Candidate Guidance ACCESS HR Recruitment

CANDIDATE EXPERIENCE:
Please note this recruitment system is not compatible with Internet Explorer as this is no longer supported, please Chrome or Edge or an alternative internet browser to avoid technical issues.
Navigate to the website or enter the following link to your browser address bar:
Visit website: www.wyfs.co.uk/careers/vacancies/
[image: ]
Click to apply for the position you are interested in
You will be re-directed to AccessRecruit.
The direct link for which is 
https://isw.changeworknow.co.uk/west_yorkshire_fire_and_rescue_service/vms/e/careers/search/new 
[image: ]

Click Register top right of page  [image: ]
[image: ]
Complete all your details and tick the box for privacy notice and click Sign up 
You will receive an email to validate your email address





This screen appears:
Validate account to activate
[image: ]
								Name	[image: ]
[image: ]

Validate your account by clicking on the email received click here see below:
[image: ]
Your email address will show here
[image: ]

If you do not receive an email: Please double check your Spam/Junk mail folder in your email OR
Click Resend Activation email    [image: ]
[image: ]
								Name	[image: ]
[image: ]Box with email address
[image: ]



Once you have registered log into your account at the address below to apply for a position:
https://isw.changeworknow.co.uk/west_yorkshire_fire_and_rescue_service/vms/e/careers/search/new 
Click on the Position to apply for: e.g. Test Position
[image: ]
										Name	[image: ]
[image: ]



Click Apply Now [image: ]
[image: ]
									Name	[image: ]
[image: ]


Information/Guidance about your application:
[image: ]
[image: ]

Click Continue  [image: ]






Data Protection and Personal Information:
[image: ]
Click Continue  [image: ]



Complete Personal Details:
[image: ]
								Name	[image: ]
[image: ]
[image: ]
Click Continue at the bottom of each page, you can Save as you go along [image: ]


Complete Work Experience:
[image: ]
Click Continue at the bottom of each page, you can Save as you go along [image: ]

Complete Qualifications: 
[image: ]
Click Continue at the bottom of each page, you can Save as you go along [image: ]
(please note should you wish to return to this or any section to make amends before submitting your application,  an opportunity is available in the ‘declaration’ section of the application to ‘modify answers’, as shown on page 14 of this guide).



Complete Supporting Statement:
Please note the application will time out after 3 hours, please save your application regularly. Candidates are advised to complete their supporting statement in Microsoft Word and then transfer the text into the supporting statement section of the application form.
To address the supporting statement please refer to Person Specification uploaded with the vacancy.
[image: ]



Complete References:
TIP: MUST COMPLETE TWO REFEREES WITH FULL DETAILS
[image: ]
[image: ]
[image: ]
Complete Source of Application:
[image: ]




[bookmark: DeclarationSection]Complete Declaration
[image: ]

If your application is incomplete and you would like to save it without submitting to return later, please click on the [image: ] button at the top of this page.
If you would like to go back and amend your answers and review your application before submitting please press [image: ]
If your application is complete press  [image: ] to submit your application. Please note once you submit your application you will not be able to amend your application.



Complete Diversity Monitoring:
[image: ]


Click Save & Proceed  [image: ]


Complete Feedback:
[image: ]
[image: ]
Click Continue at the bottom of each page, you can Save as you go along [image: ]

This will take you back to your Current Applications screen:
[image: ]
								Name	[image: ]
[image: ]
To review your application please click on the vacancy name as below
[image: ]
And Click on Review as below
[image: ]
Which will bring up your submitted application
[image: ]
Always remember to Logout of account    [image: ]


General Recruitment System Navigation

Toolbar at the top of the screen has the following:
Search: allows you to search for vacancies
Job Alerts: will show current vacancies
Applications: will show current applications, each vacancy is in a box which will have a link which allows you to View Position or Click here e.g. You have been invited to book an appointment, just click on the link and select appointment slot for example.  Previous applications are listed at the bottom of the page.
Messages: this allows you to click on the book an appointment.  You can view Pending Messages.  
[image: ]
You can also look at Previous Messages by clicking on the drop down arrow  [image: ]   at the side of the previous message, this will show you the full content of the email or message you were sent example below:
[image: ]
My Details: shows the personal details you have entered, these can be edited by clicking Edit Details in the relevant boxes.  There is also a facility for you to add Notice Details, Curriculum Vitae (upload- however we do not accept CVs), Employment Details OR Education Details, these are not automatically populated from the application form, THESE NEED TO BE ADDED SEPARATELY.
TIP: You can also Edit your personal statement in this section.
[image: ]
[image: ]
Account: In this section you can edit and change account details and delete account.
[image: ]

Logout: you can logout using the logout button on the right hand side     [image: ]
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Test Position
Location: Fire Service
Headquarters

Contract Type: Full-
time

Closing Date: 12 March
2019

Salary: Test Position
‘Specific Hours: 9 -5

Test Position

Al correspondence will usually be sent to your email
‘account registered with the online recruitment system
rather than by letter. Please check your email account
regularly.

