User Guide

FAE eRecruitment Application

Barcelona, September 2020

1/20



Table of contents

o a a bk~ wbdh ke

A -

7.1.
7.2.
7.3.

8.1.
8.2.

INEFOAUCTION ... 3
SYStEM REQUITEMENTS ..oiiiiiii i e e e e e e e e e e e e e eeee 4
FAE VACANCIES ...ceiiiiiiiiiiiiiiiiieteeeet ettt 4
Login, reset password and 10gOUL.........iiii it 6
APPIY FOr @ POSITION couiieiii e 8
LS o 1 0 T PN 8
Create @ NEW GCCOUNT.......uuiuirirririrerrrer e nrrnnrrrnnes 9
Proceed to appliCation ..........uuiiiiiiiiiii e 12
Y VAo F= L= VTSP 14
ChanQe EMaAIl .....uueiii e 14
Change PAasSSWOIA......ccoiiiiiiiiei e e e e e e e e e e e e 16
Delete ACCOUNT ...oiiiiiieiii ittt 16
Y VA= 0 o] 1T o= 1o 1 o 1= 17
Modify attached dOCUMENTS ......cccoiiiiiiie e 18
Withdraw appliCation .......ccooveiiii e 19
D1 8= o] (=T ot A o] o NPT PP PP PPPPPPP 20

2/20



s8%z3, FUSION
2 FOR

@ e’
ar ENERGY

1. Introduction
The aim of this guide is to give you, as an applicant, a detailed description of the online

application procedure.
In this guide we will explain how the selection process works as well as showing
different screens to guide you step by step through the creation of your profile and the

submission of your application.

E-Recruitment tool has been designed to be as user-friendly and self-explanatory as

possible. It's easy and fast to use it in order to submit an application.

It might be useful to print this user guide and keep it as a reference when processing

your application.
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2. System Requirements
The system requirements to ensure the good functioning of the eRecruitment portal are

listed below. Please, make sure you comply with it to ensure the best user experience.

Minimum System Requirements:
e Operating System: MS Windows XP or above
e Browser: MS Internet Explorer v8 or above

e Security Settings: Java must be enabled

We will not be able to guarantee the Recruitment module of the FAE website will work
correctly if the above system requirements are not met. Using different browser and
Operating System may have an impact on being able to submit an application through

the eRecruitment portal.

3. F4E vacancies

The home page of eRecruitment portal shows all job opportunities grouped in
Temporary agents, EU officials and Contract agents. By default, you can see all open
vacant positions. On the right, there is a link to change from open vacancies to closed
ones: on-going, completed or cancelled. The candidates can only apply to open

vacancies.

Join the
world’s greatest
energy experiment

CAREER

OPPORTUNITIES

CAREER OPPORTUNITIES Selections open for submission of applications Status

LML Open selections
R e Recently publizhed positions are listed below. Only applications to published
= \hcanues wvacancies will be considerad. F4E has recently [aunched a new onling Recruitment on-going selections
T r‘all fDr expressmn Dflnterest © fool. Before applying, please read carefully the instructions in the "e-Recruitment
. UserGuide". After successfully submitiing your application electranically, Cnmpleted selections

Studemshlps confirmation message will appear on your screen stating that you have applisd

Each application is screened to see if it complies with the requirements stated in the Cancelled selections
vacaney nofice, Only eligible candidates with the best profile with respect to the

vacancy notice will be called for an interview.

Offeri |||g Expemse

st PlRESE MOt that all applications rmust be electronically submitted by 12:00 noon,
Other EU Instifitions Barcelona GMT+1 by the deadline stated in each vacancy notice. " I '

CREATE A NEW ACCOUNT DRACCE.JS
YOUR e-RECRUITING ACCOUNT ©

Temporary agents

Project Leader of IFMIF/IEVEDA Project

= FAETARDIOZ01140149

2 Click to apply
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If you want to see detailed information on eligibility and selection criteria as well as on
the selection process and working conditions you can click on the reference link and

download the document. You can apply to vacancy by clicking the link “Click to apply”.
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4, Login, reset password and logout
If you have an account you can always login to your private part of the portal by clicking
the following link that appears on the home page. This link redirects to the identification

page where you can enter your credentials.

ibbi ol

CREATE AN ACCOUNT ORACCESS
YOUR E-RECRUITING FROFILE )
In case you forget your password, a new one will be generated for you by the system
and you will receive it by email. In order to do so, please go to the identification page
and at the bottom of the page click on “Forgot?” link. You will need to provide your

email address and click on “Submit”.

