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If you have any concerns or queries about registering on our site or searching for / applying
for jobs on our AVFC Recruitment Search site, then please contact the Human Resources
Department to discuss this further on 0121 327 2299 or careers@avfc.co.uk.
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1. How to search for a job

How to search

Click onto the AVFC Careers Search Site: https://my.corehr.com/pls/coreportal avfcp/

To Search for a vacancy, select the relevant search fields i.e. job title, department or
vacancy type or click ‘search’ to search all vacancies



https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fmy.corehr.com%2Fpls%2Fcoreportal_avfcp%2Ferq_search_package.search_form%3Fp_company%3D10%26p_internal_external%3DE&data=02%7C01%7Clisa.bailey%40avfc.co.uk%7Cd044d1bed24e49c897e508d764314a1b%7C0b5f93acd14a47ba90578832da563bc7%7C0%7C0%7C637088035177567681&sdata=ttfTQft%2B4eZmQPeL7zCpyZhFwoFOwY39JKB0h2%2BbwWQ%3D&reserved=0
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2. Reqistering as a New User

How to apply for a vacancy — Register as a New User

To apply for a vacancy, you must register and set up an account first as a New User. You
can do this by clicking ‘Register’ on the left-hand side.

Complete the fields and click ‘Register. PLEASE REMEMBER TO TICK THE TERMS
AND CONDITIONS BOX TO SAY YOU AGREE WITH THE TERMS & CONDITIONS
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Once you have registered, you will be able to search for the vacancy that you wish to
apply for and click ‘Apply’ on a vacancy you wish to apply for.
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3. Applying for a job for the first time

The Application Form: Personal Details Section (Mandatory Completion)

The * indicate the mandatory fields which must be completed to move forward

Complete the relevant fields with your details and click ‘Save and Next’

The Application Form: Your Application Section (Application Overview Page)

Each time you complete a page and click ‘Save and Next', you will be taken to the below
screen so you can see your progress and identify which parts of the Application Form you

have completed. This table also shows which sections are Mandatory or Optional for
completion.

If you are unable to complete your application form in one attempt, you can always click
‘save for later’ at any point on this screen. The information you have added into your
application will be saved for when you login next time.
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The Application Form: Applicant Document Details (Optional Completion)

You can upload any supporting documentation to your application e.g. CV, Cover Letter.

To do this, you need to click ‘Choose File’, locate the file you wish to upload from your
computer, click ‘Open’ and then click|'Upload’

Once your documents are uploaded to your application, your screen should appear as
follows identifying the documents which have been attached and the date these have
been uploaded.

Click ‘Next’
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The Application Form: Previous Employment Details (Mandatory
Completion)

Complete your previous employment details in the fields below. If you are currently still
employed in a position, just leave the end date blank.

If you only have one previous job to add, then click ‘Save and Next’.

If you have more than one previous job to add, then click ‘Save and Add’.

If you have clicked ‘Save and Add’, the following screen will then appear with the one
record of employment history showing at the top. You will then be able to complete the
details and add another employment record:
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If you have clicked ‘Save and Next’, the following screen will then appear:

You can continue to add more previous employmentre wish by clicking ‘Add’
in green at the top of this page. Alternatively, you can click ‘edit’ or ‘delete’ to amend or
delete the record as appropriate.

Once you have completed this section, click the ‘Back’ button. This will return you to the
“Your Application’ overview page showing which sections you have completed and the
sections which are not yet completed.

The Application Form: Qualification Details (Mandatory Completion)

When you have clicked on ‘Qualification Details’ on the Your Application page, the
following screen will appear. To add a qualification — click ‘Add’
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The following screen will then appear. Please complete your qualification details in the
appropriate sections identified.

If you only have one qualification to add, then click ‘Save and Next’.

If you have more than one qualification to add, then click ‘Save and Add'.

