Online Application
User Guide

The Council is a Disability Confident employer. Should you require support with your
application, due to a disability, please phone our Recruitment Team on 01245 606440 or
email hrsupport@chelmsford.gov.uk

Introduction
This document is guidance for applicants on completing Chelmsford City Councils online application form.
Should you need any further help or feel anything needs changing or expanding within this document please contract
HR Support on 01245606440 or hrsupport@chelmsford.gov.uk
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1. Getting Started
To find our job website use the link www.chelmsford.gov.uk/jobs. The page will look as below.

This page has useful information about working at the council as well as different opportunities we offer.
To navigate to the jobs page, click current vacancies and then view vacancies. This shows all the current
roles at Chelmsford City Council and will look as below.

If there are not any suitable roles for you, please see section 4 ‘How do I sign up to job alerts?’. If you do
see a suitable role click ‘[more details]’ to see all the full advert.
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From here you will see a link to download a job pack (circled below). This can be a great source when
applying for a role as it tells you all the essential and desirable criterial the role requires. Keep hold of this
as you can reference each criteria when filling out the personal statement section of the application form.

If you see something of interest you can apply by clicking ‘Apply online’ as circled above. This will direct
you to the ‘Apply for jobs’ login page.

If you have an account, enter your email address and password and click the ‘log in’ button. You will then
be directed to the online application form, see section 2 below.
If you are a new user, select the ‘New user registration link’, See section 1.1 below.
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1.1.

Creating an account

After clicking the ‘New user registration link’ you will be directed to the ‘New user registration’ page

The new user registration form requires you to complete the following:
Title -

you can select this from drop down menu

Forename -

fill in your first name

Surname -

fill in your surname

Email address application.

this is the email address we will us to send correspondence relating to your job

Password -

fill in a password (must be a minimum of six characters and contain at least one alpha
and one numeric character e.g. 12Pass).

Once completed, click the ‘Submit’ button (circled above). An email will then be sent to the email address
you registered with confirming your registration details. Your username for the system will be your email
address.
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2.

Completing the Online Application Form

2.1.

Application Summary Page

After logging in you will be directed to the ‘Application summary’ page

Above is a breakdown of the application form listed under ‘application page’. You will need to complete
each section before your application can be submitted. Once completed, they will show a tick next to
them.
Under the ‘Icon guide’ section is a list of the different signs you will see when completing this application
form, it is worth making note of these, you can return to this screen at any point during your application.
To continue to the form, click on ‘Applicant Privacy Notice’
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2.2

Applicant Privacy Notice

This section explains what happens to the information you give Chelmsford City Council when submitting
an application in order to be GDPR compliant as well as listing your rights.
At the bottom of this page is a tick box to say you have accepted all the above statements.

Once you have ticked the circled box, click proceed to access the next section (circled above).

Page | 7

2.3

Personal Details

Please ensure you complete all sections with a blue circle with correct details as these will be used to contact
you regarding your application.

You will see add and remove buttons (Circled above) which allows you to input multiple pieces of
information which is helpful for the recruitment and selection process.
Please click ‘proceed’ to continue to the next section (circled above).
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2.4

Employment / Educational History

Please ensure you provide us with 5 years employment/education history including any periods of
unemployment or gaps in employment. Starting with your most recent / current job please give details of:
Employment / Education Name –

please enter the name of the company / school you work for /
attended.

Job Title –

if you were in education please state education / student

Employment / Education Start Date –

please enter this as close as you can to the date you started, if you
are not sure of a day please enter it as the start of the month.

Employment / Education End Date -

please enter this as close as you can to the date you started, if you
are not sure of a day please enter it as the start of the month.

Category –

please chose from the drop list

Salary –

please enter this without the £

Reason for Leaving –
required.

click from the drop-down menu. If you are still employed this isn’t

Using the add button please repeat this process until you have inputted your 5-year employment history
including any gaps. Please click proceed to access the next section (circled below).
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2.5

Qualifications

Please indicate any qualifications you have gained or are undertaking. Use the ‘Add’ button (circled below)
to record each qualification. If you are shortlisted for interview you will be required to produce original
certificates (or documentary proof of qualifications) where these are specified as an essential requirement
of the role.
Please click ‘proceed’ to access the next section.
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2.6

Professional Memberships and Training

Please indicate any professional memberships you hold. Use the 'Add' button (circled above) to add
multiple
If the membership is not listed in the drop-down list, then please add the details to your Personal
Statement (see section 2.7 below)

Please indicate any training undertaken in the last 5 years that may be relevant to the role you are applying
for. Use the ‘Add’ button (circled below) to add more than one training event.

