THE UNIVERSITY of EDINBURGH

People and Money system

We know this format may not be accessible for all. To request this guide in a
different format please email hrhelpline@ed.ac.uk

Candidate Guide- How to Apply

External Candidate

Estimated time to complete: 15 minutes

Applying for a Role

1. Access the UoE external career site and click Find Your Role

FIND YOUR ROLE

2. Search for a suitable role in the Open Jobs page.

Click the Apply Now button to apply.
. Enter your Email Address and click Next

. Enter the verification code sent via email and click Verify

VERIFY

w

o b

o

Complete the online application form and click Submit

SUBMIT

For detailed guidance, see the next section.

Saving a Draft Application

1. Close the browser tab at any point in the application and it is saved without
losing data.
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Opening a Draft Application

1.

Access the UoE external career site and click Find Your Role

FIND YOUR ROLE

Search for the role you have already started to apply for.

Click the Apply Now button to apply.
Enter your Email Address and click Next

Enter the verification code sent via email into the Confirm Your Identify page

VERIFY

and click Verify

Complete the online application form and click Submit

SUBMIT

For detailed guidance, see the next section.

Signing Up for Job Alerts

1.

© N o O

Access the UoE external career site and click Find Your Role

Click on the Sign Up “ button in the Join our

talent community tile.

Enter your Email Address and click Subscribe

Enter the verification code sent via email into the Confirm Your Identify page

and clck Verify

"

4

Click on the Pencil |~ icon in the Talent Community section.
Choose an option from the Preferred Category list.

Select your Preferred Locations (optional).

Select the | agree to receive marketing communications checkbox to
receive marketing information (optional).

Click on the green tick Y | to confirm your selections.

PM1033 Page 2 of 28 Sep - 20



For detailed guidance, see the next section.

Dealing with a Referral

1. View the You have been referred email, then click View and Apply

to go to the advertised job.

2. Otherwise, click the Not Interested link in the email if the job is not
to your requirements.

For detailed guidance, see the next section.

Scheduling an Interview

1. View the You’re invited to schedule an interview! email.

2. Click the interview calendar link in the message.
3. In the Confirm Your Identify page, enter the verification code sentin a

VERIFY

separate email and click Verify
4. Select your preferred timeslot In the Schedule Interview page.
5. Click Schedule Interview to confirm your attendance

6. View the email with the interview details.

For detailed guidance, see the next section.
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Declining a Scheduled Interview

1. View the Your interview has been scheduled! email.

2. Click the interview details link in the message.

3. In the Confirm Your Identify page, enter the verification code sentin a

VERIFY

separate email and click Verify

4. Click Cancel Interview and select Yes to
confirm.

5. View the email to check the interview has been cancelled.

For detailed guidance, see the next section.

Accepting a Job Offer

1. View the Congratulations! Here is your job offer email.

2. Click the Respond to Job Offer button.

3. In the Confirm Your Identify pai;e, enter the verification code sentin a
separate email and click Verify

4. Click Accept in the job offer letter.

5. Enter your Full Name and click Accept

6. View the email with the accepted job offer details.

For detailed guidance, see the next section.
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In Detail...

Applying for a Role

1. Navigate to the UoE external job site and click the Find Your Role button.

WHAT WE OFFER v

'WHAT IT'S LIKE TO WORK HERE v

SHAPE YOUR CAREER v

COMING TO EDINBURGH v

HOW TO JOIN US v

[2][=]
LOCATION Q

Help make the World a better
place

FIND YOUR ROLE

2. To search for a role, from the Open Jobs page, either:

a. enter keywords in search field and select a role from the results, or

b. click on the tile of a featured job

DR WHAT WE OFFER v

FILTER / SORT

60 Open Jobs

Director - EM 3/10/20
United Kingdom

Enter a brief summary of the role here and keep it
concise. This should provide @ quick summary that
encourages the applicant to find our more.

Research Assistant

Edinburgh - Easter Bush Campus,
Midiothian, United Kingdom

We are looking for someone to assist in the data
collection and administration of an innovative multi-
centre randomised controlied rial of & novel
physiotherapy-based treatment for functional motor.

