Jobs South, 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. 

Dashboard 
 
When you have logged in, you will be taken to your Dashboard.  From here, you can 
see an overview of your job vacancies. 

https://recruitmenthub.education-jobs.org.uk/members/index.php
https://www.hants.gov.uk/jobs/education-jobs
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Create a New Advert 
 
From the dashboard page, click on Jobs, select Add a New Job 
 

 
 

Job Setup 
 
Choose the Job Template relevant to the type of advert you are placing. 
 

 
 
If your account only has access to one school, the Organisation will pre-populate.  If 
you have access to more than one school, you need to select the relevant school. 
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Complete all the relevant fields in the Job Details section ensuring all fields marked 
with * are completed 
 
The establishment name and location will automatically populate from the school you 
selected in Organisation. 
 
The salary, salary frequency, contract type, job category, phase of education, job 
type and establishment name and location will show on the advert.  
 
Please ensure to list the Full-Time Equivalent annual salary for part-time employees 
alongside the part-time actual salary in the Salary Text field. 
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Job Application Settings 
 
If you wish to use online applications, DO NOT tick Prevent online ATS Applications. 
 
If you wish to use offline applications, tick Prevent online ATS Applications. 
 
If you are using the online applications, the application flow has been set by system 
administrators, no changes are required. 
 

 
 

Candidate Processing 
 
The onboarding package for references has been set by system administrators and 
will be triggered when a candidate is invited to interview. 
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Custom Notifications 
 
If you wish to customise notifications to candidates when they are processed, you 
can do so here. 
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Custom Fields 
 
These fields do not appear in the advert but can be used for reporting. 
 
Complete all the custom fields marked with * 
 
The jobs board the advert will be posted to, is pre-set. 
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Job Dates 
 
Amend the start and closing dates as appropriate. 
 
Click Next 
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Job Description 
 
If you wish to add your school logo to the advert, you can upload it by clicking 
Upload files in the Logo Upload section. 
 

 
 
 
The internal advert text can be left blank. 
 
Enter your advert text into the Advert Text (external) box 
 

You can format the text by clicking on the  button, more options will appear. 
 

 
 
The Safer Recruitment statement has been automatically added to the advert text 
and should not be removed. 
 
If you wish to attach any documents to your advert, you can upload them by clicking 
Upload files 
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When you have added all the information click Next 
 
 

 
 
The advert is now complete and will go live on the selected start date. 
 

View Existing Adverts 
 
From your dashboard, go to Jobs and click View Jobs List 
 

 
 
There are options on the left-hand side to see either Active, Unfinished (these are 
adverts you have started but not completed), Expired (past the closing date), 
Upcoming (not yet live) and Closed (these are fully completed through the 
recruitment process). 
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Edit an Advert 
 
To edit an advert, click on the pencil icon. 
 

 
 
This will take you into the options that you selected when you created the advert. 

View Candidates 
All Candidates Overview 
 
Select the job advert 
 

 
 
This will show an overview of the number of candidates in each stage.  
 
The New Applications section will show the number of applicants that clicked on 
Apply Now on the job, but did not complete their application.   
 
The Completed Applications section will show the number of candidates that have 
submitted their full application.  These are the candidates you need to review. 
 
To view candidates in various stages, click on the stage name. 
 
A green ? indicates the applicants that have submitted the full application.  An 
orange ? indicates the applicants that clicked apply, but did not submit. 
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View Specific Candidate 
 
To view the candidate profile, click on their name. 
 
You can then see their career and education history using the navigation pane on the 
left hand side 
 

 
 
To view the application form, click Back to ATS 
 

 
 
Click on the green ? next to the candidate and select the application form. 
 

 
 

You can download the full candidate pack by clicking on the person icon on the 
right hand side. 
 

Then click the download button  in the Application Summary section. 
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This will download their full education history, employment history and application 
form. 

Shortlist a Candidate 
 
To Shortlist the candidate, from the list of candidates, put a tick in the box next to the 
relevant candidate name(s) and click Options then select Add to shortlisting 
 

 
 
You can then select if you want to recommend a reject, or interview. Click Yes, 
continue 
 

 
 
This will then move the candidate into Shortlisting 
 

 
 
To view candidates within shortlisting, click on Shortlisting in the navigation bar 
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Reject Candidate 
 
To reject a candidate at any stage, put a tick next to their name, click Options, then 
select Reject. 
 

 
 
A pop-up box will appear. Select the rejection reason. Amend the email as 
appropriate.  Click Reject and send email. 
 

 
 

Inviting to Interview 
 
To invite a candidate to book an interview, select the candidate(s) by putting a tick 
next to their name, click Options, select Invite a candidate to book an interview slot. 
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A pop-up box will appear. Select the relevant interview stage. 
 

 
The system will prompt you to create interview slots at this stage. To do so, click 
Create more interview slots 
 

 
 
You can select the address of the interviews. If you select Job, it will bring up the 
school address details. 
 

 
 
You can add yourself as an attendee, and add others to the attendees 
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You can then create interviews in bulk by selecting Create Bulk Interviews 
 
Add start and end dates, start and end times, duration of interview slots, you can 
exclude days or times. 
 
Once you have added all the interview information, click Create interviews 
 

 
 
 
You will see how many interviews there are available to be booked. 
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Click Continue to email. 
 
You can amend the email text or add attachments at this point.  When you are ready 
to send, click Invite into interview and send email. 
 

 
 
The candidate will then receive an email inviting them to log in to book and interview 
and another email with a link to complete the referee details. 
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Requesting Pre-Interview References 
Once a candidate has completed the referee details you will be able to request the 
references.  
 
View the candidates in the interview stage as detailed in View Candidates 
 
When you see the candidate details within the interview stage there will be a green 
hat symbol showing once the candidate has completed their referee details. 
 
Hover over the hat symbol and a pop up box will appear. 

 
 
Click on the “unsent references”. This will take you to the reference details page.  
You can view each referee the candidate has provided.  To request the reference, 
click Save and send to 
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This will send the reference request to the referee. 

View Completed Reference 
 
View the candidates in the interview stage as detailed in View Candidates 
 
Click on the green hat symbol. 
 
This will take you to the workflow page. 
 
The top box will show the status of each refence request. 
 
If the reference has been returned, the completed workflow will show as Referee 
Workflow. 
 

 
 
To view the reference, click on the arrow 
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That will take you into all the questions and answers the referee has provided. 
 
You can download all references using the download button at the top of the page 
 

 
 

Offering Employment 
 
All pre employment checks following an offer of employment can be done offline 
using your existing processes. 

Hiring Candidate 
 
Once you have a confirmed start date and firm offer of employment, you can move 
the successful candidate to Hired. 
 
View the candidate in the interview stage as detailed in View Candidates 
 
Select the candidate(s) by putting a tick next to their name, click Options, Other 
Options and select Hire 
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Click Hire only which will move them to the hired stage. 
 

Close the Advert 
 
Once you have completed the recruitment process, go to the Jobs list, select the 
down arrow next to the appropriate advert.  Click Close 
 

 


