Digital Hub Guidance

How to apply for jobs using internet
tools.
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Welcome to Your Digital Journey with Participant Hub

This guide is designed to assist you in your online job search, specifically on platforms like Reed.co.uk and Indeed, using the Digital
Hub PCs at Reed in Partnership offices. Whether you're new to the digital world or looking to enhance your skills, we're here to make
the process straightforward and enjoyable.

In this guide, you'll learn how to:
* Navigate internet tools to complete your job search using the Participant Hub.

* Apply forjobs using Reed.co.uk.
* Applyforjobs using Indeed.

Our goal is to empower you with the knowledge and skills to navigate the digital landscape with ease and confidence.
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1. Navigating Job Search Websites from Participant Hub

Completing your job search has never been easier. You can do it directly from the Participant Hub home page.

2.When in your Participant Hub Home page, scroll down

1. From Digital Hub home page, click on ‘Participant Hub’
here?’

and you will be able to see a section called ‘Look for jobs

‘

Look for jobs here:

Microsoft Account Sanedoc hinkedn
Participant Hub Sign Up Microsoft Office Restart Session
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Login info your email here:

MBaT Ml RAnGR AT AZTCUNT e ot n | = Choy Aeve

Outiook Grrad Coud Yahoo Wt

Login to your tools here:

Nood e Sreating 80 aSouwnt o Ioaaing s yivr exang sccoune” - ook fere

Yerd e Soogelive  GoogieDoc

R s Q

We recommend registering and creating a
profile on the job search tool to make
applying for jobs easier later.
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3. Click on the job site you want to search
on, and you will be brought to that website.

Love
M ndays

Find a job you'll love

(@mﬂ! Searchjobs CVBulder  Courses Job erts

Find a job

139,860 new jobs added by 10,451 companies

Jobs by Locat




2. Reed.co.uk

1.Whenyou click on Reed.co.uk from the Participant home
page, you will be redirected to the Reed.co.uk home page,
where you can begin your job search.

Look for jobs here: Login info your email here:

Nead hels ceate a0 Acepunt o loaaing in) - ook heve

:_ﬁz—”:\"-“ﬁﬁ"\_' g e 3 Ao ik

Sredoouk

Ofiook Grral Koyd oM

YOU il Meed &7 STTOUNE 10 use these took
Nood hep Sreating a0 alseunt o Jogaing NES your exENg scoaure” - Sk fere

0
I
g
m @ Login to your tools here:

Moogtr  Q¥iBemy

@ o & =]

[5] Yerg 5] Sooge Dive Cooge Do

Ihg.d_.co.uk Jobs  Courses Career advice Recruiting? Post ajob. Register CV Signin © Saved jobs.

Love
M ndays

Find a job you'll love

Search 143,503 new jobs - 6,875 added in the last 24 hours
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Orclickin the link below
(Ctrl + click):
https://www.r .co.uk/
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2.Enterthe job role and location in the 'What' and
'Where' boxes, then click 'Search jobs' A drop-down
box will suggestroles and locations as you type.

Reod..co,uk Jobs  Courses  Careeradvice Recruiting? Post ajob Register CV Signin © Savedjobs

Love .‘ ;
M ndays yg\\ N

Find a job you'll love

ministrator Assistant

i added in the last 24 hours
Clerk

« Coordinator £12. Browse thousands of courses now >

ministrator Customer Service

Trending jobs

I Work from home jobs I [ Immediate start jobs ] I Manager jobs I I Finance jobs ] I Warehouse jobs I I Accountant jobs I

I Administrator jobs I I Part time jobs ] I Receptionist jobs I I Customer service jobs ] I Data entry jobs I



https://www.reed.co.uk/

2.1 Creating an Account

3. You will be directed to a page with various job
adverts and details about each role. Scroll down

to navigate.

5.To apply or save a job ad, you will need to
“Sign in”, If you don’t have an account, please
click on ‘Register”, add your email, create a

To see more details or apply, simply click on the g x password, and click “Next”.

JOb ad. 4 Easy Apply Iﬁ

Administrator

4.1n the job advert description, click 'Apply
now' to apply or 'Save' to save it for later.