Demonstrator
United Kingdom

PM1033

'WHAT IT'S LIKE TO WORK HERE v

senior lecturer e

Tutor f

Edinburgh - Western General, Midiothian,
United Kingdom

This post is aimed at University of Ecinburgh postdocs
and is primarily aimed at those in the School of
Biologicel Sciences. We are looking for students to
assist with courses administered by the Biology

Join our talent community
Not found the role you are looking for? Sign up

now and receive regular job alerts siraight to your
inbox!

Lecturer

Canada
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SHAPE YOUR CAREER v

Senior Lecturer {
United Kingdom

We are looking for a Senior Lecturer to conduct
research with a high potential for international impact
and profile; undertake high guality teaching at
undergraduate and postgraduate level; supervise

Demonstrator f

Edinburgh - Bio-Quater (Royal Infirmary),
Midiothian, United Kingdom

The post is ONLY available for current University of
Edinburgh students and is primarily aimed at PhD
students in the Scnool of GeoSciences. We are looking
for students to assist with courses administered by th

Tutor *‘

Edinburgh - Kings Buidings, Midlothian,
United Kingdom

COMING TO EDINBURGH v

HOW TO JOIN US v

b 4 LOCATION

Senior Lecturer {
United Kingdom

We are looking for a Senior Lecturer o conduct
research with a high potential for international impact
and profile; undertake high quality teaching at
undergraduate and postgraduate level; supervise

.4

This post is aimed at University of Edinburgh postdocs
&nd is primarily aimed at those in the School o
Biological Sciences. We are looking for students to
assist with courses administered by the Biology.

Lecturer {

Edinburgh - Central Area, Midlothian, United
Kingdom
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3. The job details are displayed for review and if it is suitable, click the Apply
Now button to apply.

WHAT WE OFFER v 'WHAT IT'S LIKE TO WORK HERE v SHAPE YOUR CAREER v COMING TO EDINBURGH v HOW TO JOIN US v

FILTER / SORT LOCATION

Senior Lecturer [*
United Kingdom

60 Open Jobs

Job Category

Academic

Job Identification

Director - EM 3/10/20 Tutor o

PM1033

United Kingdom

Enter a brief summary of the role here and keep it
concise. This should provide a quick summary that
encourages the applicant to find our more.

Senior Lecturer
United Kingdom

We are looking for a Senior Lecturer to conduct
research with 2 high potential for international impact
and profile; undertake high quality teaching at
undergraduate and postgraduate level; supervise

Research Assistant

Edinburgn - Easter Bush Campus,
Midiothian, United Kingdom

We are looking for semeone o assist in the data
collection and administrat; novative multi-

o

Edinburgh - Western General, Midlothian,
United Kingdom

This post is aimed at University of Edinburgh postdocs
and is primarily aimed at those in the School of
Biological Sciences. We are looking for students to
assist with courses administered by the Biology

Senior Lecturer
9 United Kingdom

We are looking for a Senior Lecturer to conduct
research with a high potential for international impact
and profile; undertake high guality teaching at
undergraduate and postgraduate level; supervise

Join our talent community

Not found the role: you are looking for? Sign up
now and receive regular job alerts straight to your
inbox!

-13 Buccleuch Place, Edinburgh

Locations Posting Date

v 31/07/2020, 14:00
George Square, Edinburgh, EH8 9J;

Degree Level Job Schedule
No Formal Education Full time

Job Shift

ay

m

Job Description

AC3B] (20000 - 30000)
EU

Psychology]

[Permenant/35]

Fixed-term dates (if applicable]]
umber of posts: [1]

We are looking for people with expertise in any area of economics that connects well with the
research interests of our current faculty. We would welcome applications from specialists in the
Economics of Climate Change

The opportunity

Tn nravide taaching and sunervision at undararaduata and n and tn camv out

Senior Lecturer

@ United Kingdom

Email Address

@gmail.com

You do not need to have an account.

and ke

CANCEL
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5. The Confirm Your Identity page is displayed, and a verification code is
required before you can continue.

