[bookmark: _GoBack]Job Application Guidance for Priority Candidates
This document has been created to support Priority Candidates in the process of searching and applying for roles at the University of Oxford.
Internal Jobs Board
· To search for all internal University jobs, visit self-service, which can be accessed through the HR Self-Service page:  https://staff.admin.ox.ac.uk/working-at-oxford/you-and-work/hr-self-service 
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· You will need to log in (make sure you are connected to a VPN). 

· On the dashboard, you will see a ‘vacancies’ tab. Here you can see all roles and search by keyword or filter by open and close date.
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· Select the three dots and ‘View details’ to see more information, including the Job Description. You can apply from this page.

· Remember to attach your priority candidate letter to your application.

See the step-by-step guide on the HR Support pages here: https://staff.admin.ox.ac.uk/internal-job-board-faqs 
Externally Listed Vacancies
· To search for all University jobs, visit the vacancies page: https://my.corehr.com/pls/uoxrecruit/erq_search_package.search_form?p_company=10&p_internal_external=E 

· Here you can select jobs based on:
· Vacancy ID
· Department
· Vacancy Type (Apprenticeships; Academic; Research; Professional/Management; Support/Technical/Temporary Staffing Service)
· Using keyword search
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· Once you click ‘search’, all vacancies fitting your search criteria will appear. 

· There are vast amounts of jobs posted with different job titles that may be suited to you, so it is worth amending your keyword search to see a wide variety of vacancies.

· Please note that roles are listed in order of soonest closing date, so recently added vacancies may appear later in the search. It is recommended that you check back daily as this often changes.
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· To find out more about a particular vacancy, click either the title of the role or the ‘show more details’ link.

· From this page, you will be able to download the Job Description and/or apply through the e-recruitment. Remember to attach your priority candidate letter to your application.

Help or further information
For help with technical aspects of your application, please contact: recruitment.support@admin.ox.ac.uk
For queries about the role, please check the contacts given on the job details page (see screenshot below), which may be the hiring manager or an administrator in the department.
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Communications and Marketing Assistant

Blavatnik School of Government, Raddliffe Observatory Quarter, Woodstock Road, Oxford, OX2 6GG

Grade 5: £25,941- £30,842 (1

a discretionary range to £33,797) p.a.

‘The Blavatnik School of Government is looking for a Communications and Marketing Assistant to join our External Relations
team, who supports the connections between the School and the wider ... show more detai

Vacancy ID : 151819 Closing Date & Time : 19-Jul-2021 123

Executive Co-ordinator and Assistant to the Director of the MRC Molecular Haematology Uni
(MHU)

Radcliffe Department of Medicine, MRC Weatherall Institute of Molecular Medicine, MRC Molecular Haematology
Unit, John Raddliffe Hospital, Headington, Oxford

Grade 6: £29,176 - £34,804, with a discretionary range to £38,017 per annum

An exciting opportunity has arisen for a highly motivated, profe d Executive Co-ordinator and Assistant

to the Director of the MHU, show more details ->

nal and well-orga

Vacancy ID : 151853 Closing Date & Time : 19-Jul-2021 12:00

Fa

Admi

strative Assistant

Department of Oncology, Old Road Campus Research B
Grade 5: £25,941 to £30,942 p.a.

\g, Headington, Oxford

Please note: this is a re-advertisement. Previous applicants need not apply.

We have an exciting opportunity to join the Facilities Team ... show more details ->

Vacancy ID : 151723 Closing Date & Time :19-Jul-2021 12:00
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Contact Person :  Recruitment Administrator
Contact Phone :

recruitment@admin.ox.ac.uk
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HR Self-Service

HR Self-Service comprises Employee Self-Service, Manager Self-
Service and the Internal Job Board.

Log in to access your payslips and P60s, update certain personal, job and pay details or to ’
apply for a University job. If you have been designated as a Self-Service Manager, you can also
e information about your eam. x x ‘

Need help?
Overview

What is Employee Self-Service?
‘What is Manager Self-Service?

What i the Internal Job Board?

Frequently Asked Questions (FAQs)
Access

Internal Job Board

Payslips and P60s.

‘Annual leave and sickness

Timesheets and holiday claims

HR SELF-SERVICE

© KR Self-Service is available on the
University’s network and VPN only.
‘Working from home? Set up a VeN
connection

I0GINTOSELF-SERVIE >

(VPN / University network only)
System updore period: 20:00 on Wednesdays - 02:00 on
Thursdays.

HR Self-Service may be unavailable for up to an hour

during this time.
Other system downtime.

Get help

> Employee Selr-Service How-To Guide
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Assistant Graduate Officer ~ 23-Juk2021  06-Aug-2021 H
Schools Liaison Officer 23-Ju2021  09-Aug-2021 :
Hardware and Algorithm Dev.. 23-Juk2021  13-Aug-2021 H
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