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Applicant Guide

Internal applicant — how to apply

The process of applying for vacancies is slightly different for internal candidates as you will view and
access vacancies through the Employee Dashboard within Portal. To access the Employee
Dashboard, click on the dropdown and select Employee Dashboard.

Quick Jump

Further down from this tab, internal applicants will see a tab labelled Vacancies, by selecting this tab
the screen will change and current vacancies will display.
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A list of current vacancies will then be available.
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Should you wish to apply for a vacancy, then it is possible to do so via the button. Once this

has been selected there is the option to view the details which will open the full job description in
another window.

How to Create a Job Alert

In Vacancies, click ‘Advanced Search’ then select ‘My Account — Job Alerts’

Navigation Section Search Appointments

You can choose to search vacancies using the various criteria below. To select multiple items
within a list, press CTRL when selecting the items. To display all current vacancies, ensure that
'All' is highlighted in each pick-list below and then click 'Search'. The options displayed within the
various lists below reflect the vacancies that are currently available

»  Search Vacancies

»  Application History

» Logout

University staff MUST be logged into portal to view internal vacancies

Guidance on how to make your online application, including registering for internal vacancies, can
be viewed on the University of Glasgow - How to apply web pages (o be added)
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You can select multiple items by using CTRL + Click



