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1. Introduction

The purpose of this guidance document is to help you with any queries that you may have regarding

the online application process. All applications must be submitted using the online application system.

You will need to register your details and submit a CV and cover letter. If you cannot find an answer to

your query within this document, or require further assistance, please contact the Recruitment Team

at recruitment@glasgow.ac.uk or call +44 141 330 3898 (office hours: Monday-Friday 09.00-17.00).

All vacancies are available until 23:45 UK time on the day the vacancy closes.

By registering with the University of Glasgow jobs website, you can search and apply for vacancies

and register for email vacancy notifications. Please note that when using the University’s jobs

website, you should avoid pressing the Back button on your browser as this will end your session and

you will need to enter your login details again. To navigate to a previous page within the site, either

use the links under the Navigation Section heading on the left-hand side of the screen or click on the

relevant button (within each page) to return to the page that you wish to view. Throughout the site

there are areas where additional help text has been added in case you require further

explanation/information. The help text relating to a specific field can be accessed by clicking on the

 icon. 

2. External applicant – how to register

It is necessary to register your details on the University’s jobs website in order to apply for vacancies.

If you have not previously registered your details on the website, click on Register (under the

Navigation Section on the left-hand side).
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Input your personal details and create a suitable password – appropriate guidance can be found from 

selecting 

In order to complete the registration, you must read and accept our Terms and Conditions. 
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3. External applicant – how to log in if you have already registered

Select Login from the Navigation Section located on the left-hand side and then enter your email

address and password in the next screen.

The function to log back in will be available at any time via the navigation on the left-hand side, for 

example, when browsing through vacancies, and you can therefore select when it is appropriate to do 

so, for example, once you have considered a vacancy you wish to commence an application for. 
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4. 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.
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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. 

A list of current vacancies will then be available. 

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. 
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Alternatively, by selecting Apply, the recruitment site will open, and you will be able to complete the 
application process.  

5. Accessing the University’s vacancies page

The recruitment website can be accessed directly using this link or alternatively through the University

of Glasgow HR webpages. All current vacancies will be listed within these webpages, it is also

through these pages that you can set Job Alerts to your email address based on criteria of your

choosing, for example, vacancies of a particular grade or job family.

6. How to search for vacancies

If you are not already in the Search Appointments screen, click on Search Appointments under the

Navigation Section heading on the left-hand side of the screen. If you have reached our website

from an external source and you know the vacancy reference number, you can search directly from

the Search Vacancy Reference near the foot of the page. Alternatively, you can select certain

criteria and confirm via the Search button, all vacancies that fall within the selected criteria will now

appear. If no search criteria has been selected then all current vacancies will appear. Please note that

the options displayed in the various search category lists reflect the vacancies that are currently

available, for example, if there are no vacancies within the James Watt School of Engineering, you

will not be able to select from the Search by School/Institute/Service list.
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By selecting this will provide details of the salary ranges within each Grade. 
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7. How to Create a Job Alert

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

You can select multiple items by using CTRL + Click 
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Once saved you will see the following message 
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8. How to view full details of a vacancy

You can view the full job description by clicking on the job title in blue.  If you wish to go straight to

the application, you should select the Apply button.

9. How to apply for a vacancy

Your application can be submitted immediately after completing all the Required sections noted

below. Alternatively, you may start, save and return via the Login from the navigation on the left-hand

side of the page. Your application requires some personal information, a CV and cover letter in which

we request that you address how you meet the essential and desirable criteria found within the

job description.
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The University’s shortlisting process is completed based on the responses provided to the essential 

and desirable criteria so it’s imperative that you address these as fully as possible, failure to do so 

could result in your application not being assessed. The cover letter should not exceed 3 pages in 

length.  
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You will be required to agree with our terms and conditions before you can submit the application (see 

above).   

10. Accessing previous applications

It is always possible to access the recruitment website in order to see previous applications or saved

applications. You can view these through the Application History tab on the left-hand side of the

screen.  You can also copy previous applications into new jobs applied for.
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As time progresses, the status of these applications may change if you are invited for interview or 
ultimately offered the role.  Instructions will be provided at each stage for any action required within 
the system during your application process. 

11. How to delete/ unsubmit an application

You can delete any application that has not yet been submitted (whether the closing date has passed,
or not).

To delete an application, you must be logged in and then click on Application History under the
Navigation Section on the left-hand side of the screen.
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Vacancies will display in date order – with the most recently completed/amended application at the 

top.  

Click on the red cross icon in the delete under the Delete column to the right of the application you 

wish to delete.  

 

 

 

Click OK and then a message will appear, confirming that your application has been successfully 

deleted. Click OK again.  

Once you have submitted a completed application, it will not be possible to delete this yourself. If you 

wish to withdraw/delete a submitted application, please contact the Recruitment Team at 

recruitment@glasgow.ac.uk or call +44 141 330 3898 (office hours: Monday-Friday 09.00-17.00). 

 

12. How to change your password 
 
Once you have logged into the University’s jobs website, click on Change Password under the 

Navigation Section heading on the left-hand side of the screen. 

Enter your existing password, new password and then confirm your new password. 
Click Change. 

 

 