Senior Lecturer

@ United Kingdom

Confirm Your Identity

Resend Vertfication Code

VERIFY

6. Access the email that is sent containing the verification code and follow the
steps in it.

Confirm your Identity to get started nsox x 5 B
elxw-dev3.fa.sender@ @ 08:50 (4 minutes ago) Yy
tome -

Dear

Just one mare step before you get started

‘You must confirm your identity using the one-time pass code - 387237

Note : This code will expire in 10 minutes

Kind regards,

This email is an automated notification, which is unable to receive replies. We're happy to help you with any questions or concerns you may have. Please

contact us on +44 (0)131 650 8126
or email: hrsystems@ed.ac uk

You have control over your account: If you want to update your communication preferences, update personal details or delete your account you can do
so within your profile. Visit https-//www ed.ac uk/jobs

PM1033
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7. Enter the verification code from the email in the Confirm Your Identity page
and click Verify to continue.

Senior Lecturer

@ United Kingdom

Confirm Your Identity

The verification code was sent to this email address: @gmail.com. Type the code into the
field to confirm your identity and complete your job application.

8. The online application form opens in the Personal Info section.

> ¢ PR Senior Lecturer

PERSONAL INFO

CONTACT INFORMATION

Please enter your contact infermation. .

Coutts

The candidate is required to complete the following sections of the online
application form:

e Personal Info
o name, address, contract Nos. etc.

e Job Application Questions
o notice period, UK right to work, etc.
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e Experience
o education and work experience, etc.

e More About You
o upload a CV and cover letter, licenses and certificates, enter
diversity information, referees, etc.

9. When the form is complete enter your Full Name in the E-Signature section
and click the Submit button to forward the application.

59 1 Sy Senior Lecturer

[ 1 agree to receive updates about new job opportunities.

([ 1agree to receive marketing communications

E-SIGNATURE

T

10.Your profile page is displayed and the Thank you for your job application
prompt is momentarily displayed informing your application has been

received.
‘:'E:" THEUSIVERSITY €~ Back lo career site
Lesley Coutts

Senior Lecturer Status: Application received - Thank you ~

ALENT COMMUNITY

@ _ 1y Academic P

n United Kingdom

[ 1agree to receive marketing communications
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11.You can click on the Back to career site link in the black banner to continue
searching for other suitable vacancies (optional).

12. After submission, you will receive an automated message to confirm your
application has been received.

THE UNIVERSITY
of EDINBURGH

Help make the world a better place

Jab Reference: 74
Dear Lesley
Thank vou for taking the time to apply for the role of Senior Lecturer.

This 15 to confirm we have recerved vour application and it is now with the
selection panel for consideration.

We will be in touch soon to update on the status of your application.

Kind regards,
Susan Hamilton

This email 15 an automated notification, which 1s unable to recerve replies. We're
happv to help vou with anv questions or concerns you mayv have. Please contact us
on +44 (H131 630 8126

or email: hrsystems@ed.ac.uk

You have control over vour account: If vou want to update your communication
preferences, update personal details or delete vour account vou can do so within
vour profile. Visit https://www ed.ac uk/jobs

Saving a Draft Application

1. A draft application can be saved at any stage by closing the browser tab.
Data will not be lost, and you can return to it later to complete and submit.
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Opening a Draft Application

1. Navigate to the UoE external job site and click the Find Your Role button.

WHAT WE OFFER v 'WHAT IT'S LIKE TO WORK HERE v SHAPE YOUR CAREER v COMING TO EDINBURGH v HOWTO JOINUS v | a ‘ -] ‘

LOCATION Q

Help make the World a better

place

FIND YOUR ROLE

2. Search for the role you have already started to apply for.

3. Select the tile and click the Apply Now button.

@ et PLAY YOUR PART v EARLY CAREER v INTERNATIONAL CANDIDATES v AGREAT PLACE TO LIVE AND WORK v APPLICANT PRIVACY NOTI | & | | &

