Jobs Database Instructions for Home Office Agencies 
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Background

The jobs database technology has been changed from an Access 2000 database to a SQL database. This future proofs the service and makes it more reliable.  It also enables nominated HR Agency staff to input jobs and publish them immediately.
The Excel proforma currently used by Home Office Agencies to advertise jobs on the jobs database is now withdrawn.  Do not send any job adverts in using the Excel proforma.
Home Office Agencies will need to implement a new process for inputting jobs directly onto the database via the Home Office GSI site. 


Access Levels

Nominated staff from the Agencies have been given Administration access to the jobs database to draft and make jobs live.

Access the Administrators interface 
1. To start the process open the browser

2. Open the jobs database  http://www.homeoffice.gsi.gov.uk/jobsdatabase/
You will see exactly the same job pages as the normal Horizon user. 
You will not be able to edit and make jobs live in this view

3. Open the Admin interface by adding login.asp at the end of the URL. 
i.e. http://www.homeoffice.gsi.gov.uk/jobsdatabase/login.asp
4. You will see an Admin Panel – enter the following details:
· User Login  : Prison
· PIN : 0999
click enter

5. You will now see new content: You are in the Administrators interface where you will be able to create draft jobs; edit jobs and make them live.

The job page should display
· current jobs; 
· jobs up to 6 months past their closing date and 
· jobs that are in draft mode 
· On the far right there is now a blue box: 
ADMINISTRATION
     [Add New Job]

6. To exit the Administrators Interface simply close your browser.

Create a draft job in the database
1. Go to the Administrators interface (see steps above)

2. Click on Add New Job
3. The Add new Job template will open up.

4. Enter all the vacancy details in the template.

5. When you have completed this save the job as a draft by checking Draft then clicking on Add. 

6. You are taken back to the Admin interface. You will see the job shown here as a draft.

7. Close your browser to exit the Admin interface.


Edit a draft job in the database

1. Go to the Administrators interface

2. To edit a draft job click on the Post title

3. You will see the full details for the job 
4. Scroll to the bottom of these details.

5. Click on Edit Job Details 
6. The Edit Job Details template will open.
7. Change the details and click Update. 
The template will close and you will see the full job details. 
8. Click on Back to return to the Admin interface and refresh your page. 
9. Close your browser to exit the Admin interface.

Make a draft job live

1. Go to the Administrators Interface

2. click on the Post title

3. You will see the full details for the job. 
4. Scroll to the bottom of the job details and click on Edit Job Details. 

5. This will open the Edit Job Details template. 
6. Uncheck Draft and click on Update. 
7. The template will close and you will see the full job details. 
8. Click on Back to return to the Admin interface and refresh your page. 
9. The draft annotation will disappear - the job is now live. 

10. Close your browser to exit the Admin Interface.

Edit a live job in the database
1. Go to the Administrators interface

2. Click on the Post title

3. You will see the full details for the job. 
4. Scroll to the bottom of these details.

5. Click on Edit Job Details
6. The Edit Job Details template will open.

7. Change the details and click Update. 
8. The template will close and you will see the full job details. Click on Back to return to the Admin interface and refresh your page. 

9. Close your browser to exit the Admin interface.



Delete a job in the database

1. Go to the Administrators interface

2. Click on the Post title

3. You will see the full details for the job. 
4. Scroll to the bottom of these details.

5. Click on Edit Job Details
6. The Edit Job Details template will open.

7. To delete click on Delete. An alert message will appear asking you to ok or cancel. If you select ok the alert message and Edit job details template will close.
8. The template will close and you will see a message ‘this item has expired’.

9. Click on Back to return to the Admin interface and refresh your page. 

10. Close your browser to exit the Admin interface.

Archive

After a job ad expires (its closing date passes) it is automatically removed from display on the Jobs Database. There is no need for Admin users to delete them from the database.

However, because HR Admin Users may need to access these vacancies i.e. to re-advertise a job; the Admin User will see all jobs in the jobs database via the Admin interface. 
Search

The jobs are searchable on: reference number; post name; unit; directorate; work involves; eligibility; grade; location.

Tips for using the admin template
Restricted  - only check this box if you do not want the job advertised on the Home Office website - Keeping in Touch Scheme.
Unit - enter the unit details. Don't enter the word 'unit', as this will appear in the advert automatically as a heading.

Ref - enter the job reference if applicable. Enter not applicable if there isn't one.


Post - enter the job title and grade. This is really important as it is the first field users see in the jobs database summary. Don’t enter the word 'post', as this will appear in the advert automatically as a heading.

Grade - select from the drop down. If you cannot see the grade - select its equivalent. For guidance to equivalents see Annex A.

Directorate/Agency/NDPB/Secondment - select from the drop down. 

Location - select from the drop down.

Further Information - enter details of where further information about the job can be obtained. Don't enter the word 'Information', as this will appear in the advert automatically as a heading. However, it's ok to enter it as part of a sentence i.e. "Further information including a job spec. can be obtained from ….".

Application - enter details of who/where/what to send the application to.
Don't enter the word 'Application', as this will appear in the advert automatically as a heading. However, it's ok to enter it as part of a sentence i.e. "Application forms should be sent to …".

Interview - enter details of interview date if known. 

Min period - enter details on how long the job is for i.e. permanent or secondment x years

Eligibility Type - select from drop down: on level transfer, promotion, transfer/promotion or loan/secondment (used by search)

Eligibility - enter details on who/what grades can apply.

Background - enter these details if provided.

Work involves - enter the job description.

Skills - enter any core competencies or special qualifications required to do this job.

Development - enter any additional development on offer with the post i.e. will receive appropriate supervision and training … .

Other Info - enter any additional details here that do not fit into any of the above categories.

Close Date - select date from pop up calendar. 
Draft – check this box if you want to create a draft. Uncheck this when you are ready to make this job live
Annex A

	Grade Filter 
	All Current HO/Prison Grades
	Notes

	SCS
	
	

	G7, G6 and equivalents
	PS Senior Manager A
PS Senior Manager B
Animals Inspector
Grade 6 Lawyer
PS Senior Manager C 
Grade 7 Lawyer
Assistant Director (IND) 
PS Senior Manager D
	

	SEO and equivalents
	Immigration Inspector 
Legal officer
Senior Information Officer 
Senior Librarian
Senior Psychologist 
Senior Research Officer
Senior Scientific Officer
Seo Accountant 
Seo Auditor
SPTO
STTO
PS Manager E
PS Manager F
	

	HEO and equivalents
	Chief Immigration Officer
Chief Typing Manager
Heo Accountant
Heo Auditor
HEO ( D)
Higher Graphics Officer
Higher Scientific Officer
HPTO
HTTO
Information Officer
Librarian
Senior Assistant Statistician
Senior Economist Assistant
PS Manager G
	

	EO and equivalents
	Assistant Information Officer
Assistant Librarian
Assistant Statistician
Economic Assistant
Graphics Officer
HIO
Immigration Officer
Interpreter
Psychologist
PTO
Research officer
Scientific officer
TTO
Typing Manager 
	

	AO and equivalents
	Assistant Immigration Officer
ATTO 
Graphics Technical Grade 
Personal Secretary
SGB1 
	

	AA and equivalents
	SGB2
Typist 
	

