Please click ‘proceed’ to access the next section.
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2.7

Personal Statement

In your own words explain how you meet the criteria required for the role and state why you should be
selected for interview. The criteria for the role can be found within the job pack, try to include evidence for
each of these.

When the recruiting manager starts to shortlist applications, they will be looking at your personal statement
for evidence on how you meet the essential criteria of the role.
Please be aware this section has a limit of 8000 characters.
Please click ‘proceed’ to access the next section.
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2.8

Reference Consent

This section is asking for consent to approach your referees if you are shortlisted. This is not mandatory,
and you will be sent a further consent form with your conditional offer letter if you are successful at
interview.
Please click ‘proceed’ to access the next section.
2.9

Criminal Convictions

This section asks about your status regarding criminal convictions. It is a requirement of
Chelmsford City Council that all applicants for employment within the service of the Council
disclose current and pending prosecutions, and for some roles, previous criminal convictions. Please
ensure you carefully read through the guidance and questions, and give an answer for each.

Please note that declaring a criminal conviction will not necessarily prevent you from working for
the City Council
Please click ‘proceed’ to access the next section.
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2.10

Declaration

The first part of this section is to declare if you are related to any Member (Councillor) or employee of
this council.
The second part asks you to read the declaration, tick the box to say you have agreed, and fill in your
name.

Please click ‘proceed’ to access the next section.
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2.11

Equalities, diversity and inclusion Information

Please note there is an option to prefer not to say if you do not wish to disclose this information but that
throughout the selection process, this information is only seen by Human Resources.

Please click ‘proceed’ to access the next section.
2.12

Where did you hear about this position?

Please pick from the drop down where you heard about this role. This helps us measure how our adverts
are being seen by potential applicants.
Please click ‘Save / Summary’ to go back to the first screen and submit your application.
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3.

Submitting your Application Form

Once you have completed all the sections you will be brought back to the application summary. All the
sections should now have ticks against them. If a section does not have a tick it is incomplete, you can now
click on it and finish this.
There are three options on this screen you will see, the first being to print your application. The second is
to submit your application and the third is to delete it.

To submit your form, click ‘submit now’, this will bring up the above message. Please click continue. This will
then show a message confirming your application has been submitted.
Please note you cannot make any further changes to your application once it has been submitted.
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4.

FAQ’s

Q. How do I sign up to job alerts?
A. When you search for a job at the top of the page will be a grey button saying ‘click here to save this
search as a job alert’ if you click this it will set up a job alert. This will mean you will receive an email when
a job is advertised that matches your search
Q. I’m trying to fill out an application but cannot get past the personal details screen?
A. This happens because there is a duplicate entry. Unfortunately, the only way to get around this is to
delete all the information and start again.
Q. I have forgotten my password, what do I need to do?
A. Click on ‘Forgotten password’ and fill in your email address, forename and surname and then select
‘Submit’. You should receive an email within 15 minutes containing a link that will enable you to reset your
password. If you already work for the Council, email the Digital Service Desk.
Q. Where can I view my account details?
A. If you have created a user account you can view your account details by clicking the ‘My Profile’ tab at
the top of the page.
Q. Can I submit a C.V. in place of an application form?
A. No, to give all candidates the same opportunity and to ensure we have all the information we need for
the shortlisting process, we require all applicants to complete an application form.
Q. Will my email address be used for other purposes?
A. No. It will only be used to contact you about your application.
Q. Do you accept application forms after the closing date?
A. No.
Q. Can I print my application form once submitted?
A. Yes, you can print your application form by clicking ‘My applications’ ticking the ‘select’ box and pressing
the ‘Send email’ button. This will email you a copy of the application form which you then can print.
Q. What if I decide to withdraw my application?
A. This can be done online, if you log into our jobs page and click ‘my applications’ you will see all the jobs
you have applied for and next to the role will be a ‘withdrawn application’ button. If you have any issues
contact the Recruitment Team on 01245 606440 or email hrsupport@chelmsford.gov.uk giving your name,
the position title and reference number of the job for which you wish to withdraw your application.
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