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How to make applicant job offers in NHS Jobs user 

guide 

This guide gives you instructions for how to make applicant job offers in NHS Jobs. 

To do this, you will need to: 

• have a job listing at the ‘Ready to offer’ stage. 

• select your successful applicants. 

• confirm the pay type, working pattern, contract duration, hours or sessions. 

• confirm how to send the offer letter template and select any supporting information. 

• check the job offer details and send them to the applicant. 

To find out which roles can do this, go to ‘Roles and permissions’ in the employer 

dashboard. 
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Ready to offer 

This page gives you instructions for how to find a ready to offer job. 

Important: You must have a job listing at the ‘Ready to offer’ recruitment stage. 

To do this, complete the following step: 

1. Select the ‘Ready to offer’ link. 
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Select applicants to offer 

This page gives you instructions for how to select applicants to make a job offer. 

To do this, complete the following steps: 

1. Select the ‘Job title’ link (optional). 

2. Select the ‘Select applicants to offer’ link. 
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Select your successful applicants 

This page gives you instructions for how to select your successful applicants. 

Important: You can select one or more successful applicants. 

To do this, complete the following steps: 

1. Select the ‘Download Individual’ or ‘Download All’ applications link (optional). 

2. Select the successful applicant boxes. 

3. Select the ‘Continue to offer’ button. 

4. Select the ‘choose not to offer this job to any applicants’ link. 
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Manage offers 

This page gives you instructions for how to manage applicant job offers. 

To do this, complete the following steps: 

1. Select the ‘Ready to offer’ tab. 

2. Select the ‘Applicant name’ link. 

3. Select the ‘Create and send offer’ link. 
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Ready to offer 

This page gives you instructions for how to offer the job or reject an applicant. 

To do this, complete the following steps: 

1. Select the ‘Offer the job’ button. 

2. Select the ‘Reject applicant’ button. 

 

Tip: Go to the ‘How to reject applicant job offers in NHS Jobs’ user guide for more 

information. 

  

https://www.nhsbsa.nhs.uk/nhs-jobs-help-and-support/help-and-support-employers
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How do you want to offer the pay? 

This page gives you instructions for how to offer the pay. 

To do this, complete the following steps: 

1. Select the ‘Fixed pay’ option. 

or 

2. Select the ‘Pay range’ option. 

3. Select the ‘Continue’ button. 

 

Tip: An example of a fixed pay is £25,000. And an example of a pay range is £20,000 to 

£30,000.  
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What is the fixed pay? 

This page gives you instructions for how to add the fixed pay. 

Important: You will see this page if you have selected fixed pay. 

To do this, complete the following steps: 

1. In the Pay amount box, enter the details. 

2. From the Timeframe drop-down menu, select an option. 

3. In the More details about the pay box, enter the details (optional). 

4. Select the ‘Save and continue’ button. 
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What is the pay range? 

This page gives you instructions for how to add the pay range. 

Important: You will see this page if you have selected pay range. 

To do this, complete the following steps: 

1. In the From pay box, enter the details. 

2. In the To pay box, enter the details. 

3. From the Timeframe drop-down menu, select an option. 

4. In the More details about the pay box, enter the details (optional). 

5. Select the ‘Save and continue’ button. 
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What is the working pattern? 

This page gives you instructions for how to add the working pattern. 

To do this, complete the following steps: 

1. Select a ‘Working pattern’ option. 

2. Select the ‘Continue’ button. 
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What is the contract duration? 

This page gives you instructions for how to add the contract duration. 

Important: You will see this page if you have not selected a permanent contract. 

To do this, complete the following steps: 

1. In the Duration box, enter the details. 

2. From the Units drop-down, select an option. 

3. Select the ‘Continue’ button. 
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How many hours or sessions will they work in a week? 

This page gives you instructions for how to add the number of hours or sessions the 

applicant will work in a week. 

To do this, complete the following steps: 

1. In the Number box, enter the details. 

2. From the Hours or sessions a week drop-down, select an option. 

3. Select the ‘Save and continue’ button. 
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How do you want to send the offer letter to the applicant? 

This page gives you instructions for how to send the offer letter to the applicant. 

To do this, complete the following steps: 

1. Select the ‘Use a template in the NHS Jobs online service’ option. 

or 

2. Select the ‘Upload an offer letter to send to the applicant online’ option. 

or 

3. Select the ‘Offline outside the NHS Jobs online service’ option. 

4. Select the ‘Save and continue’ button. 
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Which offer letter template do you want to use? 

This page gives you instructions for how to add the offer letter template you want to use. 

Important: You will see this page if you have selected use a template. If the template you 

need is not shown, you will need to contact your organisation’s super user. 

To do this, complete the following steps: 

1. Select an offer letter template box. 

2. Select the ‘If the template you need is not displayed’ link. 

3. Select the ‘Save and continue’ button. 
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Add an offer letter 

This page gives you instructions for how to add an offer letter. 

Important: You will see this page if you have selected to add and upload an offer letter. The 

file must not exceed 1MB in file size and be a DOC, DOCX or PDF. 

To do this, complete the following steps: 

1. Select the ‘Choose file’ button. 

2. Select the ‘Upload’ button. 

3. Select the ‘Save and continue’ button. 
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Select the supporting information (optional) 

This page gives you instructions for how to add any supporting information. 

Important: If the document or link you need is not shown, you will need to contact your 

organisation’s super user. 

To do this, complete the following steps: 

1. Select a ‘What you can do’ link to view the document or link. 

2. Select any document or link boxes. 

3. Select the ‘Save and continue’ button. 

4. Select the ‘If the document or link you need is not shown’ link.  

 

  



Page 18 of 20 

Copyright: © NHS Jobs 

Check the details of the offer 

This page gives you instructions for how to check the details of the job offer. 

To do this, complete the following steps: 

1. Select a ‘Change’ link. 

2. Select the ‘Continue’ button. 
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Email your job offer to the applicant 

This page gives you instructions for how to email your job offer to the applicant. 

Important: The applicant will follow the link, sign into their NHS Jobs account, and then read 

and e-sign their documents. 

To do this, complete the following steps: 

1. Select the ‘preview the offer letter’ link. 

2. Select the ‘download the offer letter’ link. 

3. Select the ‘Send offer to applicant’ button. 
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Job offer sent to the applicant 

This page shows confirmation the job offer is sent to the applicant. 

Important: The applicant should read and respond to your email. 

To go to the next stage of the recruitment, complete the following step: 

1. Select the ‘View the applicants offered the job’ button. 

 

Go to the ‘How to manage applicant job offers in NHS Jobs’ user guide for more information. 

 

You have reached the end of this user guide. 

https://www.nhsbsa.nhs.uk/nhs-jobs-help-and-support/help-and-support-employers

