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Welcome  

 

This guide has been designed to help you, as a Practice/Recruiting manager, to 

implement the enhanced shortlisting facilities made available on the NHS Jobs 
recruitment system. These enhanced facilities have been designed to benefit 

applicants and recruiting managers.  
 

If you come across any problems during the recruitment process please do not 
hesitate to contact the Primary Care Advertising Team at 

NWSSP.GPadverts@wales.nhs.uk or phone on 01792 517875.  
This guide is designed to help you begin to use the service and for future 

reference.   
 

The Primary Care Advertising Team very much value your feedback about all 

aspects of the service they provide.  Please feel free to contact us to give us 
your views.  

 
NHS Jobs provides exciting opportunities to improve and streamline 

recruitment services – we look forward to working with you to achieve these 
benefits.  

 
Kind Regards,  

NWSSP Primary Care Advertising Team 

Top tips and best practice  

 It is considered best practice for the members of the shortlisting panel and 
interview panel to be the same to ensure consistency.  

 The panel should consist of a minimum of two people.   

 If due to unforeseen circumstances the vacancy is withdrawn at any stage the 
Recruitment Team can send a bulk email to the applicants.  Please email 

NWSSP.GPadverts@wales.nhs.uk quoting the vacancy reference number with the 
message you wish to be sent to the applicants. 

 Compliance with Equalities legislation - in order to ensure equality to individuals 

registered disabled. If you see the below symbol next to an application, you must 
shortlist the applicant if they meet the minimum essential criteria listed in the 

Person Specification for the role.  
  

 
 

Please do not hesitate to contact the Primary Care Advertising Team 

should you have any queries 
 

mailto:NWSSP.GPadverts@wales.nhs.uk
mailto:NWSSP.GPadverts@wales.nhs.uk
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Logging into your NHS Jobs account 

 

In order to view your vacancies you will need an NHS Jobs account.  This 
consists of a registered email address and a secure password.  If you do not 

have an account, or no longer have access to the email account for your 

registered email address, please contact the Primary Care Advertising Team. 
 

To log into NHS Jobs as a recruiter, you need to visit 
https://beta.jobs.nhs.uk/auth/login  

 
You will be required to enter your registered email address and account 

password. 
 

 
 
 

If you have forgotten your account password you will be able to request a 

reset using the relevant links on the login page.  
 

Once logged into your account you will be presented with the NHS Jobs home 

page. The page displays the navigation menu buttons located down the left-

hand side.   

 

 

 

 

 TIMESAVER 
To access this web page easily in 
the future think about adding 
this web page to your favourites 

https://beta.jobs.nhs.uk/auth/login
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You can also search directly for Vacancy if you have the vacancy reference 

number by clicking ‘search for a listing’ 

 

Shortlisting offline – How to download applications 

 
This user guide will take you through each screen step by step on how to 

access and download your applications; alternatively, you can access the video 
walk through at: https://www.youtube.com/watch?v=fBfTgDv5eww 

 

Once downloaded you will review/shortlist your applications offline.  

Please note, it is imperative that you follow the next steps to ensure you have 

the applicants personal information when you download the application forms. 

From the Dashboard, click on the ‘Shortlisting’ option  

 

 

https://www.youtube.com/watch?v=fBfTgDv5eww
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This will then list the Vacancies you have access to; click on the relevant 

Vacancy that you wish to review.  
 

 
 

The Vacancy will then be displayed, to review the applications click on ‘Score 
Applicants’  

 

 
 
On the following screen click on ‘select shortlist’  

 

  
 

 

! Please do not use this 

button, if you do you 

will not have contact 

details in the 

Applications ! 
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The below screen will appear, click on ‘Start shortlisting’ 
  

 
 
Then select all the applicants to review and click ‘continue’ 
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On the below screen you can then select ‘download applicants’  
 

 
 
Select all applicants to download  

 

 
 

 
Once downloaded you will see the file in the bottom left of your screen. Click 

on it to view the PDF file.  
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Once opened you can save this document to your local file.  

 

 
 

You can now conduct your shortlisting exercise offline and invite 

applicants to interview. 
 

 

 
 

 

 


