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Online Recruitment



Quicker
• Online Application
• Shorter Application Form
• Candidate portal retains information

Tracking availability

• Status of application is updated real-time
• Email communication
• Offers can be viewed within portal and 

decisions made electronically
• Confirmation that application is received

Improved candidate experience

• Can set alert preferences
• Email communication

Candidate benefits of the Online Recruitment system ?

Ease of Use
• Shortlisting criteria (essential and 

desirable) is clearly set out on the 
application form

• Online career section can be 
accessed anywhere via the Internet 
(compatible with mobile devices) 



Quicker
• No advertising schedule
• Requisition fields are contextualised
• Approval process now through the 

system

Tracking availability

• Status of requisition (e.g. approval pending)
• Approval reminders functionality
• Immediate notification of approval decisions
• Candidate count is updated in real-time
• Offers to candidates can be viewed within 

the system

Improved Hiring Manager experience

• No advertising costs
• Email communication
• Reduction in printing/photocopying
• Quicker and more efficient process
• Ensures continuity of the recruitment 

process

Hiring Manager benefits of the Online Recruitment system ?

Ease of Use
• Candidate responses to shortlisting 

criteria (Yes/No) answers can be viewed 
at a glance

• Candidate responses are now separated 
out per criteria to allow panel to assess 
if criteria met

• Recruiting centre can be accessed 
anywhere via the Internet (compatible 
with mobile devices) 
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HR Online recruitment information page
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➢ Logging on to the Online Recruitment System
➢ Navigate the Welcome Centre
➢ Navigate the Recruiting Centre

HR Hub - General Navigation 

General Navigation

https://www.eani.org.uk/ea-staff-hub/hr-online/hiring-managers-recruitment-information/logging-on-and-navigation
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Raising a requisition

➢ Create a requisition 
➢ Add an attachment to a requisition
➢ Duplicating, printing and adding comments to a requisition

HR Hub - Raising a Requisition

https://www.eani.org.uk/ea-staff-hub/hr-online/hiring-managers-recruitment-information/planning
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Requisition Approvals

➢ Sending a requisition for approval

➢ Approval route

HR Hub - Recruitment Planning and Approvals

https://www.eani.org.uk/ea-staff-hub/hr-online/hiring-managers-recruitment-information/planning
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Shortlisting and Interviews

➢ Accessing Applications

➢ Printing candidate applications

➢ Adding attachments 

• Shortlisting Final Order of Merit & Interview Schedule

• Interview – Final Order of Merit

HR Hub - Shortlisting

HR Hub - Interviewing

https://www.eani.org.uk/ea-staff-hub/hr-online/hiring-managers-recruitment-information/shortlisting
https://www.eani.org.uk/ea-staff-hub/hr-online/hiring-managers-recruitment-information/interviewing


Contact Details



Locality Map

Locality 1

Locality 2

Locality 3



There are several ways to get help with 
the process 

System user guides and quick reference guides are 
available on our website

Videos are available on our website 

Toolkit and framework documentation are available on 
our website  

onlinerecruitmentsystemadmin@eani.org.uk

HR Online Guidance

Further support

mailto:eaone@eani.org.uk
https://www.eani.org.uk/ea-staff-hub/hr-online