FILTER / SORT » LOCATION Q

36 Open Jobs Senior Lecturer

United Kingdom

- Job Identification Job Category
Tutor Senior Lecturer 4 P

Edinburgh - Westem General, Midiothian, © United Kingdom 3 ooations Posting Date
United Kingdom Street, Edinburgh, EH8 3R, GB 0810412020, 0228 PM
Degree Level Job Schedule

Job Shift

Lecturer Demonstrator

Edinburgh - Kings Buiicings, Miciothian, Edinburgh - Kings Buldings, Midlothian,

Job Description

United Kingdom . United Kingdom ob Des

[AC3B] (20000-30000)
EU]

Senior Lecturer . -
Unitea Kingdom Join our talent community

the role you are looking

[ e
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4. Enter your Email Address and click Next.

Tutor

Q Edinburgh - Western General, Midlothian, United Kingdom

You do not need to have an account.

Get started right away by simply using

r email. Your profile will be created and kept up to date

automatically as yc detalls for each of your job applications.

@gmail.com

s ]l |

5. You are required to confirm your identity to open your draft application.
Access the email that is sent containing the verification code and follow the
stepsin it.

6. Enter the verification code from the email in the Confirm Your Identity page
and click Verify to continue.

Tutor

@ Edinburgh - Western General, Midlothian, United Kingdom

Confirm Your Identity

The verification code was sent to this email address: taleouser1

field to confirm your identity and complete your j

Resend Verification Code

[~ 1]
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7. The online application form opens in the Personal Info section and you can
resume with your application from where you left off. To continue, refer to the
appropriate steps in Applying for a Role.

Tutor

@ Edinburgh - Western General, Midlothian, United Kingdom

PERSONAL INFO

CONTACT INFORMATION

Ir contact information

Signing Up for Job Alerts

1. Navigate to the UoE external job site and click the Find Your Role button.

WHAT WE OFFER v WHAT IT'S LIKE TO WORK HERE SHAPE YOUR CAREER v COMING TO EDINBURGH v HOWTO JOINUS v

LOCATION Q

Help make the World a better

place
FIND YOUR ROLE [
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2. To sign up to receive email notifications for vacancies that match their specific
criteria, click on the Sign Up button in the Join our talent community tile.

HOW TO JOIN US v ‘ a

iR WHAT WE OFFER WHAT IT'S LIKE TO WORK HERE v SHAPE YOUR CAREER v GOMING TO EDINBURGH v

FILTER / SORT LOCATION

60 Open Jobs

Director - EM 3/10/20 Tutor f Senior Lecturer Senior Lecturer

United Kingdom

Enter a brief summary of the role here and keep it
concise. This should provide a quick summary that
encourages the applicant to find our more.

Research Assistant

Edinburgh - Easter Bush Campus,
Midiothian, United Kingdom

We are looking for someone to assistin the data
collection and administration of an innovative mult-
centre randomised controled trial of a novel
physiotherapy-based treatment for functional motor

Edinburgh - Western General, Midiothian,
United Kingdom

This post is aimed at University of Einburgh postdocs
and is primarily aimed at those in the School of
Biological Sciences. We are looking for students to
assist with courses administered by the Biology.

Join our talent community

Not found the role you are looking for? Sign up
now and receive regular job alerts straight to your
inbox!

United Kingdom

We are looking for a Senior Lecturer to conduct
Tesearch with a high potential for intemational impact
and profile; undertake high quality teaching at
undergraduate and posigraduate level, supervise

Demonstrator *‘

Edinburgh - Bio-Quater (Royal Infirmary),
Midlothian, United Kingdom

The post is ONLY available for current University of
Edinburgh students and is primarily aimed at PhD
students in the School of GeoSciences. We are looking
for students to assist with courses administered by th

United Kingdom

We are looking for  Senior Lecturer to conduct
research with a high potential for intemnational impact
&nd profile; undertake high quality teaching at
undergraduate and posigraduate level; supervise

*

This post s aimed at University of Edinburgh postdocs
and is primarily aimed at those in the School of
Biological Sciences. We are looking for students to
assist with courses administered by the Biology