If you have clicked ‘Save and Add’, the following screen will then appear with the one

qualification record showing at the top. You will then be able to complete the details and
add another qualification record:
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If you have clicked ‘Save and Next’, the following screen will then appear:

You can continue to add more qualifications.if you wi
top of this page. Alternatively, you can click ‘edit’ or |
as appropriate.

by clicking ‘Add’ in green at the
elete’ to amend or delete the record

Once you have completed this section, click the ‘Back’ button. This will return you to the
“Your Application’ overview page showing which sections you have completed and the
sections which are not yet completed.

The Application Form: Professional Bodies Details (Optional Completion)

If you are a member of a Professional Body e.g. CIPD, BMA, ACCA, CIMA — you may add
in your details on the ‘Professional Bodies Details’ page (click on the link from the “Your
Application’ overview page). The following screen will appear. Click’ Add’
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You can continue to add more Professional Body de
green at the top of this page. Alternatively, you can
delete the record as appropriate.

if yow.wish by clicking ‘Add’ in
lick ‘edit’ or ‘delete’ to amend or

Once you have completed this section, click the ‘Back’ button. This will return you to the
“Your Application’ overview page showing which sections you have completed and the
sections which are not yet completed.

The Application Form: Reference Details (Mandatory Completion)

You must now add the details of two (or more) references who we can contact if you are
offered the role as the successful candidate. To do this, click on the link from the ‘Your
Application’ overview page to the Reference Details Screen. The following screen will
appear. Click’ Add’
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You must enter all details — if you are happy for us to contact your referee without your

REFERENCES IF YOU ARE MADE AN OFFER OF EMPLOYMENT

permission please tick the ‘permission to contact’ box. NOTE WE WILL ONLY REQUEST

13
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The Application Form: Questionnaire Details (Mandatory Completion)

You are then required to complete the ‘Questionnaire Details’ section which will ask
specific questions relating to the job role and your eligibility to work in the UK.

To do this, click on the link from the *Your Application’ overview page to the Questionnaire
Details Screen. The following screen will appear. Complete the details and then click
‘Save and Next’

The Application Form: Disclosure & Barring Details (Optional Completion)

If the role you are applying for is subject to a Disclosure and Barring Service (DBS) check,
there is an option for you to add your DBS number to your application if you already hold a
valid DBS certificate dated within the last 12 months. To do this, click on the link from the
‘Your Application’ overview page to the Disclosure & Barring (DBS) Screen. The following
screen will appear. Add in your DBS Number (if relevant) and click ‘Save and Next’

NOTE THIS WILL ONLY BE USED FOR PROCESSING IF YOU ARE SUCCESSFUL.
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The Application Form: Equal Opportunities Monitoring (Mandatory
Completion)

This section is mandatory for the Club to capture relevant information about the makeup of
our workforce in terms of Gender, Ethnicity, Disability etc. There are options within each
drop-down box for you to select ‘information refused’ or ‘prefer not to say’ should you not
wish to provide this information.

To do this, click on the link from the ‘“Your Application’ overview page to the Equal
Opportunities Monitoring Screen. The following screen will appear. Once you have
completed this, click ‘Save and Next'.

15



AVFC COREHR XD- EXTERNAL APPLICANT GUIDE

The Application Form: Completion & Submit

Your application is now complete! You can navigate, check and edit your application by
navigating through the checklist by clicking each section heading.

You can save your applicati
clicking ‘Save for Later’.

onlater and return to add further details at a later point by

You will be able to access your application form again by logging back into your AVFC
Careers account, clicking ‘Application History’ and your unsubmitted application will be
there for you to click back into by clicking the magnifying glass icon under the details
column and edit:
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personal details:

friendly summary’ button:

Once you are happy with your completed application form, you should click on the Club’s
Terms and Conditions (Privacy Notice for Applicants and Candidates) document and
review this to ensure you undekstand how the Club will collect, process and store your

You are also able to view and print a summary of your application by clicking on the ‘print

By clicking the checkbox, you are agreeing to the
Club’s terms and conditions (Privacy Notice for
Applicants and Candidates) document.
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To then submit your application, click the ‘Submit’ Button:

