
Applicant Journey - Applying for a Job

View how to apply for a job through FACE-Ed.

When applying for a position on FACE-Ed, you will start by clicking apply on
the jobs page. This will take you through to the application portal where you
can enter your details. 

If you have filled in your details in the Profile section, the application will be
populated automatically.

1. When you have clicked apply, you will be taken to the first page of the
application. 

2. This is where you will enter your personal details and your address history.
When you are complete, click 'Next' or, alternatively, click 'Save' to come back
later.

3. After clicking 'Next', you will move to Education and Qualifications. 

4. For teaching posts, you will share whether you have Qualified Teacher
Status. Choose whether or not you qualified outside of the UK and enter the
date when you qualified.

5. If you have qualified in the UK, you also need to enter your Teacher
Reference Number, or toggle Teacher Reference Unavailable.
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If you have entered your institutes and qualifications in the profile section,
these will already be uploaded.

6. To add an institute, click 'Add Institute'. Institutes are split into the following
sections:

- Secondary/High School Education
- College / Further Education (Tick box if you did not attend)
- University Degrees or Diplomas (Tick Box if you did not attend)
- Other Education Provider

7. Enter your institute details. 

8. Add qualifications from the drop down list or toggle 'Other Qualification' to
add qualifications manually. Click 'Add' to add qualifications. They will appear
in a table below.  Click 'Clear Form' to delete information from the fields.



9. Click 'Save'.

If you have entered any Training/CPD in the profile section, this will already be
uploaded.

10. If you want to add Training/CPD, click the 'Add Training/CPD' button.

11. To make changes to your Training/CPD, click the 'Actions' button and 'Edit'.
If wish to remove Training/CPD, click 'Actions' and 'Delete'.

12. If you click 'Next', you will move to Employment History.



13. To add a new employer, click on 'Add Employment History'.

14. To make changes to any employers you have already added, click
'Actions' and 'Edit'. If you wish to remove an employer, click 'Actions' and
'Delete'.

15. After clicking 'Add Employment History', this will open a window to enter an
additional job to your employment history.
 
When complete, click 'Save' at the bottom of the window.



16. After entering your education and employment history, FACE-Ed will pull up
any gaps. A reason must be given for each gap.

 
17. The Qualification Match section checks required qualifications against the
qualifications that have been added in the previous section. 

18. Click on the drop-down box to match the qualifications. If required, you
can match multiple qualifications. 

Click 'Save' or 'Next'.



19. The References section allows you to add references. To do this, click the
'Add Reference' button. 

20. To make any changes to references you have already uploaded, click
'Actions' button and 'Edit'. If wish to remove a reference, click 'Actions' and
'Delete'.. 

21. If your current or most recent employer doesn’t match your chosen
referee, you will need to explain this here.

22. The next step is any additional information. This includes your personal
statement. 

23. The page defaults to Additional Information, but you can also click here to
return to the Additional Information page. 

24. If you want to view the Personal Specification, click here. 

25. Adding additional information can be done here, you can also add your
personal statement here.



26. Under File Attachments, if you click on the 'Add' button, it will open the
Add Attachments window. 

Here you can either add existing documents that you have uploaded through
your profile page or add new attachments. 

27. To add a new attachment, click 'New Attachment'.

Click 'Save'.

28. The declaration allows you to confirm your suitability for the post you are
applying for. This includes immigration, safeguarding and rehabilitation of
offenders information. 

29. To confirm each section, tick the boxes.



30. At the Disclosure section, if you select Yes, you will need to provide details
of any employees or governors that you are related to. If this doesn’t apply to
you, select no.

31. Similarly, if you have worked abroad in the last five years, you will have to
provide details of this. 



32. Next, you will need to tick to state that you understand that you will need to
sign a hard copy of your application at interview stage, then sign and date at
the bottom.

33. Next, provide equal opportunities information. 

34. If you have completed this in the profile section, it will be populated
already. If not, enter the information here.



35. Add whether you will be job sharing in this post and provide details of any
specific arrangements for interview.

36. The Submit Application page gives you the opportunity to review your
application and confirm you agree to terms and conditions. 

37. To review you application before submission, click 'Review Application'.
This will download a PDF file for you to read through.  

38. Tick the box to confirm that you have agreed to Terms and Conditions
which can be viewed by clicking on the blue text.



39. When you are happy with your application, click 'Submit'.

Click the link below to view our help video or download the attached step by step guide.

Applicant Guide Video
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