NORTHERN IRELAND ASSEMBLY
Guidance for external candidates on completing the online application form 
The Human Resources Office advice is always that applicants should give themselves plenty of time to complete and submit their application form. The closing time for all competitions is midnight on the date specified in the job notice. If you experience any problems in using the system please contact the Human Resources Office on 02890 521699 and staff will be available to assist you during normal working hours (0900-1700).  When you click on the link to the online application form on the NI Assembly website, the following screen will appear.
[image: ]
Please set up a new user account by clicking on the ‘New user registration’ link as shown on the screen shot above. 
Fill in the details as requested in relation to personal details, reasonable adjustments and/or guaranteed interview scheme using the ‘next’ button to move to the next part of the form. The ‘save’ button should be used if an applicant wishes to exit out of a form and come back to it at a later time.
[bookmark: _GoBack]We have been made aware by our software supplier that the use of certain symbols, such as %, will corrupt the application form. PLEASE AVOID THE USE OF SUCH SYMBOLS.
If you are required to enter qualifications, use the drop down menus to choose the appropriate qualification level and use the scroll bar for relevant subject. Use the drop down menu for the grade and then enter the commencement study/end date/obtained date using the calendars as shown below.
[image: ]
If you need to add any other qualifications use the ‘add’ button. If your qualification and/or subject is not listed in the drop down menu, please use the ‘other qualification/subject not listed’ text box. If you run out of characters when entering the information, you will need to abbreviate accordingly e.g. the name of the University you attended.




When completing the essential and/or shortlisting criteria boxes, you need to be aware that the system does not count down the number of characters remaining. On most internet browsers the system will automatically stop you from exceeding the character limit. However, this will not happen on Internet Explorer 8 or earlier versions. If you are using an earlier version of Internet Explorer, the message below will appear and the text boxes will be highlighted in red to indicate that the maximum data length has been exceeded. Please ensure that, when you have completed the essential criteria fields, you click the ‘save’ button as this will inform you if the maximum data length has been exceeded. Please note that this also applies to shortlisting criteria boxes if these are applicable to the application form.
[image: ] 

To save your information and progress, you will need to edit the character count to meet the stated limit. Please continue to use the ‘save’ button as you progress through the form or if you wish to exit out of the form and come back to it at a later time. You are advised to use Word to gauge your character count and further advised not to copy directly from Word to the iTrent application form as it is a HTML system and errors could occur with the text. It is better to copy text from Word to Notepad and then from Notepad into the application form.

The asterisk symbol denotes mandatory fields which must be completed as shown in the screen shot below. You will not be able to move to the next section of the form unless you populate at least one of the boxes with text. 
[image: ]











When all essential and/or shortlisting criteria boxes are complete, you will be asked to complete a declaration by placing a tick in the box as per screen shot below.
[image: ]










Once the declaration box has been ticked, you must hit the save button which will return you to the page that will allow you to submit your application.
You should then hit the ‘apply’ button at the top of the screen as indicated in the screen shot below.
[image: ]


When the ‘apply’ button has been pressed, you will see the screen below asking if you wish to continue or cancel and return to the form. This is the final chance for you to amend your form and if you are content to proceed you should hit the ‘continue’ button.
[image: ]
Once the ‘continue’ button has been pressed, you will receive a message to advise that your application has been submitted and you will also receive an e mail to this effect. If you do not receive this email, you should contact the HR Office as soon as possible.
image7.png
@ Confirmation - Windows Internet Explorer pr ‘The Northern Ireland

i Favorites 5 ] Suggested Sites = @] Web Siice Gallery =

8 Contimation x [J e |

Northern Ireland
Assembly
EXISTING USER LOGIN Sean

FORGOTTEN PASSWORD
MY APPLICATIONS
MY PROFILE

CONTACT US Your application will be submitted, please select Continue to proceed or Cancel to return to the Application summary.

Log off

Continue cancel

Internet | Protected Mode: On





image1.png
@ Login, Apply for job - Windows Inter by The = x
o L rrr— i x][Wory 5

i Favorites 5 ] Suggested Sites = @] Web Siice Gallery

(28] ] imrent ‘elugil\Appiylurjub x‘ | &~ v [ @ v Pagev Safetyv Took~v @+

webrecruitment/wrd/run/ETREC109DF open?REQUEST=RETAPROFLL

Northern Ireland

Assembly
EXISTING USER LOGIN @ The asterisk symbol denotes mandatory fields which must be completed
FORGOTTEN PASSWORD
[MY APPLICATIONS
Please enter your User name and password. If you have forgotten your password please use the link below. If you are a new user, select the New user
MY PROFILE registration link.
NTACT US k.
User Name .
Password *

New user registration

Forgotten your password?

Login Back

Intemet | Protected Mode: On G - 0w





image2.png
& Application form - Windows Intemet Explorer pravided by The Northem Ircland Asscmbly SRR SIS LA ———_————m’l e .
e

(2] g sweien com st webrecmen e ETRECHLGFSESSON- TECCHZAESCE593CHRCOASBGESan 5

i Favorites 5 ] Suggested Sites = @] Web Siice Gallery =

(8[| iTrent | & Applicaton form x| % v B v ) @ v Pagev Safety~ Toos~ @+

Northern Ireland
Assembly
sean Log off

Page 4 of 7

Qualifications.

