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Reqistering for the Competition

To take part in the competition, you must first log on to the jobs website
(http://jobs.justice.ie). You will be presented with two options. The External
Competitions link is for competitions open to members of the general public. The
Internal Competitions link is for competitions open to staff of the Department only.
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Welcome to the Jobs Website for the Department of Justice,

Internal Competitions

(Please Mote: These competitions are
solely for staff of the Department. not
the general public.)

SEARCH THIS SITE

IEnter keywords here Gol
CONTACT US

Human Rescurces Division
Department of Justice, Equality and
Law Reform
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Dublin 2

EXTERNAL COMPETITIONS

20/08/2010 - (TEST) Probation Officer

INTERNAL COMPETITIONS
20/08/2010 - to HEQVAD
at Irish Embassies Abroad »

Click on the link for Internal Competitions. You will then see a list of Department
competitions currently being held and using the online database. The title of the
competition will indicate the grade of the post in question. Select the competition you

wish to apply for.



Reqistering for the Competition (cont.)

Before you can register your details, you must first enter the competition password in
the field on the bottom left of the screen. This password (case-sensitive) will be
provided in the Office Notice for the competition. When you register your personal
details, and choose your unique username and password, you will not have to enter
the competition password again. You can login directly by entering these details in the
'Registered Users' field on the right of the screen.
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and Equality
Name: Assistant Principal Probation Officer
Authority: Department of Justice and Equality
Website: Department of Justice and Equality
Start Date: 20/08/2014 at 09:00
Closing Date: |16/09/2014 at 17:00

How to access the Internal Competition

New Users

Reaqgistered Users

Mew Users must enter the password for the Competition, in the
New Users section below.

Registered Users may login to the Internal Competition, by using
the Registered Users section below.

|L0gir1

New Users Registered Users
Competition Password: Username:
Password:

|L&gin

Forgotten User Mame / Password




Reqistering for the Competition (cont.)

When you enter the competition password correctly, you will see a screen similar to
the following (scroll to bottom of page). You will see a copy of the Office Notice and
the application form for the competition. The link to register will now be visible.
Click on the 'Register' button.

Authority: Department of Justice and Equality

Website: Department of Justice and Equality
Start Date: 20/08/2014 at 09:00

Closing Date: |16/09/2014 at 17:00

Details

Assistant Principal Probation Officer

Assignment to Assistant Principal Probation Officer

Office Notice Application Form
Office Notice doc Application Form doc

How to Register / Login

Select "Register” below to register for the competition. Once
registered you can use your username and password to login at
any stage to the competition database and submit your application,
create queries, track your application status etc.

Register Login

Username:

Register |
Password:

Opened: 20/08/2014 09:00:00 ||
Closes: 16/09/2014 17:00:00

Log in

Now: 20/08/2014 13:36:46 Forgotten User Name / Password




Reqistering for the Competition (cont.)

Enter your details on the registration form. Please take note of your username and
password as you will need it to log in during the course of the competition. The
password must be 8 characters made up of both letters and at least 1 number. Please
ensure that you enter your contact details in the manner indicated. e.g. The mobile
number is broken into 3 fields: 00353 87 1234567. Please ensure that these
details are entered correctly.

@ PRINT VERSION

SEARCH THIS SITE

HOME

| GO
ABOUT US B _ _ Enter keywords here

Competition Registration

b CONTACTUS
OELORTONIE: Step 1. Login Details Human Resources Divisicn
EXTERMAL Please enter your User Name and Password. For ease of use, we recommend Department of Justice, Equality and
COMPETITIONS you use your email address as your User Name. For added security, your EUREIEn
INTERNAL password must contain both letters and numbers and be at least 8 characters in Elj:'ni"ephe"se'“"
COMGETITIONS et Phone: +353 1 802-8202
USEFUL LINKS Login Details Fax: +353 16882-1179

E-mail: it i
CONTACT US User Name: e

SITEMAP

|
Enter Password: |
|

Re-enter Password:

Step 2. Personal Details
Please enter your Personal Details, Address Details, Contact Details and

Contact Preference for our Competition Alerts.

Personal Details
Title:

|<— Select Title —= j

First Name: I

Last Name: I

r Work Address Details
(MOTE: Your work address will be used for correspondence purposes only.)

Address Line 1: |

Address Line 2:

|
City/Town: I
Zip/Postal Code: I

r Contact Details
(MOTE: Please include the International Dial Code with each of the Phone
Mumbers.)

(NOTE: You must enter a phone and/or email address)

Intl Code Area Code  Work Phone Mumber
Work Phane: | | |
Example: 00353 1 6021234
Intl Code Area Code Home Phone Number
Home Phone: I I I
Example: 00353 1 6021234
Intl Code Area Code  Mobile Phone Number
Mobile Phone: | | I
Example: 00353 85 1234567
Email Address: I
Confirm Email |

Address:

r Competition Alerts
(MOTE: You must provide matching Contact Detail, for which ever Contact
Preference you select.)

Contact Preference:|<_ Select Contact Preference =

EXTERMAL COMPETITIONS

20/08/2010 - (TEST) Probation Officer
»

INTERNAL COMFETITIONS

20/08/2010 - to HEO/AD

at lrish Embassies Abroad »




Reqistering for the Competition (cont.)

When you enter all information correctly on the registration form, you will see the
following screen telling you that you have entered all your information correctly. It
will show your Unique Application ID (the one given below is an example). Click on
'View My Application’ at the bottom of the screen to continue.
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Competition Registration

Registration Successful
You have successfully registered for the Competition.
Your Application 1D

The following Application 10 is unigue to your Application and should be used
NTACT US when contacting the Department in relation to your Application.