CAREER OPPORTUNITIES Identification

Working at FAE

‘Welcome to FAE E-Recruitment application. This tool will allow you to apply to any

> Vacancies open vacancy notice of your interest.
Studentships
S I'm new here... I've already got an account
Working for ITER 10 " i v hiay i
e e - e ot o e system hyousiteady haveseqisiercd, pleads E-RECRUITMENT GUIDE @
forthe firsttime, please create a new use your e-mail address and
Offering Expertise account password to lag into the system.
e . T ——
Other EU Instifutions Create a newaccount  » Email - e-recruitment@fde europa eu
Passward
Forgot?
Sign in 3
-

When you are logged in you can logout by clicking the Logout button that appears on

the top right part of all pages:
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CAREER | Join ¢ .c;ld, ol
OPPORTUNITIES A 4 e grea 5
energy experiment

CAREER OPPORTUNITIE

Your applications

Welcome
Working at FAE John Smith
. Vacancies Your applications for current open positions Lagout (@)

5 tships Human Resources Assistant FAE/ICAKD4/2011/3333 Wy diata
: B SR R OATAT S R BV i i

\Working for ITER 10 L] Smith John A ack My applications
e[S Jofin, A GA/AD. DOAY 333 meyaion 18l dog
foenng EIDEI‘HSE

. & Submitted: 18/05/2011 12:37:29 End date: 25/05/2011
Other EU Institutions

Update documents » withdraw applicaion
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5.  Apply for a position

The online application process starts upon clicking “Click to apply” next to a vacancy of
your interest. If you have not been registered yet, you must do it before applying.
Otherwise, if you already have an account you just need to enter your credentials to

sign in and proceed.

Home | Skip to Content| FAQ| Contact Us | Sign up for F4E News | Useful Links |

Egﬁ'“" Brind V}Jg}fr i
ENERGY ¥y _y of the

ABOUT F4E UNDERSTANDING FUSION = PROCUREMENT AND GRANTS MEDIA CORNER CAREER OPPORTUNITIES
Join the

world’s greatest
energy experiment

CAREER
OPPORTUNITIES

CAREER OPPORTUNITIES Identification

Working at F4E

B Welcome to FAE E-Recruitment application. This tool will allow you to apply to any
» Vacancies open vacancy notice of your interest

Studeniships

I'm new here... I've already got an account
o e fyou are regls}ermg |nto_the system Irv-:u‘a\readf n.aue reg\‘stered. please E-RECRUITMENT GUIDE °
for the first time, please create a new use your e-mail address and
Offering Expertise account passwaord to log into the system
. W e Gor e
Other EU Institutions Creale a new account  * Email e-fecruitment@fde europa su
Password
Forgot?
Sign in >

[FIRremember me nesttime

5.1. Signin
If you already got an account, you can sign in with your email and password. Before

proceed to application you must always confirm your personal data.
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CAREER OPPORTUNITIES Confirm your data Welcome
Working at F4E John Smith
> Vacancies Logout
-i}w All fields marked with an asterisk are mandatory. -
Studentships Wy data
Uota i PeisanaleEia i M”W,CEMHE
Offering Expertise Name *
John
Other EU Institutions
Surname 1 *
Smith

STV 7 (porE)

E-RECRUITMENT GUIDE @

Gender *

(D) Female @ Male Heed help? Contact us at
e-fecruitment@fée europa ey

Date of birth *

14/02/1980

Citizenship *

| Spanish E

Address 1
Josep Pla

Address 2 (optignal)

Postal code *
08015

Country *

Spain 3|

5.2. Create anew account
You must have an account to apply for a vacancy. A new user can create an account

by clicking the button “Create a new account” in the identification page. You must fill

in the required information (fields marked with an asterisk are mandatory). This
includes your personal data, date of birth, nationality, address. You will be asked to
enter a valid email address as your user-name and a password of minimum 8-
character which must contain numbers, uppercase and lowercase characters (for your
own data-protection). You can change or delete your account at any time, and should

you forget your password you can request it to be reset.
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Working for ITER 10 Personal data Personal data protection