R - suee Signin Register
He?:il.co‘uk Jobs  Courses  Careeradvice  Recruiting? Postajob Signin 3 Saved jobt 9 October by Suez
ey =1 - _ti -
5,406 Administrator Jobs in London £ £24931perannum @® Permanent, full-time Reglster
Applied filters clear all @ Morden, Surrey v Skills: Administrative, Cust... +2 more

12 Get Job Alerts

administrater % Londen (10m... x

Register with email

Promoted - New  x
Filter your search Administrator —_— Apply now O Save
Distance Yesterday by Ambient Support [ ambient ‘ Email address
£ £1144 per hour © Permanent, full-t L J
10 miles v & Bromiey ket — ) . .
© ceemone Are you passionate about data and eager to contribute to a dynamic team?.
Salary range , Password @
Join our team at SUEZ as a Data Administrater, whether you're an experienced
Fre Promoted @ X L : Lo . :
— L . administrator or new to the field, we invite you to apply for our position based in
£ Any ~ Receptionist/Administrator . ) . ired instead, we'n Kina £ ) d
e o HCA Hoatthare U JLHCA ‘ Morden. No prior experience is required, instead, we're looking for a motivate Next
£ Competitivesalary © Permanent, full-time L ar e ] individual who has a positive attitude with the desire to learn and grow within our
Any v
© London dynamic team.
v Seemore or
Job type Key responsibilities will include:
« Working as a team to ensure the accuracy, consistency, and reliability of data [ s Continue with Google }
across 30 sites in the South East region.
+ Review and analyse data reports to support raising purchase orders and & C . ith Appl
To create a good ontinue with Apple
8 « Using bespoke systems such as COUPA, LMS and MM (all training to be
password; use a mix provided) By clicking next, you agree to Reed'’s Terms and Conditions and you
. S . i . . .
= e

Supporting solve customer queries via telephone

of characters—
There will be other administrative tasks which will need to be completed
uppercase and services.

lowe rcase lette rs’ Salary: £23,373.00 plus £1000 geographical allowance + Bonus + Benefits
numbers, and special

characters—but most

importantly, choose

one thatyou will

remember.

apply to the processing of your gersonal data in the provision of our

Alreadyhere? Sign in

If you already have a Google (Gmail) or Apple
Account, you can just click in the ‘Continue with
Google/Apple’ and you will be direct to add your

account details.

Reed in Partnersnip P’ moven
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2.2 Uploading your CV

6. 0Once you sign-in, the first step is to Upload your CV then Complete
your registration

a) Upload your CV b) Complete your registration
You will need to upload your CV or alternatively build one within Reed.co.uk. Once you've uploaded your CV, complete your registration by

adding your personal details, desired job, salary and location,
then click on ‘Create account’

Reed.co.uk
Downloads
step 1
Reed.couk
Upload your CV B A) OV Bxample.docx

{ e stept

Drop your file here to upload oV

Your current CV Update
—J stepz
File types: .docx, .doc, .pdf, txt, .odt or rtf. [ Complete your registration
Up to 25 MB Almost there . We recuire n few more detaiks which

To upload your CV, first download it from | l
your email; Google Docs; Online Career | You are now ready
—— | to search and
J
J
|

e

w Centre; or OneDrive.
apply for jobs

Build your CV [Femcmms =
We can help you create a CV in minutes. Build your GV I

Then, go to your downloads folder and e
drag and drop the document. st
Oves ONe

Upload CV later

What are you looking for?

* Desired job title

|
We recommend you upload the CV
e [ | [ ]
that you have built with the support of = |
your Employment adviser. -

. ’,
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7. After signing in, select the job you want to apply 8. In the top bar, you can view your saved jobs and personal details. From there, you

for and click '"Apply now". A box with your CV can apply for saved jobs or manage your account, including your profile, CV, draft
attached will pop up; click 'Continue. applications, and jobs you've applied for.
RE?HCOUI( Jobs Courses Career advice Recruiting? Post a job %sa‘mdjc’bs & Andressa M

(hSaved jobs &2, Andressa A
(h Saved jobs FH
Profile and CV

Events Administrator . Draft applications

Lettings Administrator 1 Shortlisted job
- Jobs applied for
Administrator b Ps

Your searches and alerts

Administrator

Get the Job Search app
1
Application Administrator . Course purchase history
. . I
View all saved jobs | Account
[ CV_10_Template_1_7.docx
- Signout
Added 14/1)/24 1 ‘
Regg,co.uk Jobs  Courses  Careeradvice Recruiting? Post a job © Saved jobs 2 Andressa v

What | cg “teacher” ] Where

town or postcode (8] ] Search jobs Browse jobs >

Jobs applied for

You don't have any applications yet.

