A guide to how 17c and 17j Practices can advertise vacancies

This vacancy advertising solution is for 17c and 17j Practices who cannot access Jobtrain.

When recruiting please consider using the recruitment good practice guide Currently the guide
is focused on GP recruitment however the principles apply equally to other roles.

The vacancy advertising system at https://jobsadmin.azurewebsites.net/umbraco allows you
to add information and save it as you go along however if you want to gather information
beforehand then use the supplied template. Your vacancy advert will be published at
practice.jobs.nhs.scot

https://jobsadmin.azurewebsites.net/umbraco B aCh |r1format|on LRI el
Practice on the Content tab

and login

Add information about how people
Add details about your vacancy can contact your Practice on the
Contact Information tab

Add additional information about
your vacancy on the Additional
information tab

Add information about your
vacancy on the Content tab

Once you're happy with the Add contact information about
information you’ve added on each your vacancy on the Contact
tab click Save and Publish information tab



https://www.recruitmentsupport.scot.nhs.uk/
https://practice.jobs.nhs.scot
https://jobsadmin.azurewebsites.net/umbraco

Go to

A guide to how 17c and 17j Practices can advertise vacancies

https://jobsadmin.azurewebsites.net/umbraco

and login

Happy funky Friday

Username

Password

Forgotten password?

Have you
advertised this
way before?

If you don’t have login details then
send a request to

nss.practicerecruitment@nhs.scot

Jump to stage 4

Add information
about your Practice


https://jobsadmin.azurewebsites.net/umbraco

Practice information Content tab
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Add information about your SR, B s
Content Name
Practice on the Content tab. e e
You only have to do this once — : —
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TestPrac working with us
Qur Values

Organisation Name If you have a specific vision or

Enter your organisation or
practice name

values statement, you can

enter it here.

About Us
Add a brief description of the
organesation or practice

These are

the choices
you have

Find out more

If you have any arrangements
in place for e.g. practice visits,
mformation events,

attendance at conferences or

any other activities for formal

and informal conversations

about the post advertised

Working with us

you ¢an add them here.

Describe your organisation
y E

and why it's 2 great place to

work

Save

Unpublish -

et

Once you're happy with
the Content tab then
save by clicking here

and then Save




Practice information Contact Information tab
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Contenfl | Contact infarmation | [rganisation 1D Info

Add information about how
people can contact your

Practice on the Contact .
Information tab

Telephone Number

Telephone Number
Enter your main telephone
number. You can use different

numbers for information
Address contacts on a job specific
basis too but this number will

be used as the defauit number
for all telephone contacts
though if you don't.

Postcode

Your postcode. If there's a
postcode in this box, it will be
used as the default locaton

eMail
for jobs but you can still enter These are y
: . Add the default email you
a different postcode for each the ChOICeS
want to be contacted by here.

job if you want to when you
you have You can use 3 different one
create a new advert

for informal contacts for each

advert if you wish.

a What3Words Location

Website Address ! T
The W3W location is another

Put your website address in

’ way to locate your .

here. TR = Health Board Area
organisation. (You can find out
more at

https:/'what3words.com/ or
just leave blank if you wish
and we'll use the postcode.)

Once you're happy with
the Contact Information tab

then save as before




Vacancy information Create a vacancy advert

Add details about
your vacancy

Content

Click on your

¥ Practice
’ _—
» ¢ TestPrac
Create
Content Create an item under TestPrac
I
» gh TestPrac




Vacancy information Content tab

Content dditional Information  Contact information  Info
Add information about your Conet e
vacancy on the Content tab
Title
* i TestPrac
Closing Date =
""“f"““"‘ o Fumise B/ E E F E = 3 B £
Short Description
Closing Date * Short Description
Job Reference Mumber e i
Add a short description of the
job suitable for appearing in 3
list of jobs. Its optional - if you
qaEd don't use it the first few
Description s
words of the main description
Enter the description of your will be used instead.
current vacancy.
Title
Enter a job title. Use terms
like GP, General practitioner, Job Family *
GP Partner (add other key
viibirN vty v These are
terms like locum or salanied if
applicable) the choices
Postcode

you have

Add a postcode to allow the

location of the vacancy to be

added to a map

Job Packs/More

PRPL AR Financial Package

You can add details of any
additional financial
enticements or other

You can upload a file with
maore information about the Who we're looking for

job or the practice if you wish.

Pdfs are preferred but Word
documents or Powerpoint are
ok too.

elements of the reward

package.

You can give a short

if you want.

description of the type of
person you're looking for here

Image 1

Salary

Once you're happy
with the Content tab

then save as before




Vacancy information Additional information tab

Add addltlonal Informatlon Conterf]  Additional Information  ontact information  Info
Content
about your vacancy on the gl S i
Additional information tab e
GP Retalner

Permanent Post x

Vacancy Duration

Full Time x

Hours Per Week

Vacancy Type

You can check the baxes to
give us some more
information on the vacancy.
It's opHonal but if you supply
it it will help the vacancy to be
found more accurately in

searches.
Hours Per Week
These are
. Permanent Post
the choices
you have
Full Time Vacancy Duration

Once you're happy with
the Additional information

tab then save as before




Vacancy information

Contact information tab

Add contact information about
your vacancy on the Contact
information tab

» o TestPrac

Content  Additional Informati Contact information fo

Contact Phone Mumber

Contact Mame
These are
. Contact eMail
the choices

you have

Once you're happy with
the Contact Information

tab then save as before




Publishing your vacancy advert

Your vacancy advert will
be published at

https://practice.jobs.nhs.scot

It can take up to 60 minutes for
your vacancy advert to appear.
If it fails to appear email

nss.practicerecruitment@nhs.scot

If the vacancy advert is for
a GP it will automatically
be published at

https://gpjobs.scot

updated 14/06/21

Once you're happy with
the information you've
added on each tab click
Save and Publish

Home Search Site map

NHS Scotland Practice Jobs NHS

General practice and primary care recruitment il

Reference/
Keyword(s)
Search

Latest Vacancies in NHS Scotland

The NHS &
career

Advanced
Search

NHS Board Vacancles

To view and apply for
current NHS Board
vacancles in Scotland
please go to

You can sl find primary
care and other nen-board
jobs in health on this site

I Warning to applicants
foc

Could you help us as we strive to modernise our
Primary Care services to deliver a safe, eff
person-centred healthc
work in a system that Ps and Primary Care?
Primary Care in Scotland is changing and we want

youto be a partof it.

Find out more

T W

Regions



https://practice.job.nhs.scot
https://gpjobs.scot