Offering Expertise Hame *

Other EU Institutions

Surname 1 *

Surname 2 (optional)

Gender * E-RECRUITMENT GUIDE °
7y Female ) Male
Need help? Contactus at

Date of birth * e-recruitment@fde.europa.eu
Citizenship*
Select citizenship... B

Address 1°
Address 2 {optional)
Postal code *

Town *

Country * .
| Select country E[

Account data

Your email *
Repeal your email *

Choose a password *

Winimum 7 alphanumerical characters

MNext. >

Once the registration has been submitted you will receive an email to confirm your

account. The email has the following information:

Dear Mr. Smith,
Thank you for your interest in the ITER project and "Fusion for Energy".

To confirm your F4E e-recruitment account (email address used: mail@server.local) please click the
following URL:

http://f4e.europa.eu/careers/vacancies/confirm-account.aspx?id=83&activationcode=cb335181-8352-420b-
8ble-af2a4cc950c2&refnum=F4E/CA/AD4/2011/3333

In order to apply to a vacant position, please do so by selecting the vacancy, and through your user account
upload the requested documents specified in the specific vacancy notice (such as CV and motivation letter).

If you did not create this account, please notify us: e-recruitment@f4e.europa.eu.
Best regards,

FAE Selections Team

You must click the link that appears in the email to finish the registration process. The

link will redirect you to a page with a confirmation message like:
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Confirmation

v Your new account has been validated!

Proceed to application  »

This message confirms that the account has been created and validated. From now on,
you can access to your account, apply for vacancies, modify existing ones, view your
personal data, etc. If you click “Proceed to application” button you apply to the initial

selectedvacancy.
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6. Proceed to application
Apply to vacancy is as easy as attach the required documents and accept the
conditions. Required documents are:

-  EuropeanCV

- Motivation letter
For the selections published for Permanent Officials, you will be asked to upload a third
document: Proof of seniority in grade and step.
For the Call for Expression of Interest for Contract Agents from EPSO CAST Reserve

Lists, you will be asked to upload a third document: EPSO Confirmation Letter.

Before submitting your CV and motivation letter, you will be asked to tick 3 boxes
confirming that you:
- Were informed about the FAE Personal Data Protection Policy
- Certify that the statements made are true, correct and complete you will be
requested to supply additional documents in support of the statements made for
the application

- Agree tothe F4E Terms & Conditions

Join the
world’s greatest
energy experiment

CAREER

OPPORTUNITIES

CAREER OPPORTUNITIES Your application Welcome

Working at FAE John Smith
You are about to apply to the following position

! Vaoancien Human Resources Assistant FAS/CAADA/201113333 Lot @
[ =hips My data

Working for ITER 10 .J-‘ All fields marked with an asterisk and check boxes are mandatory. Mv ap.;.l.\.;:an;l:s.

Offering Expertise _ <
Application documents -
Other EU Institutions 4 &’9‘23-4,,,
. G W
European CV i
CiAUsersimavaiDesktopiEurapean ov.docx

Motivation letter *
CAUsersimava\Desktop\Motivation letter.d | Browse...

Please click HERE to read the FAE Personal Data Protection Policy EBECRLITMENT CUIDE °

[@1 have read the Persanal Data Protection Folicy and am aware of the Heed help? Contact us at
regisiration process features described above. e-recruitment@fde europa eu

In submitting this application, | certify that the statements made are true,
complete and correct to the best of my knowledge. | am aware that | will be
requested to suplly addifional documents in support of the statements | made for
this application

Send my application »
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Once the application has been sent, you should receive this confirmation message and

an email acknowledging the receipt of your application.

Confirmation

v Your application has been submitted succesfully!

You can modify attached documents before closing date, or change your
personal data at any time of submission of applications for this position.

Dear applicant,

We acknowledge receipt of your application for the position of Human Resources Assistant —
FAE/CA/AD4/2011/3333.

You will be informed of the outcome of the selection process in due time by email.
Kind regards,

F4E Selections Team

You can only apply once per vacancy but you can modify the documents as times as
you want while the vacancy is open. You can also withdraw an application. We will

explain that in next section.
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7. My data
Every page in portal has links to “My data” and “My applications” on the right. You can
click the first one to view your personal data. This page shows all personal data, email

and password.

