	




	Instructions on how to access ESS [Employee Self Service] 
and view on-line applicants


1. Accessing ESS:

As a selection committee member you will need an Employee Self Service Username and Password to access applicant details for your assigned Competition.  

Your PIN i.e. password will be automatically set to 1234. Please reset your password on first login and do not disclose this PIN to anyone else, as this would enable them to access confidential information. 

To access your ESS account click on the following link:

http://annibal/pls/intrecruit/hr_hrw0001_form.display_form
Please note that you can only access ESS within UCC.
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· At the login screen - Enter your Personnel Number followed by your PIN. 

Note: If you try to log into ESS with the wrong PIN, you will be locked out of your account after 3 consecutive failed attempts. 


· If you have forgotten your PIN and/or you have locked your account, please contact or Anne McSweeney on 021 4903073 or Anne O’Sullivan on 021 4903837 [Mornings only].

2. Resetting your PIN
· After logging in, click on the Home icon in the upper right hand corner of the screen
· Then select Change Pin
· Enter your current Pin, new Pin, confirm Pin and click Submit
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3. Connecting to Online Recruitment
Click on Online Recruitment Enquiry to view the list of current competitions to which you are assigned as a selection committee member. You will also be able to view the details of any interviews you have pending in the next five days.
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4. Viewing Application Details:

· You are now in your Core HR welcome screen.  Vacancies for which you are a selection committee member are listed under the heading Current Jobs. 
· Click on either the Job ID number or the Title to access the details for that particular vacancy.

· You will be able to view the job until it is filled and closed by the Recruitment office.
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· All the applications received to date are listed by name at the bottom of this screen under the heading Job Applicants.
· Click on each applicant name to review a summary of their application along with the Supplementary Information Form [SIF]. 


The SIF is important as it grants applicants the opportunity to provide a Supporting Statement, as well as, enabling Academic applicants to list their Research Interests and Publication Record to date.
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Welcome Suzanne Power

Back to previous page

Applicant Detail Report

Job Description

Job Reference: 007264, TEST JOB - Administrator
Martin Testing DAD

Applications are invited for the above full-time permanent past The Office of the Vice President for Planning, Communications and Development has a
broad remit including responsibility for Strategic Planning, Computer Centre, Marketing & Communications and the Development Office.The postholder will
be required to discharge 3 broad range of activities through the co-ordination, administration and organisation of administrative and support functions
The post carries a high evel of authority invalving extensive contact of an independent and discretionary decision-making nature with academicjtechnical
staff, College Offices/Units, Officers as well as external bodies and represents the Vice President of Planning, Communications & Development on
administrative matters.The ideal candidate will have 3 proven ability demonstrated through extensive administrative and management experience at a

high level. She will be able to demonstrate excsllent organisational, interpersonal and computer skills and a proven ability to work independently and as
amember of a team,

Salary scale (new entrants): Eur43,741- Eura 52,542 per annum.

Closing Date: Friday, 31st January 2007

Job Applicants

Application Status Applicant Score Interview Date
Sandra Smith Application 100
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5. Printing Application Form Details
You can Select the Applicant Detail Report situated top-right of the screen to print more detailed application information featuring the full particulars of all candidates who have applied for the post.

Each candidate report is separated and a summary of the post, including recruitment dates and the job ad etc. is provided.
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Welcome Suzanne Power

Back to previous page

Applicant Detail Report

Job Description

Job Reference: 007264, TEST JOB - Administrator
Martin Testing DAD

Applications are invited for the above full-time permanent past The Office of the Vice President for Planning, Communications and Development has a
broad remit including responsibility for Strategic Planning, Computer Centre, Marketing & Communications and the Development Office.The postholder will
be required to discharge 3 broad range of activities through the co-ordination, administration and organisation of administrative and support functions
The post carries a high evel of authority invalving extensive contact of an independent and discretionary decision-making nature with academicjtechnical
staff, College Offices/Units, Officers as well as external bodies and represents the Vice President of Planning, Communications & Development on
administrative matters.The ideal candidate will have 3 proven ability demonstrated through extensive administrative and management experience at a

high level. She will be able to demonstrate excsllent organisational, interpersonal and computer skills and a proven ability to work independently and as
amember of a team,

Salary scale (new entrants): Eur43,741- Eura 52,542 per annum.

Closing Date: Friday, 1st July 2005

Job Applicants

Application Status Applicant Score Interview Date
Sandra Smith Application 100
€] Done. T
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PLEASE NOTE:  each Applicant Report is not complete until it has been matched with a Supplementary Information Form (SIF).  

All applicants are requested to download and complete this form as part of their on-line application. Every application form will have either an Academic or Non-Academic form attached to it depending on the competition.

A completed SIF should be the only up-loaded document attached to the application. However, it is possible for applicants to also up-load letters of support from referees or their CV’s.  Whilst UCC HR has not removed these, the practice is not promoted in our online application guidelines.

6. To Print an Applicant’s Supplementary Information Form:
· Click on the applicant’s name listed under the Job Applicants heading

· In the next screen, using the gray navigation headings on top, select Up-Loaded Documents
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Surname Jones
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· Double click on the uploaded document to open and print the file [this must be done for each applicant] by Selecting File-Print
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Additional Information Form — Non-Academic Posts

Applicant Name: Jack Jones
Application for the post of. SEA

Job Id:
Please read the instruct

ns provided before compl
Only forms in this format will be accepted
Curriculum Vitae should not be sent

g this form

Incomplete or late applications will not be considered

Further Particulars of Present Post
Salary Scale:
Present Remuneration:

Additional Allowances:

Pension Contribution:

Pension Entitlernent:

Notice Required

Additional Information. The ap ea sment of his/her suitabilty
for the for_Th
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7. Summary:

· To access your competition log into ESS by entering your Personnel Number and Pin.

· Click on Current Jobs to view the competition for which you are a selection committee member 

· The full range of information provided by applicants is accessed under the gray heading: Applicant Detail Report. This contains details of all applicants who have applied to date.

· Each individual application is not complete without its accompanying Supplementary Information Form (SIF). 

· Please note that you must print the Supplementary Information Form (SIF) separately.

· The SIF can only to be found by accessing the individual summary report listed under the Job Applicants heading. Applicants have been advised not to upload CVs, as these will not be accepted. 
Finally, thank you for participating in our pilot. Your feedback during this phase of the launch is of vital importance to us.  Please do not hesitate to e-mail us at anne.mcsweeney@ucc.ie with your comments.
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