Draft applications

You haven't got any draft applications yet.
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Pl )= product

Reed in Partnership A oo

Reed Company Confidential



2. Indeed

1. On your Participant Home, similar as before, click the Indeed 2. Enter the job role and location, then click ‘Find jobs’. A drop-
icon to be brought to the Indeed website, where you can begin down box will suggest roles and locations as you type.
your job search.
Or Click in the link
Look for iObS here: LOSiﬂ into your email here: below (Ctrl o CliCk): Q. Jiob title, keywords or company Q@ Cityor posteode m ‘
e R A ool Ceenne an scopunt o ioopRg i -k here https://uk.indeed.co :
. ﬁ M ﬁ @ M Search suggestiens v e Coventry, West Midlands
° . Q  parttime b
[ | —_— Grmat iCioud Q Birmingham, West Midlands
Q  fullti
Eesdint e . shme 9 Londen, Greater London
Q retail t
Login to ur tools here: Q Leicester, Leicestershire
Q @ vou wil need ,T 10 use these took Q work from home X i
Neoad hep restle 20 ascount or et NS your exi=ing sccout” - chak here 9 MNuneaton, Warwickshire
Yoo iy Q warehouse
Q England
g g " e Q  warehouse operative
a = - Manchester, Greater Manchester
— <] Yorg fe Sooge Drve Coogie Dog
Q  cleaner L ) .
Adnra Toeai Jobs ] Birmingham City Centre, West Midlands
‘ Q a receptionist -} Nottingham, Nottinghamshire
@ (m Mect Tearrs foom a teseo Qo Bristol
Cawsdoor Lirkedn Q. apprenticeship

When you click 'Find jobs), filter options will appear below the search bar

G Jabitle; keywords or compan 9 c ostcod Q warehouse o Birmingham, West Midlands m ‘
Upload your CV - it only tai ° ~
Dateposted ~ Posted by = Within 25 miles = Pay = Jobtype = Education level ~ Industry =

strendingonindeed v Encouraged toapply ~ Location Company

Employers: post ajob - Your nex

. ’,
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https://uk.indeed.com/
https://uk.indeed.com/

3. To apply for jobs, sign in or register if you don't have an 4. If you already have a Google (Gmail) or Apple Account, you can just
account. Use the 'Signin' button in the top bar or click 'Apply' on clickin the ‘Continue with Google/Apple’, and you will be directed to
ajob listing to be directed to the sign-in/register page. add your account details.

If not, add your email to the ‘Email address’ box, click ‘Continue’ and
create a password to create your new account.

Ion
indeed o Campany reviews  Salary quide

Q warehouse 9 Birmingham, West Midlands ‘

‘indeed
. . inaee
Dateposted ~ Postedby ~ Pay ~ Jobtype ~ Education level ~ Industry ~

L]
Encouraged toapply ~ Location ~ Company ~
Ready to take the next step?
Post your CV and find your next job on Indeed! x
Warghouse Operative Create an account or signin.
BNJ Coffsultants &
Sort by: relevance - date 200+jobs @ Cannod By creating an account or signing in, you understand and agree to Indeed's
abcr - Full-time Terms. You also acknowledge our Cookie and Privacy policies.
- L 1E
. ) Apply now
Warehouse Operative -~ % -
€/ Continue with Google
BNJ Consultants
Cannock -
From £12.50anhour  Full-time Monday to Friday Job details |
Here's how the job tetalls align with your profiie B N .
o oty ooty o o ™3 Continue with Apple
rk (manual From £12.50an hour
a= Jobtype or

Full-time

Email address *

[ )
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5. Creating your new account:

¢) With your CV uploaded, it's time to fill out your details,
such as your name, contact information, and more, to
improve your job matches.

a) Ifitis your first time using Indeed, b) On the main screen, click 'Upload your CV" This will direct
select that you are a Jobseeker when you to the 'Add a CV to Indeed' screen, where you can upload
asked your CV

Jobtitle, keywords or company Birmingham, West Midlands FAAA TGN RN
Q : : . Find jobs Add name

I Upload your CV - It only takes a few seconds I

andressareedi@gmail.com

Employers: post a job - your next hired candidate is here
Add phone number >

oQ

Add location

Add a CV to Indeed cv

Welcome! Upload €V Build an Indeed CV ‘:'ZVI1.0_TempIate{1} (7).pdf
m Added today

