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Education and Training Board

etbvacancies user guide for potential candidates

Proceed to the following url: https://etbvacancies.thehirelab.com/etb and click on the LWETB logo

to see our current vacancies. In order to apply for a position,
you must first register by clicking on the name of the position to which you wish to apply. Please see the
example below.
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Substitution Panel 2017/2018
or this panel please complete the application form following the procedure online. Please read fully the notes, information gui

aker (Permanent)
ath ETB Invites applications for the position of Caretaker in Castlepollard Community College.

Longford and Westmeath Education and Training Board invites applications for the above Pro-

You will then be brought to a Job Summary page. At the bottom of this page you will see two options for
logging into the system. Please choose the one appropriate to you. If you have never registered with
www.etbvacancies.ie before you will need to enter via the “join our talent pool”, creating a password and
submit your application online. If you have registered with LWETB’s etbvacancies portal before you can
enter via “already a member” and submit your application online. Once logged in please follow the
instructions to complete.

Job Summary

b & Already a member of our Talent Pool? L Join our Talent Pool + submit your

Login here to Apply application

| agree to the Terms of

When successfully logged in, a Privacy Notice will appear, and once read you must click ‘Agree’ to proceed
with your registration or ‘Cancel’ to leave the site:-
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On clicking ‘Agree’ you will be brought to your Dashboard and here you will begin to build your profile
which will be used to apply for any upcoming vacancies and the online application form for the specific
position. Please note that your profile must be 86% complete before you can apply for a position. Profile
completion can be monitored at the bottom of your dashboard:-
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Some points to note:

* Itis advisable to use Google Chrome when using www.etbvacancies.ie

* Inthe case of answering the competency questions we recommend that you create your answers
in a Word document or equivalent first and then transfer your answers to www.etbvacancies.ie.
This will allow you to amend as appropriate and avoid losing information during the application
process.
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* The system times out after 2 hours. It is recommended that you save your information regularly in
the event of any unforeseen issues.

* Please ensure that all fields are complete, with the required information, before submitting. It is
the responsibility of the candidate to endure that their application is complete. Incomplete
applications cannot be considered.

* Pleasefill in all details requested, you will not be permitted to apply any post until your profile is
completed fully.

* Please note by submitting online an automatic message will be issued to your Etbvacancies account
to confirm receipt of your application. This should not be taken as confirmation that the submission
is a valid application. If you do not receive a confirmation message via your portal within two days,
please email recruitment@Iwetb.ie.

* Please note that candidates are advised to apply to this role well in advance of the closing date and
time to ensure their application is received before the closing date and time.

Tips for completing the form accurately:

Teaching experience/Employment record:

Please ensure that you give all your employment details from the start of your career to date (most recent
first). If you have taken any Career Breaks etc please give details in the any other information section near
the end of the application process.

Education:
Please give as much details as possible in this section starting with your most recent qualification first.

In the fields “Specialise in” please insert all modules studied e.g. if it is a Bachelor of Arts you can insert,
English, Sociology, Politics in the specialise in field.

Other Accredited/Non-accredited Third Level Professional Development Skills Training or Courses
Attended:

In this section you can fill in any other qualifications that you have completed that were completed in or in
association with a third level institution e.g. a CPD course (Starting with your most recent first).

Courses and other training:

In this section you can insert any other training e.g. first aid course, Data protection training etc. ran by an
employer.

Personal Declaration
If you have current Garda Vetting, please insert the reference number in the dropdown box that appear
when you click on yes.

Please ensure you tick | agree in order to progress to the next stage of your application.

If you have any queries in relation to completing the application process, please contact a member of the
Recruitment team on 044 9348389.

Once all fields are complete you can click on ‘Save as Draft’ to return to your profile at a later time and



make
changes or you can ‘Preview your profile and Application’

When you click on ‘Preview your profile and Application’ you will be brought to a screen where you can
review all information before submission. When you are happy to proceed you can click on the ‘Submit’
button at the top of the page. By clicking this button, you are submitting your profile and application to the
specific position.

When applying for future vacancies:

If applying again, for future positions with etbvacancies.ie, you can log in, use your prepopulated pr
and use the quick apply now function. To do this, you will need to complete the following process. Pleas
log in, click dashboard and a list of our live jobs will appear. Please see picture below.

%, Live Jobs

If you wish to apply for a position in the live jobs box, click on the ‘Apply now’ button on the right hand side
of the relevant position.



Live Jobs

Reference Closing

You should then see a small message appear on the top right hand corner indicating that you have applied.
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Some positions may be subject to a shortlisting process, depending on the amount of applicants. It is
important that you monitor your mail on www.ebvacancies.ie as this is where all future correspondence
will be communicated regarding your application. When logging on to check your messages please make
sure you log in through the LWETB logo to bring you to your LWETB portal.

You also have the option to download your profile as a pdf, which enables you to read over the information
you provided and change it if necessary. Please follow the steps below:

e Upon logging in you will see a black sidebar on the left hand side of your page titled “Your Tools”

¢ Click on “Jobs” and then into applied jobs which will be displayed in a white sidebar titled “Jobs
Pages”

¢ Under the applied jobs you will see a yellow “download profile button” which will allow you to
review your application.

If you have any queries regarding the application process you can contact recruitment@I|wetb.ie
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