Demonstrator Lecturer f Tutor f Lecturer *

United Kingdom Canada Edinburgh - Kings Buildings, Midlothian, Edinburgh - Central Area, Midiothian, United
United Kingdom Kingdom

The post is ONLY available for current University of
Edinburgh students and is primarily aimed at PhD
students in the School of GeoSciences. We are looking

We are looking for people with expertise in any area of
economics that connects v ih the research

We are looking for people with expertise in any area of
interests of our curent faculty. We would welcome

This post s aimed at University of Edinburgh postdocs
i e conomics that connects well with the research

and is primarily aimed at those in the School of

3. Enter your Email Address in the prompt displayed and click on the
Subscribe button.

Join Our Talent Community!

Be the first one to leam about new job

ortunities that might

Email Address =

@gmail.com

SUBSCRIBE

4. Before signing up for job alerts, you are required to enter the verification code
from the email into the Confirm Your Identify page and click Verify.

Please note that once you have set up your account, the email you used to set it up
cannot be changed in the future. If you are no longer able to use that email address, you
will need to set up another account with us.
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5. To enter the specific job search criteria, click on the Pencil icon in the Talent
Community section of your profile.

$34 1 unvERSITY & Back o career site

Lesﬁlery‘ _(;Qutts

ACTIVE JOB APPLICATIONS

Senior Lecturer Status: Application received - Thank you
& ategory Academic
= cation United Kingdom

() 1 agree to receive marketing communications

6. Choose an option from the Preferred Category list.

TALENT COMMUNITY

United Kingdom X 4

Clinical

Professional, Administration and Operational

echn

([J 1 agree to receive marketing communications

7. If desired, you can also select specific locations from the Preferred
Locations list.

TALENT COMMUNITY

Preferr: Preferred Location
Searc]
tdinburgh - Central Area, Midlothuan, United Kingdom
Edinburgh - Easter Bush Campus, Midlothian, United Kingdom 4
Edinburgh - Kings Buildings, Midlothian, United Kingdom
(W 1 agree to receive updates about new job opportunities Edinburgh - Western General, Midlathian, United Kingdom

United States
Atlanta, United States

o Los Angeles, United States
] 1 agree to receive marketing communications

New York City, United States

8. A tick automatically appears in the | agree to receive updates about new
job opportunities checkbox.
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If desired you can select the | agree to receive marketing communications
checkbox to receive marketing information.

9. Once the Sign Up form is complete, click on the green tick.

TALENT COMMUNITY

Preferred Location

T E——— ©)

[ 1 agree to receive updates about new job opportunities.

[:] I agree to receive marketing communications

10.The Talent Community section is updated with your choices.

Lesley Coutts

@gmail.com
ACTIVE JOB APPLICATIONS
Senior Lecturer Status: Application received - Thank you ~
United Kingdom University of Edinburgh Jobs = 74 - Applied on 09/10/2020

TALENT COMMUNITY

prey Category Academic Technical '.

Location United Kingdom New York City, United States

E] I agree to receive marketing communications

Delete My Profile

11.Click on the Back to career site link in the black banner to continue
searching for suitable vacancies (optional).

PM1033 Page 16 of 28 Sep - 20



Dealing with a Referral

If you have been recommended as a candidate by email, you can choose to apply
for the role or to decline it.

1. View the You have been referred email, then click View and Apply.

View in Browser

¥ THE UNIVERSITY
Y- of EDINBURGH

0T
A )

. 0T

Help make the world a better place

Emma Cunningham Has Referred You
to aJob

| have submitted your name for the job Lecturer. You are invited to
check it out and apply:

Job Title Lecturer Job Family  Academic
Job ID 122 Posting Date Aug 12. 2020
Location Edinburgh - Central  Apply By Date

Area. Midlothian.

United Kingdom

[

2. If you would like to apply for the role, refer to the appropriate steps in Applying
for a Role above.

3. Otherwise, click the Not Interested link in the email if the job is not to your
requirements.
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Scheduling an Interview

1. View the You’re invited to schedule an interview! email.

Schedule your interview for the job Trainer 1nbox

elxw-dev3.fa.sender@workflow.mail.em3.oraclecloud.com
tome ~

View in Browser

THE UNIVERSITY
of EDINBURGH

Help make the world a better place

You're invited to schedule an interview!