It atter reading all of this information, you are interested
in applying, please read the documents listed below for
more details and click on "Apply’ for the application
form.

Please note we do not accept CV. If you are viewing
this vacancy on ‘jobsindeed or other external platform,
the only way to apply for this vacancy is to visit
www.wyfs.co.ukicareersivacancies and the complete
application form via our online Access vacancy system.
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Your Next Steps
We are delighted you are choosing to apply for this role with us.

As you fill in your application you will receive instant feedback through the process. The application will time out after 3
hours and any unsaved changes will be lost, please save your application regularly. Please note if you do not submit your
application within 30 days, it will expire and a new application will be required. Any applications received after the closing
date will not be accepted

Your application remains completely anonymous until you submit it. See our Privacy Statement on the next page to find
out more about how we will use your personal information.

There are two steps in the application process where you will have the opportunity to

« Tell us about yourself
« Complete our application form

Please note, to complete our on-line application, and so that we can contact you during the recruitment process you will
need a valid email address.

I you do not currently have an email address, you can set one up easily by visiting a web based email provider.
To assist you in your application, we have provided some advice below:
Do's

« Do make sure you make note of your user-name and password to enable you to return to an incomplete
application.

« Do make sure you enter the information as accurately as possible, especially contact details.

« Do be open and honest in the answers that you give

« Do take your time to fill in all the questions.

Don'ts

« Don'tleave your uncompleted application form without saving it first
« Don't submit your application unless you are completely satisfied with it and you have answered all the relevant
questions.

You are now ready to begin! Please click ‘continue’, and we wish you every success in your application.

Please note you will need to activate your account using the email we send to you before we can see your application so
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Please note you will need to activate your account using the email we send to you before we can
see your application so please do activate as soon as possible.

ntinue
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Privacy Statement

Ifyou apply on-line for a position with West Yorkshire Fire & Rescue Service, we will use the
information you provide to assist in the recruitment and selection process.

Under the Data Protection Act 2018, the general information that you supply about yourself is known
s your personal data and information about any criminal convictions, ethnic origin and health,
amongst other things, is called 'sensitive personal data'.

We will process (e.g. record and use) your personal and sensitive personal data for its intemal
records, in the context of equal opportunity monitoring and to assist in the selection for employment
process. Generally, we will only use your information within West Yorkshire Fire & Rescue Service.
However, sometimes we use third parties o process your information on our behalf. West Yorkshire
Fire & Rescue Service requires these third parties to comply strictly with our instructions and they do
not use your personal information for their own business purposes unless you have explicitly
consented to the use of your personal information in this way.

Your personal information will be retained only for as long as necessary to fulfil the purposes for
‘which the information was collected, or as required by faw.

Ifyou have any queries or requests at any time concerning your personal information held by us or
our practices in this regard, please contact us on 01274 473786,

By submitting your application on-line you will be giving your consent to West Yorkshire Fire.
& Rescue Service to process your personal and sensitive personal data.

In order to view our full our privacy notice, please go to https://www.wyTs co.uk/about-us/who-we-
arelyour-information-privacy-notice/

Please click ‘Continue' to start the application process.

ntinue
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Personal Details.

- Title

Rank (f applicable)

* First Name
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Work Experience

Please provide details of all your work history including employment, education, periods of
unemployment and career breaks. These should be in date order starting with the most recent
Ifyou have recently left school/college and do not have work experience please give details of
your places of study.

(Internal applicants need only provide their last 4 roles/postings including temporary roles)

You may enter up to 10 sets of details. If you have no further details to enter please scroll to
the bottom of the page and select "Save and proceed” and you will be taken to the next section
of the application form.
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Qualifications & Professional development

You may enter up to 10 sets of details. If you have no further details to enter please scroll to the bottom of the page
and select "Save and proceed” and you will be taken to the next section of the application form

Qualifications & Professional development 1

Qualification type eg GCSE, Gose
NVQ, Degree

Subject e.g. Maths, English Maths (C), English (B), Chemistry (B), Physics (C)
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Supporting statement

* Use this box to tell us more about what you are doing now and why you think you are
suitable for this job. You will need to refer to the person specification and job description
before completing this section

Please provide evidence for all application form based criteria listing or numbering the
competency criteria in the Person Specification against which you are providing evidence
‘within the space provided. You should give clear, concise examples of how you meet all of
the Essential person specification criteria, identified as ‘Application’ in order to be.
shortisted for this vacancy.

