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How to apply for a vacancy user guide 
This guide gives instructions for how to apply for a vacancy in the NHS Jobs. 

You must have an account to be able to complete the steps in this guide.  

If you do not have an account, select the ‘Create account’ link on the sign in page and 

complete the information.  
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Apply for this role 

This page gives instructions for how to apply for this role. 

1. Select ‘Apply for this role.’ 
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Start application 

This page gives instructions for how to start your application. 

1. Read the information on the page and select ‘Start application.’ 
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Save your details 

This page gives instructions for how to decide if you want to save your details once you 

complete your application. 

Read the information on the page. 

1. Select ‘Continue.’ 
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Are you a British, European Union (EU) or European Economic Area (EEA) 

national? 

This page gives instructions for how to confirm if you are an EU or EEA national. 

1. Select an answer. 

2. Select ‘Save and continue.’ 
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Have you got any academic qualifications? 

This page gives instructions for how to confirm if you have any academic qualifications. 

1. Select an answer. 

2. Select ‘Save and continue.’ 
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Add academic qualifications 

This page gives instructions for how to add your academic qualifications.  

The information needed is subject, place of study, result, type of qualification and start and 

finish date. 

1. Enter the details. 

2. Select ‘Save and continue.’ 
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Review your qualifications 

This page gives instructions for how to update, remove or add another qualification. 

1. Select the ‘Update’ or ‘Remove’ link (optional). 

2. Select an answer. 

3. Select ‘Save and continue.’ 
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Have you completed any training that might be relevant to this job? 

This page gives instructions for how to confirm if you have completed any training that might 

be relevant to this job 

1. Select an answer.  

2. Select ‘Save and continue.’ 
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Add a training course 

This page gives instructions for how to add a training course. 

1. Enter the details. 

2. Select ‘Save and continue.’  
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Review your training 

This page gives instructions for how to update, remove or add another training course. 

1. Select the ‘Update’ or ‘Remove’ link (optional). 

2. Select an answer. 

3. Select ‘Save and continue.’ 
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Are you currently in a job or have you had one in the past? 

This page gives instructions for how to confirm if you are currently in a job or had one in the 

past. 

1. Select an answer. 

2. Select ‘Save and continue.’ 
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Add job details 

This page gives instructions for how to add your job details.  

The information needed is job title, employer, key tasks, start date and finish date. 

1. Enter the details. 

2. Select ‘Save and continue.’ 
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Job history 

This page gives instructions for how to update, remove or add more jobs. 

1. Select the ‘Update’ or ‘Remove’ link (optional). 

2. Select an answer. 

3. Select ‘Save and continue.’ 

 

  



 

Copyright: © NHS Jobs  

Essential criteria for your application 

This page gives instructions for how to give examples of the essential criteria for your 

application.  

In this example, Qualifications and Experience is used. For some job roles, there may be 

additional essential and desirable criteria to complete. 

1. Select ‘Save and continue.’ 
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Criteria 1 of 2 is Qualifications 

This page gives instructions for how to add evidence for the essential qualifications. 

1. Enter the details. 

2. Select ‘Save and continue.’ 
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Criteria 2 of 2 is Experience 

This page gives instructions for how to add evidence for the essential experience. 

1. Enter the details. 

2. Select ‘Save and continue.’ 
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Further information the employer needs from you 

This page gives instructions for how to add further information to the employer. 

1. Select the link for more information (optional). 

2. Select ‘Save and continue.’ 
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Have you got any unspent convictions? 

This page gives instructions for how to confirm if you have any unspent convictions. 

1. Select the link for more information (optional). 

2. Select an answer. 

3. Select ‘Save and continue.’ 
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When do you want to tell us about your unspent convictions? 

This page gives instructions for how to tell the employer about your unspent convictions if 

applicable. 

1. Select an answer. 

2. Select ‘Save and continue.’ 
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Tell us about your unspent convictions 

This page gives instructions for how to add details of your unspent convictions if adding 

them now. 

1. Enter the details. 

2. Select ‘Save and continue.’ 
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Have you got any unspent cautions, reprimands or final warnings? 

This page gives instructions for how to confirm if you have any unspent cautions, reprimands 

or final warnings. 

1. Select the link for more information (optional). 

2. Select an answer. 

3. Select ‘Save and continue.’ 
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When do you want to tell us about your unspent cautions, reprimands or final 

warnings? 

This page gives instructions for how to tell us about your unspent cautions, reprimands or 

final warnings if applicable. 

1. Select an answer. 

2. Select ‘Save and continue.’ 
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Tell us about your unspent cautions, reprimands or final warnings 

This page gives instructions for how to add your unspent cautions, reprimands or final 

warnings if adding them now. 

1. Enter the details. 

2. Select ‘Save and continue.’ 
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Fitness to practise investigations and proceedings 

This page gives instructions for how to add any fitness to practise investigations and 

proceedings.  

Read the information on the page. 

1. Select ‘Continue’. 
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Are you subject to a fitness to practise investigation? 

This page gives instructions for how to confirm if you are subject to a fitness to practise 

investigation. 

