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This guide is for external applications applying to South Lanarkshire Council, and the aim is to 
show a walk through of how to complete and submit your application. 

 

The screen shot below shows the welcome screen where you can search for posts by choosing 
job, title, skill or another key word. 

 

 
The descriptions and screen shot on the page below show the main functions which will help 
you to navigate through our job site. 
 
Manage Profile:  This provides a list of all tasks accessible to a Candidate such as 

their name and address in the Cloud Applications.  
Open Menu:  This menu gives candidates the ability to navigate to various links 

within the council. 
Search Button:  Candidates can type the key words, like the job or position they 

wish to apply for. 
Career Site Filters:  This allows candidates to restrict the view of the requisition to a 

targeted area. 
Footer Menu:  Candidates can navigate through various information including the 

Council’s other social media accounts. 
 



 

 
 

 

 

 
 
Cookies Consent- click on Accept or Decline directly in the pop up.  If you want more 
details on the cookie policy, click Learn more 

 
If you do this you will learn more about the cookie policy, as shown in the screen shot below. 



 
 
Talent Pool- candidates can join our talent pool to receive notifications about vacant posts 
within the Council.  Click the Subscribe button 

 
 
Then input your email address and enable the check box on the terms and conditions area. 
Then click subscribe  

 
 
When you have done this you can add your preferred jobs and locations as shown below. 



 
 
You can then add your contact and address details before enabling the check boxes to 
receive new job opportunities and/or marketing communications before hitting subscribe. 

 
 
Candidate Confirms Identity 
When entering the career site, candidates will be prompted to confirm their identity with a 
verification code. This code will be sent to your email address, and you should type the 
verification code into the box and click the Verify button as shown on the page below. 

 

 



Candidate Application details- to apply for a post, follow the steps below. 
 
Step 1: Click on the Job requisition which you wish to apply for, as shown below. 

 
 
Step 2: Click the Apply Now button to start your application. 

 
 

 
 
 
Step 3: The Terms and conditions page will then open up, and you should click the Agree 
button to proceed.  
 



You can now begin to complete your application by providing your contact information and 
answering the application questions as shown below. 
 

 
 
 
 
You will then come to the Work and Education History section: Click the Add Experience 
button each time you want to add information about a previous employer. 
 

 
 
 
Please provide all the required details of your work history and click the Done button. You 
can then add another employer and add these details to build up your work history. 
 



 
 
Click the Add Education button to add your relevant education history and qualifications. 

 
 
 



 
 
Add all your relevant educational experience and qualifications and then select the Done 
button when complete. 
 
In the License and Certificate section you can click the Add License button to add details of 
your licenses, certificates and memberships of professional bodies and click Done button. 

  

 
 



 
Next you should click the Add Extra Information button 

 

 

 
This allows you to add your reference information. You must provide details of 2 referees, 
as shown on the page below, one of which should be your current or most recent employer. 
Click the Done button when this section is complete.  

 
 
The Supporting Document and URLs section shown on the next page allows you to provide 
additional information. However, please note that resumes and CV’s are not accepted as 
part of the recruitment process 



 
Click the Add cover letter button.  This allows you to upload any additional information or 
supporting documents such as qualifications that you wish to provide in support of your 
application. 

 
The Disability Information section allows you to provide any relevant information. This will be 
used for monitoring purposes. 



 
The Sensitive Personal Information section allows you to provide your date of birth. You 
should then click the Add National Identifier button. 

 
This allows you to add national identifier such as your National Insurance details and then 
click the Done button. 
 

 



The Diversity Information section allows you to provide all the necessary details as shown 
below. These are used for monitoring purposes. 

 
Enable the check box for new job opportunities and marketing communications and update 
your full name (First Name and Last Name) and click the Submit Button 

 
 
 



Once your application is submitted, the screen below appears, and your candidate profile 
screen status is displayed as “under consideration”. 

 
 

 
You will also receive an email on your recent job application. 

 
 
During any stage of the application, you can click the status down arrow and select the 
Withdraw application option. 



 
 
Candidate Profile Management 

You can maintain your profile to ensure it is up-to date, for example to update your phone 
number, address or email address while an application is in progress.  Simply click the Info 
and Alerts button and then Edit Personal Information.  
 
You can also delete your profile by clicking Delete My Profile button in the Profile page 
 

 

 

 
You will receive the below message prompt and you should click the Delete My profile 
button 
 



If you need this information in another language or format, please contact us to 
discuss how we can best meet your needs. Phone 0303 123 1015 or 
email equalities@southlanarkshire.gov.uk. 
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