Hello, Lesley,

We are pleased to invite you to schedule an interview for the job Trainer you
applied to

Go to the interview calendar to schedule your interview.

Sincersly,

Candidate Experience site
Recruiting Team

2. Scroll to the paragraph that contains the interview details link and click on it.

We are pleased to invite you to schedule an interview for the job Trainer you
applied to.

Go to the|interview calenda*'lo schedule your interview.

Sincerely,
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3. The Confirm Your Identify page opens in a separate tab.

4— Back to career site

Confirm Your Identity

The verification code was sent to you. Type the code into the field to confirm your identity

Resend Verification Code

VERIFY

4. Access the email that is sent containing the verification code and follow the
steps in it.

5. Enter the verification code from the email in the Confirm Your Identity page
and click Verify to continue.

£— Back to career site

Confirm Your Identity

The verification code was sent to you. Type the code into the field to confirm your identity.

6. In the Schedule Interview page, click on the preferred timeslot.

Schedule Interview

NEXT WEEK

Tuesday 10:00 AM
October 20, 2| - :
Wednesday 00 AM
Oetober . 10:00 AM

Thumda’y
October 2
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7. Check the interview details in the window that opens and click Schedule
Interview to confirm your attendance.

Would you like to schedule this interview?

Thursday, October 22, 2020
10:00 AM - 11:00 AM Europe/London

Location 3, Lady Lawson Street, EDINBURGH, EHS SDR, UNITED
KINGDOM

Interviewer Emma Cunningham

[ SCHEDULE INTERVIEW ]

‘ CAMCEL ‘

8. The details are displayed with a set of options for you to choose if desired:

a. You can click on the Back to career site link in the black banner to
continue searching for other suitable vacancies.

b. Select an alternative interview date by clicking on the Reschedule link.

The Schedule Interview page reopens for you to select a new date.

Click Cancel Interview if you would no longer like to attend.

Click Back to my Profile to open your profile page.

oo

T RS ] & Backto career site

Your interview is scheduled. Here are the details.

Thursday, October 22, 2020
10:00 AM - 11:00 AM Europe/London

Location 3, Lady Lawson Street, EDINBURGH, EH3 9DR, UNITED KINGDOM

Interviewer Emma Cunningham

E Reschedule o

Cancel Interview

BACK TO MY PROFILE o
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9. After you have confirmed your interview slot, you will receive an automated
message to confirm your application has been received.

PM1033

of EDINBURGH

Help make the world a better place

Your interview has been scheduled!
Job Reference: 178
Dear, Lesley,

| am delighted to confirm we would like to invite you to interview. The details
of your scheduled interview are as follows:

Date and Time: 22/10/2020 10.00 AM Europe/London
Requisition: Trainer

Interview Type: In Person

Interviewer: Emma Cunningham

Location: 3, Lady Lawson Street, EDINBURGH, EH3 9DR, UNITED
KINGDOM

To make life easier, you can click to download a calendar attachment that
will add these details to your calendar.

In accordance with the Immigration, Asylum and Nationality Act 2006 and
the Immigration Act 2016 we have a legal responsibility to prevent illegal
working and therefore must check that all employees are entitled to work in
the United Kingdom (UK). To meet this requirement we must see original
document evidencing right to work in the UK before commencement of
employment and this is normally carried out at Interview. This includes if you
are already working with us as a contractor or agency worker.