You will then see the below message appear and you should also receive an automated
email from CoreHR confirming your application to the email address you registered with:

You should then log out of your account by clicking the ‘logout’ menu option. Always
remember to log out of your account when accessing your details and personal
information, especially if you are using a public computer.
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4 YOUR ACCOUNT DETAILS

Account Details

You can change your account details and preferences regarding notifications at any time
by clicking on ‘My Account’:

You are also able to log in and click on ‘Application History’ to see a list of previous
applications made through the system. Click the Magnifying Glass icon in the ‘Details’
Column to open up the application form you wish to view:

19
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5 Applying for ajob if you have previously applied for another

[ob on this AVFC Recruitment System

Applying for a Post

If you have previously applied for a vacancy with AVFC Careers through our Recruitment
Search site and you wish to apply for another vacancy, you can either create a new
application form if you wish or use a previous application form which you can edit.

Always remember to log out of your account when accessing your details and personal
information, especially if you are using a public computer.
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6 INTERVIEW STAGE

If you do not hear from AVFC via email within 6 weeks of the vacancy’s closing
date, then please assume that you have been unsuccessful in your application.

If you have been shortlisted for interview and you have received an email from
AVFC confirming this, please continue to read on and follow these instructions:

Interviews

If you have been shortlisted for an interview, you will receive correspondence from AVFC
regarding interview arrangements via email so always make sure you have input the
correct email address when applying and regularly check your emails.

When you are invited to interview, you will either be given either:

e A specific time/ date - If we assign you a date and time we will ask you to confirm
by replying to careers@avfc.co.uk confirming your attendance at interview. Please
ignore the following instructions and screenshots as the following will not apply in
this instance.

e A choice of date(s) and times available for you to select a slot from - If we do
give you a choice of date(s) and times available for you to select a slot, you will
receive an email asking you to log into your AVFC Careers Account (in the AVFC
Recruitment Search site) to confirm your selected time slot. These timeslots are only
available on a first come, first served basis. To book your slot, follow the below
instructions:

You should then click on ‘Application History’

21
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You will then see a record of all the applications you have made at the Club. In the
‘Actions’ column, you will see an icon indicating that you have an action to do something
against your application. Click on the icon next to your submitted application in the
‘Actions’ Column:

You will then see a list of available date(s) and times that you can select from for your
interview. Once you have decided the most appropriate date / time for you, click on the
button in the ‘Select’ column next to the time you would like. Click ‘Submit’;

Interview slots will be on a first come, first served basis so please log on and
choose an interview slot as soon as you receive the invite email. Availability of
interview slots cannot be guaranteed as other candidates for this post will have the
opportunity to book the same interview slots.

22
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Once you have booked your interview slot, you will see the below message:

If you find that you are unable to attend your interview at your selected date / time, or if
you have selected the incorrect interview slot by mistake, please contact the AVFC
Human Resources Team via email: careers@avfc.co.uk or telephone: 0121 327 2299.
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7 ACCEPTING OR REJECTING AN OFFER OF EMPLOYMENT

Accepting or Rejecting an Offer of Employment

Following your interview stage, the Recruiting Line Manager will call you to confirm if you
have been selected as the successful candidate.

If you have been offered the post, you will then receive an email from AVFC asking you to
log into your AVFC Recruitment Account again to review the offer and accept or reject it.
To do this you will need to log into your account:

Go to ‘Application History’ and you will see a magnifying glass icon under the ‘Actions’
column. Click on this icon and details of your offer will appear:

24
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Your offer details will appear as follows:

s

If you wish to accept the offer of employment, click the ‘Accept Offer’ button and the
following page will appear:

25
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If you wish to reject the offer of employment for any reason, please add the reason(s)
for your decision in the ‘Comments Box'. Click the ‘Reject Offer’ button.

Please can you also contact%e Human Resources Department to discuss this further on
0121 327 2299 or careers@avfc.co.uk.
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