}?eady for the next step? I
Create an account for tools to help you Bucontiouin ouagroctorocaie lobobportunities from Indeed
Improve your job matches
Jobseeker
Qualifications N
Employer Highlight your skills and experience.
indeed o compryreven  Ssyouce a ©® D e
—+ o - Py —— +_ Sob prafursnces >
Sawve specific details like minimum desired pay and schedule
Upload your CV - It only takes a few seconds
d) N W Im |_ Employers: post a job - your ne
ow, Simply Jobs for you Rec e Hide jobs with these details N
SearCh for th e JOb e — Manage the qualifications or preferences used to hide jobs from your search.
yOU Wa nt and ClICk Evening Care Assistant Readyt "
g B eady to wor
1 1 235 % 5
Apply b then fOllOW i Let employers know that you're available to start working as soon as possible.
the steps on Indeed. 5 e
Profile insights Help other jobseekers
e Manage your demographic data >

Part Time Care Assistant

T

. ’,
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e) After clicking 'Apply, you will be directed to a page f) The employer may have added some pre-application e) Then check your answers and click
where you can upload your CV, then click“Continue’. questions that you need to answer before clicking ‘Submit your application’.
‘Continue’.

Exit

Get email updates for the latest care assistant -
jobs in Stratford-upon-Avon

Do you have access to your own vehicle?

Add a CV for the employer O Yes
V10 Template () (gt O ro By creating ajob alert, you agree to our Terms B . You can change your
.0 Template X
& Uploaded mrjhm weekaga consent settings at any time by unsubscribing or as detailed in our terms.
Do you have the right to work in the UK?

O Yes

or

By pressing apply: 1) you agree to our Terms, Cookie and Privacy Policies =]

No
Recommended O ; 2) you consent to your application being transmitted to the Employer
% Build an Indeed CV o (Indeed does not guarantee receipt), and processed and analysed in
We'll guide you through it; thereare onlya few steps. Do you have a full UK driving Licence? accordance with its and Indeed's terms and privacy policies; 3) you
O Yes acknowledge that, when you submit applications for jobs outside your
. country, it may involve you sending your personal data to countries with
Apply withouta CV O No lower levels of data protection; and 4) you further acknowledge that we

may hide your contact information until this employer moves forward with

Submit your application

Accessibility Tools .
.
Unlgue CETED oD I

Senior Care®

ACVisoptional for this job.

Having an issue with this application? Tell us more

€ oo o seancu mesus

Male Care Assistant

Male Care Assistant

Unique Senior Care @ - 38 %
Job reference: SOS-WCX-000374

Shipston on Stour CV36 4AJ Salary: £13 - £14.50 per hour

£13.00 - £14.50 an hour - Permanent, Part-time Department: Warwickshire Caregivers
Location: Shipston - on - Stour

Apply now & [ Q) Employment type: Permanent & Part-time
o hd Hours Per Week: 10 hours

Closing date:

Job Description

Male Care Assistant - Domiciliary Care

Location - Shipston — on — Stour

Reed in Partnership @ imovation
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Reed.co.uk Jobs Courses Career advice Recruiting? Post a job 2 Savedjobs 2, Andressa A
.o e

Profile and CV
What | ¢ "care assistant” ] Where | town or postcode (-:} ] ﬁ
Draft applications
Saved jobs
Andressa Zander Recommended jobs Jobs applied for
Edit profile &CV > © Your searches and alerts
|al aspion
— Get the Job Search app
Profile FLT Warehouse Operative Plumber Course purchase history
Posted by Aspien Posted by Sterling Recruitment Solutions
Account
£ ) 3 0 - ] ni
0/5 complete @ £24500 per annL.Jm ® £35,000 E4'5,0.CO per annum
(© Permanent, full-time (© Permanent, full-time Sign out
. . CV unlaad M @ Crwvantre Wact Midlands (Raninn) @B Crvantru Wast Midlands (Reninn
Before ending your job
search session, ensure you
log out of all your accounts. —
(]
indeed o Company reviews  Salary guide =] a Lo Employers / Post Job
andressareed1@gmail.com
Add your phone number
Let's make sure your preferences are u Enhance yotigaccount >
security
date. Where are you located?
We use this to match you with jobs nearby. B Profile
City, County * Postcode M Myjobs
i Bedworth, Warwickshire X ‘ ‘

B Myreviews

:‘ I'minterested in remote work 38 My demographics

Q Settings
G

o Help Centre

©2024 Indeed - Cookies, Privacy and Terms

8 Privacy Centre

Sign out

!

Reed in Partnership @ ooveton
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Share the jobs you've

Ensure your CV is applied for with your If you need to print anything,
always up-to-date in Employment  Adviser. ask any member of staff for
your job search tools. They can best help you help.

track your applications.

To watch avideo on how to use
the Digital Hub, please use the
link below.

https://www.phrinp.co.uk/

For further technical guidance
on how to use the Digital Hub,
please contact your
employment advisor

. ’,
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https://www.phrinp.co.uk/
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