Ifyou are applying for a Apprentice/Trainee Firefighter vacancy (with no job
description/person specification) you will not be required to complete this section - please
state - "non applicable”
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First reference

- Tite
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* Sumame

* ConnectionRelationship
toyou e.g. Manager.
Colleague, Friend,
Teacher
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* When can we contact this

> © Immediately

O Only ifinvited to interview
O Following interview
O Following confirmation of job offer
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Source of Application

Source of Application

Ifthe source of your
application is a newspaper
or publication, community
event, council website,
‘website or other please
additionally specify which
in the box provided
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O O0OO0OO0OO0OO0O0OO0O0
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Circular/FrontPage
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‘Word of mouth
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Declaration

By submitting this application, | confirm that the information given in this application is, to
the best of my knowledge, correct. | understand that any offer is subject to receipt of
satisfactory references. | fully understand that if subsequently any information given is
found to be false or misleading, the company reserves the right to withdraw its offer of
‘employment or cancel any agreement made. | understand that if this is discovered at a
later date, | may be dismissed.

@ | have read and accept the conditions above.

If your application form is incomplete and you would like to save it without submitting to
return later, please click on the 'Save' button at the top of this page.
Alternatively please press the 'Continue’ button to submit your application.
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Diversity Monitoring
Diversity Monitoring

West Yorkshire Fire and Rescue Service is an equal opportunities employer and is determined to ensure that:

« The workforce reflects the diverse society which it serves and that the working environment is free from any
form of harassment, intimidation, bullying or victimisation

« Alljob applicants and employees will be treated fairly and will not be discriminated against on the grounds of
gender, sexual orientation, age, marital status, race, colour, nationality, ethnic or national origins, creed,
religious belief (religion) or disability.

« No job applicant or employee is disadvantaged by conditions or requirements which cannot be justified by the
requirements of the job.

*Age Bracket

<25
2529
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And Finally

We would appreciate your feedback about our online application process. Your feedback is
important to us as it helps us to continually Improve our recruitment process.

This feedback is not linked to your application in any way and is completely anonymous.
Thank you in anticipation of your feedback
In comparison with other online application processes you have used, how quick was the
process to complete?
® Very
O Fairly
O Notvery

How easy did you find the recruitment process to complete?

® Very
O Faiy
O NotVery

How easy did you find it to navigate around the recruitment website?

® Very
O Fairly
O Notvery
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How informative did you find the recruitment process?

® Very
O Fairly
O Notvery

How appealing did you find the recruitment website?

® Very
O Fairly
O Notvery

Is there anything else that you would like to share with us such as what you particularly
iked about the process or any suggestions you have for improvement?

Continue
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Current Applications

Test Position (STNAPNC-CLRB-Y)

9 Fire Service Headquarters

© Application submitted: Mar 04, 2019
0954

‘Your application is being processed.





image38.png
Current Applications

Ltest developments Standard app

(STNAPNC-C8DO-6M)

Q Fire Service Headquarters

O Application submitted: Aug 01, 2019
15:59

Your application is being processed.
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Action Centre

Your Next Steps

Privacy Statement

Submitting Your
Application
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Submitting Your Application: Complete

Personal Details
= Title Mr

Rank (if applicable)

* First Name FaroogTest




image41.png
Pending Pending Messages

Appointments
" Nopendingmessages

Lapsed

@ Your Application - Invite to Interview

® West Yorkshire Fire & Rescue Service - Conditional Offer

@ Your Application - Invite to Interview

15 Mar 19 14:16

15 Mar 19 14:01

15 Mar 19 11:19
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15 Mar 19 14:16

@ Your Application -

Application STNAWC-ACKZ-12
Dear Tracy
Re: HR Administrator TEST
We are delighted to invite you to an interview for the above position.

Please clck on the link at the bottom of tis email o log into the portal and book yourself on to one of the.
‘avalable interview dates and times.

‘Shouid you require any special faciltiesireasonable adjustments at interview/assessment please let us
know as s00n as possible 50 we can make the necessary amangements.

Please can we ask that you do this as soon as possible as we are really looking forward to meeting you
again.

1fyou have any questions please do get i touch.

Kind regards.

WYFRS Recruitment Team
01274 655818
‘applications@westyorksfire.gov.uk
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Notice Details.

‘Add Notice Details

Curriculum Vitae

Upload CV/
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Employment Details

Add Employment Details

Education Details

'Add Education Details
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Change your preferences. You can change your timezone, SMS and email
settings.
e Change your email. You wil have to validate your new email address.

Change your password. You will have to Supply your current password,

Delete your account. This will remove your access o the system and
withdraw any active appications.

Delete account

More information about the data we collect, how long it is retained and your right to request we delete it is available in
our privacy notice

Last logged in from
isw.changeworknow.co.ukiwest_yorkshire_fire_and_rescue_servicelvms
on Thu Feb 21 15:01:38 2019