1. Select an answer. 

2. Select ‘Save and continue’. 
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Tell us about your fitness to practise case 

This page provides instructions for how to add your fitness to practise case details. 

1. Enter the details. 

2. Select ‘Save and continue’. 
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Do any of these statements apply to your healthcare work history? 

This page provides instructions for how to confirm if these statements apply to your 

healthcare work history. 

1. Select an answer. 

2. Select ‘Save and continue’. 
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Tell us about your case 

This page provides instructions for how to tell us about your case. 

1. Enter the details. 

2. Select ‘Save and continue’. 
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Have ever had restrictions placed on your clinical practise as part of a 

revalidation process? 

This page provides instructions for how to confirm if you have ever had restrictions placed on 

your clinical practise as part of a revalidation process. 

1. Select an answer. 

2. Select ‘Save and continue’. 
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Tell us about your restrictions 

This page provides instructions for how to tell us about your restrictions. 

1. Enter the details. 

2. Select ‘Save and continue’. 
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Equality and diversity monitoring 

This page gives instructions for how to complete your equality and diversity monitoring 

information. 

Read the information on the page.  

1. Select ‘Save and continue.’ 
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Are you 

This page gives instructions for how to confirm if you are. 

1. Select an answer. 

2. Select ‘Save and continue.’ 
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Is your gender the same as that assigned at birth? 

This page gives instructions for how to confirm if your gender is the same as that assigned at 

birth. 

1. Select an answer. 

2. Select ‘Save and continue.’ 
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What is your marital status? 

This page gives instructions for how to confirm your marital status. 

1. Select an answer. 

2. Select ‘Save and continue.’ 
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Are you currently pregnant, on maternity/paternity leave or have you given 

birth in the last 26 weeks? 

This page gives instructions for how to confirm if you are currently pregnant, on 

maternity/paternity leave or have you given birth in the last 26 weeks. 

1. Select an answer. 

2. Select ‘Save and continue.’ 
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Which of the following options best describes how you think of yourself? 

This page gives instructions for how to confirm how you think of yourself. 

1. Select an answer. 

2. Select ‘Save and continue.’ 
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What is your age? 

This page gives instructions for how to confirm your age. 

1. Select an answer. 

2. Select ‘Save and continue.’ 
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Do you have a health condition or disability which has affected your ability to 

carry out daily activities for 12 months or more? 

This page gives instructions for how to confirm if you have a health condition or disability 

which has affected your ability to carry out daily activities for 12 months or more. 

1. Select the link for more information (optional). 

2. Select an answer. 

3. Select ‘Save and continue.’ 
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Select which disability you have 

This page gives instructions for how to confirm which disability you have if applicable. 

1. Select an answer. 

2. Select ‘Save and continue.’ 
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Do you want to be considered for interview under the Guaranteed Interview 

Scheme? 

This page gives instructions for how to confirm if you want to be considered for interview 

under the Guaranteed Interview Scheme.  

This question will appear if you have chosen ‘Yes’ to the health condition question and 

selected a disability. 

1. Select an answer. 

2. Select ‘Save and continue.’ 
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What is your ethnic group? 

This page gives instructions for how to confirm your ethnic group. 

1. Select an answer. 

2. Select ‘Save and continue.’ 
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What is your religion? 

This page gives instructions for how to confirm your religion. 

1. Select an answer. 

2. Select ‘Save and continue.’ 
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Have you served in the Armed Forces? 

This page gives instructions for how to confirm if you have served in the Armed Forces. 

1. Select an answer. 

2. Select ‘Save and continue.’ 
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Do you want to be considered for interview under the Guaranteed Interview 

Scheme? 

This page gives instructions for how to confirm if you want to be considered for interview 

under the Guaranteed Interview Scheme. This question will appear if you have chosen ‘Yes’ 

to the armed services question. 

1. Select an answer. 

2. Select ‘Save and continue.’ 

 

  



 

Copyright: © NHS Jobs  

Contact number 

This page gives instructions for how to add a telephone number to give the employer 

another way of contacting you. 

1. Enter a number (optional). 

2. Select ‘Save and continue.’ 
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Review your application 

This page gives instructions for how to review and change your application before sending it. 

1. Select the ‘Change’ link to (optional). 
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Send your application 

This page gives instructions for how to declare the application information and send your 

application. 

1. Select the box. 

2. Select ‘Continue.’ 
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Your application is sent 

This page gives instructions for how to confirm your application has been sent. You will also 

receive a confirmation email. There is the option to save your application details. 

1. Select ‘Save your application’ (optional). 

2. Select ‘Go back to your applications’ if you don’t want to save your application 

details. 
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Are you sure you want to save this application? 

This page gives instructions for how to confirm if you want to save the information from this 

application for future use. 

1. Select an answer. 

2. Select ‘Save and continue.’ 
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Saved application information 

This page gives instructions for how to view your saved application information. The 

information saved is about you, qualifications/training, job history and equality/diversity. 

1. Select the tabs to check the information saved. 

2. Select ‘Return to your applications’ once you’ve finished. 

 

You have reached the end of the how to apply for a vacancy in NHS Jobs user guide. 

 