Personal data can be modified directly from this page.

Surname 1*
Smith

Surname 2 [optional)

E-RECRUITMENT GUIDE @

Gender *

© Female @ Male Need help? Contact us at
e-fecruitment@fde europa.eu
Date of birth *
14102/1980

Citizenship *

| Spanish E

Address 1 *
JosepPla

Address 2 (optional)

Postal code *
08015

Town *
Barcelona

Country *

Update my data »

Account data

Your email *

Change password »

1?3 If you wish, you can delete your account

7.1. Change email
You can change your email by clicking “Change email” button. You will be redirected to
a new page where you can introduce your new email. The system validates that the

new email doesn’t exist in the system.
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Home | Skip to Content| FAQ| ContactUs | Sign up for F4E News | Useful Links | RS

ENERGY

ABOUT FAE = UNDERSTANDING FUSION =~ PROCUREMENT AND GRANTS MEDIA CORNER ~ CAREER OPPORTUNITIES

CAREER - Join meld’ il
OPPORTUNITIES : h world's greates

energy experiment

GAREER OPPORTUNITIES Your data Welcome

Working at FAE

John Smith
» Vacancies Logout
._L All fields marked with an asterisk are mandatory. -
Studentships 1y data

Warking for ITER 10 My applications

TR Change email
Offering Expertise
L Your new email *

Other EU Institutions

Repeat your new email *

Update my data »

E-RECRUITMENT GUIDE

Need help? Contact us at
g-recruitment@fde.europa.eu

This modification was not immediate. You must confirm the new email by clicking the

link that appears in the email you will receive.

Dear Mr. Smith,
You have requested to modify your email address used for your FAE e-recruitment account.
In order to confirm your new email address, please click the following URL.:

http://f4e.europa.eu/careers/vacancies/confirm-account.aspx?id=83&activationcode=52742c4e-
685a-4ae3-9497-70e267f982ce&email=1

Please note that while logging into your FAE e-recruitment account, you will need to use the new
email address. Your password will remain unchanged.

If you did not request this change, please notify us: e-recruitment@f4e.europa.eu.

Best regards,

HR Selections Team

Once the link is clicked you are redirected to a page with this message:
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http://f4e.europa.eu/careers/vacancies/confirm-account.aspx?id=83&amp;activationcode=52742c4e-
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Confirmation

4 Your email has been updated!

7.2. Change password

You can change your password by clicking “Change password”. You will be redirected

to a new page where you can introduce your new password. The change is effective

immediately.

7.3. Delete account
You can delete your account whenever you want. At the end of the page there is a link
to do that.

If you confirm the deletion, all your applications, account data and personal data will be

deleted from database. You will not be able to access to the portal unless you create a

new account

16/20



8. My applications

Every page in portal has on the right side links to access to “My data” and “My

applications”. To consult your applications you just have to click the second one.

‘l
%5y FOR
s’ ENERGY
ABOUT FAE

UNDERSTANDING FUSION =~ PROCUREMENT AND GRANTS

CAREER
OPPORTUNITIES

CAREER OPPORTUNITIES Your applications

Working at F4E

> Vacancies
Studeniships

Werking for ITER IO

Your applications for current open positions

Human Resources Assistant FAE/CA/AD4/2011/3333

[] Smith_John F4E CA AD4 2011 3333 CW.docx

Home | Skip fo Content | FAQ | ContactUs | Sign up for F4E News | Useful Links | RS!

gwer . .
Bofihe o

MEDIA CORNER = CAREER OPPORTUMNITIES

Join the
world’s greatest
energy experiment

Welcome

John Smith
Logout B
My data

My applications

] Smith John F4E CA AD4 2071 3333 molivafion lefter.docx

Offering Expertise

@ Submitted: 18/05/2011 12:37:29 End date: 25/05/2011

Other EU Institutions
Update documents >

Application for closed selections

There are no closed applications

@ 2010 European Joint Undertaking for ITER and the Development of Fusion Energy (Fusion far Energy’)

Withdraw application >

E-RECRUITMENT GUIDE @

Need help? Contactus at
e-recruitment@fde europa eu

Terms and conditions Privacy Policies  Accessibility Sitemap

In this page you can see all your applications for open positions but also for closed

selections. You can modify all applications for current open positions.
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8.1. Modify attached documents

By clicking on “Update documents” the applicant can modify the documents attached to

an application. Updating a new document will erase its previous version.

