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How to reject applicant job offers in NHS Jobs user 

guide 

This guide gives you instructions how to reject applicants job offers in NHS Jobs. 

To do this, you will need to: 

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

• confirm if you want to add an email address for applicant feedback.  

• select your applicants for rejection and email them. 

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 applicant to reject 

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

To do this, complete the following steps: 

1. Select the ‘Job title’ link. 

2. Select the ‘Offer to another applicant’ link. 
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Send rejections to applicants 

This page gives you instructions for how to send rejections to applicants. 

Important: You will need to select the ’Ready to reject’ tab to view the applicants ready for 

rejection. 

To do this, complete the following steps: 

1. Select the ‘Send rejection to all applicants’ button. 

2. Select the ‘Choose which applicants to reject’ button. 

3. Select the ‘Applicant name’ link to view their details. 
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Reject the applicant or offer the job 

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

Important: You will see this page if you have selected the applicant’s name. 

To do this, complete the following steps: 

1. Select the ‘Reject applicant’ button. 

2. Select the ‘Offer the job’ button. 

 

Tip: Go to the ‘How to make 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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Are you sure you want to reject applicant? 

This page gives you instructions for how to confirm you want to reject the applicant. 

Important: You will only see this page if you have selected reject applicant. 

To do this, complete the following steps: 

1. Select the ‘Yes’ option. 

or 

2. Select the ‘No’ option. 

3. Select the ‘Continue’ button. 
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Select the applicants you want to reject 

This page gives you instructions for how to select the applicants you want to reject. 

Important: You can select one or more applicants to reject. 

To do this, complete the following steps: 

1. Select the rejected applicant boxes. 

2. Select the ‘Continue’ button. 
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Are you sure you want to reject all applicants? 

This page gives you instructions for how to confirm you want to reject all applicants. 

Important: You will see this page if you selected choose not to offer this job to any 

applicants. 

To do this, complete the following steps: 

1. Select the ‘Yes’ option. 

or 

2. Select the ‘No’ option. 

3. Select the ‘Continue’ button. 
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Do you want to provide an email address for applicants to get feedback? 

This page gives you instructions for how to confirm if you want to provide an email address 

for unsuccessful applicants to get feedback. 

Important: Unsuccessful applicants may want to contact you to get feedback about their 

interview. 

To do this, complete the following steps: 

1. Select the ‘Yes’ option. 

or 

2. Select the ‘No’ option. 

3. Select the ‘Continue’ button. 
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Give an email address for applicant feedback 

This page gives you instructions for how to add an email address for applicant feedback. 

Important: This will be included in the email that will be sent to unsuccessful applicants.  

To do this, complete the following steps: 

1. In the Email address box, enter the details. 

2. Select the ‘Continue’ button. 
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Send email to unsuccessful applicants 

This page gives you instructions for how to send an email to unsuccessful applicants. 

Important: If you have not contacted any applicants offline to let them know they have been 

unsuccessful you should do that first. 

To do this, complete the following step: 

1. Select the ‘Send rejection’ button. 
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You have rejected the unsuccessful applicants 

This page shows confirmation that you have rejected the unsuccessful applicants. 

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

1. Select the ‘Manage offers’ button. 

2. Select the ‘Return to dashboard’ link. 

 

 

You have reached the end of this user guide. 
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You did not offer the job to any applicants 

This page shows confirmation you did not offer the job to any applicants. 

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

1. Select the ‘Reuse this listing’ link. 

2. Select the ‘Remove this listing’ button. 

3. Select the ‘Return to your dashboard’ link. 

 

 

You have reached the end of this user guide. 