Details of suitable documents can be found at:

https:/fwww.ed.ac.uk/files/atoms/files/list_a v290618 pdf
hitps:/fwww.ed.ac.uk/files/atoms/files/list_b v290618_pdf

If vinun arn an nwvictino amnlowvunn un Ao not nood to connls thic infarmnation
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THE UNIVERSITY

Sep - 20



Declining a Scheduled Interview

1. View the Your interview has been scheduled! email.

Your interview for the job Trainer has been scheduled inbox x

elxw-dev3.fa.sender@workflow.mail.em3.oraclecloud.com
tome -

View in Browser

THE UNIVERSITY
of EDINBURGH

Help make the world a better place

Your interview has been scheduled!
Job Reference: 178
Dear, Lesley,

| am delighted to confirm we would like to invite you to interview. The details
of your scheduled interview are as follows:

Date and Time: 5/10/2020 10 00 AM Europe/London
Requisition: Trainer

Interview Type: Web Conference
Interviewer. Emma Cunningham

2. Scroll to the paragraph that contains the interview details link and click on it.
| wish you every success at your interview and look forward to welcoming
you.
Kind Regards,

Emma Cunningham

Go to the| interview details |f you need to cancel your interview.

This email is an automated nofification, which is unable to receive replies.
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3. Before your interview can be cancelled you are required to confirm your
identity.

& Back to career site

Confirm Your Identity

The verification code was sent to you. Type the code into the field to confirm your identity

Resend Verification Code

VERIFY

4. Access the email that is sent containing the verification code and follow the
stepsin it.

5. Enter the verification code from the email in the Confirm Your Identity page
and click Verify to continue.

Confirm Your Identity

erification code was sent o you. Type the code into the fiekd to confirm your ideniity

6. Click Cancel Interview in the interview details page.

Your interview is scheduled. Here are the details.

Monday, October 5, 2020
10:00 AM - 11:00 AM Europe/London

BACK TO MY PROFILE
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7. Click Yes in the prompt to confirm the cancellation.

THE vy & Backto career site

Your interview is scheduled. Here are the details.

Monday, October 5, 2020
10:00 AM - 11:00 AM Europe/London

8. Your profile page opens, and an explanation mark is displayed next to the role
with the cancelled interview.

£— Back to career site

° Your interview was canceled. X

Lesley 4_(2_0rgtts

ACTIVE JOB APPLICATIONS

Senior Lecturer Status: Application received - Thank you »
United Kingdom University of Edinburgh Jobs + 74 = Applied on 10/09/2020

@ Youhave an interview scheduled.  View Detalls

Trainer Status: Application received - Thank you »
Edinburgh - Central Area, Midlothian, United Kingdom + 178 = Applied on 29109120

You're invited to sche:

9. Click the Schedule link to view confirmation there is no interview scheduled
(optional).

Schedule Interview

There aren't any interviews currently available. Contact the recruiter to schedule your interview.

BACK TO MY PROFILE
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10.To return to your profile, click the Back to My Profile link or button.

11.View the Your interview for the job has been cancelled email that you
receive a few minutes later.

Your interview for the job Trainer has been canceled 1o

elxw-dev3.fa.sender@workflow.mail.em3.oraclecloud.com

View in Browser

THE UNIVERSITY
of EDINBURGH

Help make the world a better place

Dear Lesley,

This is confirmation that your interview for the job Trainer has been
cancelled

Date and Time: 10/05/2020 10:00 Europe/London
Interview Type: Web Conference
Interviewer: Emma Cunningham

If you are not expecting to receive this message or you have changed your
mind, please get in contact with us

Kind regards
This email is an automated notification, which is unable to receive replies.

We're happy to help you with any questions or concerns you may have
Please contact us on +44 (0)131 650 8126 or email: hrsystems@ed ac uk

You have control over your account: If you want to update your
communication preferences, update personal details or delete your account
you can do so within your profile. Visit hitps://www.ed.ac.ukfjobs
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Accepting a Job Offer

1. View the Congratulations! Here is your job offer email and click the
Respond to Job Offer button

Congratulations! Here is your job offer for Trainer

1 message

elxw-dev3 fa mail.em3. m <ebav-dev3 fa sender@workflow mail em3 oraclecloud com>

14 October 2020 at 13:54]
T i@gmail com

View in Browser

THE UNIVERSITY
of EDINBURGH

Help make the world a better place

Congratulations!