Please provide details, if applying under essential criteria (i), of at least a primary degree in any subject. Applications will be considered from applicants
with formal qualifications of an equivalent or higher standard.

Qualification level |Degree ~

Subject [please select B
/Accounting E|
/Accounting and Finance

Art

Art and Design

Biology

British Industrial Society

Business Studies

i

Chemistry
Classical Greek -~
Grade [please select [~
‘Study commencement date
Study expected end date 01 B
Qualification date obtained Wi|Mon TueWed Thu Fr SatSun
. s 23 45ls 7 =
Place of learning 46 510 1112 13 14 135 4
47 16 17 18 15 20 21 22
48 23 24 25 26 27 28 25 Add Remove
4 30
Qualification  Subject Grade Study LRI ion Place of learning
level commencement  expected end |date obtained
date date
Degree Classical 1t 05/11/2012 Queensbbbbbbbbbbbbbbbbbbbbbbbbb "
Greek (=1
Other qualification/subject not listed z -

Intemet [ Proected Mode On G-





image3.png
@ Application form - Windows Interet Explorer provided by The Northem Ireland Assembl

GO~

il e ool e e o ETRECGUSSSION=SOEOOATS ESOTACSA ST T30 - [0

ICEA v\

Favorites

g[- [ itent

% ) Suggested Sites v ] Web Slce Gallery +.

& Appiicston form x

B B 0 8 v Pager Soityr Took @-

Supporting Information 1

Supporting Information 2

D Maximum data length exceeded B

[Greater tax transparency among UK political leaders is here to stay but it needs to be matched by a
imaturity of public debate, Wiliam Hague has said.

[The former Conservative leader said people should not expect everyone to be "perfect or normal", as.
lsenior politicians publish their tax returns.

He warned Parliament would be "one dimensional® if made up only of people with the "simplest possible”
finances.

His comments come after a row over the prime minister's financial affairs.

IDavid Cameron took the unprecedented step of releasing a summary of his tax return last week,
ffollowing days of questions and speculation about his financial affairs after revelations about his holding
in his late father's offshore fund.

(Chancellor George Osborne, Labour leader Jeremy Corbyn and London Mayor Boris Johnson became the.
latest senior British politicians to publish details of their tax returns on Monday.

oliticians' taxes: Who's published what

[Tax affairs: Public or private?

PM sets up anti-tax dodging task force

How does inheritance tax work?

Mr Hague told BBC Radio 4's Today programme "we live in an age of greater transparency” and "the
lanswer is not to fight that age, it has arrived and it will come all the more".

jBut he said a "mature acceptance” was needed by the public that someone's personal finances wil not
necessarily determine their leadership abilities.

fone dimensional’

"The consequence of greater transparency in tax, in medical records whatever else it may be among
leaders is that there has to be a maturity in the public debate about those things and a recognition
fthat the circumstances and habits of people who are effective leaders will vary greatly. w
PAnd that those personal circumstances are not necessarily a good guide to how good they will be as a
jprime minister, a chancellor or anything else,” he said.

Mr Hague said previous leaders, such as William Pitt the Younger, had "chaotic personal finances” but
were *briliant at handiing the nation's finances”.

/And he added: "We've had leaders who had tax returs like (Winston) Churchill that would have been
imore difficult to defend in public than Prime Minister David Cameron's tax returs - but Churchill was the
lgreatest leader of modern times.

'S0 we're going to have to bear those things in mind and not expect everybody to be perfect or
leverybody to be normal."

e said suggested increased transparency should be tested in "careful stages" rather than forcing all
IMPs to publish their tax returns.

He warned: "If Parliament consisted of people who had the simplest possible personal finances, perhaps
/all having come through the public sector with no questions of business ownership or dividends... then
lyou would have a very one dimensional Pariiament.”
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[Greater tax transparency among UK political leaders is here to stay but it needs to be matched by a
imaturity of public debate, Wiliam Hague has said.

[The former Conservative leader said people should not expect everyone to be "perfect or normal", as.
lsenior politicians publish their tax returns.

He warned Parliament would be "one dimensional® if made up only of people with the "simplest possible”
finances.

His comments come after a row over the prime minister's financial affairs.
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Please complete the application pages as listed below. The icons will indicate when a page is completed which will help you to track your progress
through the pages. Sections marked with an asterisk are mandatory fields and must be completed to allow the form to be submitted.

Please note that once a section is completed and you move to the next it will automatically save, however if you come out of the form without
completing the current section or without returning to the summary page it will not save.

Application pages Icon guide
) Personal Details

*  Mandatory field.
@ el con uice.

Reasonable Adjustments
Guaranteed Interview Scheme

(g Mandatory felds complete.
Qualifications and Memberships

@

@

@ Mandatory felds incomplete.
P4 o

@

@

Essential Criteria

Shortlisting
The apply button will be activated when all mandatory fields have been completed.
Declaration
Apply U
Other options
& print preview (0pens in new window) Selecting delete will permanently remove your application.
Delete
For reference, the application closing date and job details are shown below.
Job details
1oh fitle Clerk assistant <
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