Join the
world’s greatest

CAREER

OPPORTUNITIES ;
energy experiment

CAREER OPPORTUNITIES Modify your application Welcome
Working at FAE John Smith
Yoy submitted yaur application for below mentioned pasition on 18/05/2011
» Vacancies 12:37:29  Logout a8
Studentships Human Resources Assistant FAE/CAIAD4/2011/3333 My data
Working for ITER 10 Application documents My applications

Offering Expertise European CV

Other EU Institutions .
| smith_John_F4E_CA_AD4_2011_3333_CV.docx €

Motivation letter

|_] Smith_John_F4E_CA_AD4_2011_3333_motivation_|etter.docx x

E-RECRUITMENT GUIDE

/L Uploadi d twill it
4L Uploading a new document will erase its previous version Need help? Contact us at

e-recruitment@lde eurcpa eu

Please dlick HERE to read the F4E Personal Data Protection Palicy

[E11 have read the Personal Data Prateclion Policy and am aware of the
registration process features described above

[Flin submitiing this application, | certify that the statements mads are trus,
complete and correct to the best of my knowledge. | am aware that | will be
reguested fo suplly additional documents in support of the staiements | made for

this application

1 have read and agree to the F4E Terms & Conditions
Update my application »

* Ta maodify your personal data (i e address, email, etc) you can click here
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8.2. Withdraw application

FUSION
FOR

ENERGY

While the selection is open, you can also withdraw your application.

o S
seszy, FUSION
» -::' FOR
we=» ENERGY
ABOUT F4E

UNDERSTANDING FUSION | PROCUREMENT AND GRANTS

CAREER
OPPORTUNITIES

A8

CAREER OPPORTUNITIES Confirmation

Working at FA4E

» Vacancies

4L, You are aboutto withdraw your application!

Studentships
Working for ITER 1O
Offering Expertise

Other EU Institutions Yes, | confirm

© 2010 European Joint Undertaking for TER and the Development of Fusion Energy (Fusion for Energy’)

If you confirm, yeur application to the vacancy Human Resources Assistant
F4E/CA/AD4/2011/3323 will be deleted along with the attached documents.

Home | Skipto Content| FAQ| ContactUs| Sign up for F4E News | Useful Links |

Wwer ...
bafthe <

MEDIA CORNER = CAREER OPPORTUNITIES

Join
world’s greatest
energy experiment

Welcome

John Smith
Logout: (@
My data

My applications

» Cancel L2

E-RECRUITMENT GUIDE @

Heed help? Contactus at
e-recruitment@fde europa eu

Terms and conditiens Privacy Policies  Accessibility Sitemap
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9. Data Protection

It should be noted that ‘Fusion for Energy’ as the body responsible for organizing the
selection process, will ensure that applicants’ personal data are processed as required
by Regulation (EU) 2018/1725 of the European Parliament and of the Council of 23
October 2018 on the protection of natural persons with regard to the processing of
personal data by the Union institutions, bodies, offices and agencies and on the free
movement of such data, and repealing Regulation (EC) No 45/2001 and Decision No
1247/2002/EC Text with EEA relevance. This applies in particular to the confidentiality
and security of such data. Personal data will be processed solely for the purpose of
the selection procedure.

Should the applicant have any query concerning the processing of his/her

personal data, he/she shall address them to the following address:

HRDataProtection@f4e.europa.eu

In case you encounter technical problems when trying to submit your application
via the e-Recruitment tool, please make a screenshot and send it to e-

recruitment@f4e.europa.eu

It is the responsibility of the applicant to inform ‘Fusion for Energy’ about any
technical problem without delay within the deadline mentioned above. Please, do
not send any supporting documents (i.e.: copies of your ID-card, educational
certificates, evidence of previous professional experience etc.) with your application

at this stage if not specified in the Vacancy Notice.

This document has been produced for information purposes only. Only the

vacancy notices for positions to be filled may be considered definitive.
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