Dear Lesley,

Congratulations, your application for Trainer has been successfull A job offer is now extended
to you:
Trainer

We look forward to you accepting the job offer and joining the team

I you have any questions about your job offer, please contact Emma Cunningham on the
details provided in the letter

Kind regards
Emma Cunningham

This emailis an automated notification, which is unable to receive replies
You have control over your account: If you want to update your communication preferences
al details or delete your account you can do so within your profile. Visit

2. Enter the verification code from the email in the Confirm Your Identity page
and click Verify to continue.

Confirm Your Identity

The verification code was sent o you. Type the code into the field to confirm your identity
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3. The job offer letter opens in separate tab for you to review, and

a. download a PDF copy of the letter for your records (optional)
b. click the Accept button

We invite you to review your job offer carefully.

THE UNIVERSITY
of EDINBURGH

PRIVATE AND CONFIDENTIAL
Miss Lesley
Tacrgrove kuw\e

14 Octaber 2020
Conditional Offer of Employment

Dear Lesley,

On bofaf o the Universty of Edourgh, | am dofghlod  offr you employmat a3 Trainr Tris fob conkbutes o the

suctess of the University Secretary Unit which is part of the Un Secrefarys Group. You will report directly to the
Marager

You wil be based al 3, Lady Lawson Streel, Edinburgh, EH3 SOR. You
dasenbad in e Job Description contained in he &

uties and respos
offer

ilties vl be as

Your job 15 allocated
twelve equal manthly instaiments, di

to Grade EGN - Step T and your sl string safary il be £26337. This il be pad 1 you 1
110y month

oucarfind out moro sbout he Universiy's goneral s, and condisons ofcrloyment and wide-anging beneits
on the HR pages of the Unwersity's websile al wiav.ed ac uk/hur ources.

Please take time to look at the conditions of service for your grade which you can find within these peges at
Wy, UKIMMAN-{eS0UrCes pOlIies-gUItANCE Condiions-service. Here you willind general information about key

terms such & annual lBave, pay progression, pension and probalion penads

Qur offer s subject 1o he receipt of satsfactory references. Unless you have already told us olherwise, we wil now
make contact with the referaes you provided on your application If you do not wish us 1o contact your referaes at this
paint, pleasa contact Sophia Jax - Blaka at vidwi23@exseed ad ac uk as soon as possibla

I you hawe ot already dane so, i s also subject la you demonstrating you have the right 1a work in the UK

Once thesa canditions have bean met, you will raceive your contract of employment This will detal the terms and
conditions of employment which are paricular to you, your job and grade.

If you have any questions about aur offer please contact me at emma cunningham@ed ac uk or call me an
0700000000001

Acceptance of Offer
I da hopa you will accept our offer of employment and become part of our globally.recognised university and
wonderfully diersa community

In ardar for us 1o progress your appointmant, please let us know your decision by clicking the ‘Respond to Job Offar
link in the email we sent you with this offer. If you need any further information te reach this decision. please do not
hesitate fo get in fouch with me using the contact details above.

1 look farward fo hearing from you soon and to welcoming you fo our team at the University of Edinburgh

Yours sincarely

Emma Cunningham
Manager

Signed Name
E-mail @gmail com
Dated:

P Address

4. In the Accept Job Offer page enter your Full Name and click Accept to
confirm the job offer.

Accept Job Offer

Please provide your signature (o accept your job offer

Lesley Coutts

BACK ACCEPT
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5. View the Congratulations on accepting your job offer email that you
receive a few minutes later.

Congratulations on accepting your job offer for Trainer inbox x

elxw-dev3.fa.sender@workflow.mail.em3.oraclecloud.com 14:02 (1 minute ago)
tome -

View in Browser

THE UNIVERSITY
of EDINBURGH

Help make the world a better place

Dear Lesley,

Congratulations, you just accepted the job offer: Trainer for Trainer

We look forward to you joining our team. If you have any questions, please
contact Emma Cunningham on the details provided in the offer letter.

Kind regards,
Emma Cunningham

This email is an automated notification, which is unable to receive replies.
You have control over your account: If you want to update your
communications preferences, update personal details or delete your
account you can do so within your profile. Visit hitps://www.ed.ac.uk/jobs

Glossary

Please refer to the glossary
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