EMAP
APP-DOJL-9NG6FQ3

(MOTE: Please make a note of the your Application ID. We advise you to print
out this confirmation page.)

Continue

Please click on the following link to continue to with your application.

View My Application




Inserting Your Photo Into Your Application Form

You may be requested to include a photo as part of your application, for identification
purposes. If so, you may already be familiar with how to place pictures into a word
document. There are several ways to do it. However, you may find the following
useful when inserting your photo into your application form

Complete your form in the usual way.
Save a profile/passport picture of yourself (e.g. as a .jpeg or .png file) onto your
Home/Personal (H) Drive on your work PC, or the relevant drive of a personal device

if completing your form there.

When you are ready to insert your photo, open your photograph, and right click on the
image. Select the ‘Copy’ option.

O Find -
=] Competition Passport Photo 2018.png - Windows Photo Viewer EI@
File = Print *  E-mail Burn = Open ~ '@f-'

Open With
Set as desktop background

Open file locatien

Rotate clockwise

Rotate counterclockwise

Copy
Delete

Properties

~




Go to your application form, right click the area of the photograph and choose the
‘Paste’ option.

APPLICATION FORM

SAMPLE COMPETITION IN THE DEPARTMENT OF JUSTICE AND EQUALITY — Arial ¥ |12
OFFICE NOTICE xx/2019 Bl uw-a-
Section A |
. . Insert Digital Cop
Name of Candidate: ID Photograph h & Paste Options
Division/Agency etc.: “D ‘
A Font.
Educational Attainments/Qualifications =% Paragraph...
. ,CD Smart Lockup
| —_ Secondary Level (Optional) | R
eaving . A
esone Ovanes | ovanee | 0 1o
& Hyperlink..
1 New Comment

i »,



The picture may appear oversized, or out of place. To resolve this, right click on the
image, choose the ‘“Wrap Text’ option, and then the ‘In Front of Text” option.

Section A

(@lame of Candidate: (ﬁ X% Cut
Em Copy
&D Paste Options:

allle

O

Save as Picture...

E‘g Change Picture...

r__, Bring to Front 2
B2, Sendto Back 3
'% Hyperlink...

Insert Capticn..

= Wrap Text 3
T Size and Position...
&y

Format Picture...

Style  Crop

T

In Line with Text
Square

Tight

Through

Top and Bottomn
Behind Text

In Front of Text

Edit Wrap Points
Move with Text

Fix Position on Page
More Layout Options...

Set as Default Layout




You should then be able to resize the photograph and drag it into the box with ease.

B [T

OFFICE NOTICE xx/2018
N

Section A

Name of Candidate:

Division/Agency etc.:

Educational Attainments/Qualifications

W e e UBmd

Secondary Level (Optional)
Leaving

3]I

Certificate/Other Subjects Grade

Obtained:

Year
Obtained:
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Uploading your application form

You will need to prepare your application form on your own computer. When you are
finished preparing this document, you should click on the 'Browse' button and select

the file from the location you have saved it.

When the filename is displayed, click the 'Upload’ button. Once you upload this
document you will not be able to edit it further. You will be able to see the file that

you uploaded from your Workspace (see sample screenshot on next page).

Step 2. Upload Application Form

Details

Upload Controls

To upload vyour Application
Form, please use the File
Upload Controls, located on the
right.

(NOTE: Once you have uploaded
the Application Form, you will not
be able to edit it further_)

Browse.___

Upload

(NOTE: You must upload your
Application Form, before
16/09/2014 17:00:00.)
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Uploading your application form (cont.)

Step 8

When you upload this document, your workspace will display a message telling you
that the document has been successfully uploaded. You can view your uploaded

document by clicking on the blue link below the message box.
]

@ PRINT VERSION SEARCH THIS SITE

Enter keywords here

Application Details

PP 5 CONTACT US
CRAOHILIIES LDQ OUt Human Resgurces Division
EXTERNAL D of Justice, Equality anc
COMPETITIONS Competition o FETE

N . - 51 5t. Stephen’s Green
INTERNAL Assistant Principal Probation Officer Dublin 2
COMPETITIONS
- Phone: + 353 1 802-8202
USEFUL LINKS Title First Name Last Name Fax: +353 1 662-1179
E-mail: recruit@justice.ie
COMNTACT US Mr Joe BIOggS .........................................
SITEMAP
Application ID Status
APP-DOJL-9NGF6Z Application Submitted 21111/2013 - Locurm Probation Offi

®

Lastest Update on your Application

INTERMAL COMPETITIONS

01/10/2014 - Assistant Frincipal
*xx5%% ATTENTION ****** s oﬂim'” nronncips

01/10/2014 - Senior Probation Offii

®

Your Application has now been submitted.

You will be contacted in due course. 18/12/2013 - EO Brussels »

Application Form: |View My Submitted Application Form
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Status Updates in the Workspace

As the competition progresses, you will notice the message that appears in your
Workspace will change accordingly. This will keep you informed of your progress
throughout the competition up to and including the communication confirming
whether or not you have been successful.

Example:

When you have successfully uploaded your application form a message similar to the
one below will be displayed in your Workspace.

Competition

Assistant Principal Probation Officer

Title First Name Last Name
Mr Joe Bloggs
Application ID Status

APP-DOJL-9N6F6Z

Application Submitted

Lastest Update on your Application

EEERRR ATT E N TI 0 N RERERERE

You will be contacted in due course.

Your Application has now been submitted.

Application Form:

View My Submitted Application Form
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Submitting a Query to HR Division

Queries can be emailed to competitions@justice.ie.

Human Resources Division
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