Otep by Step Guide to...

Advertising your student & graduate job
vacancies on the NUl Galway Careers website

1. New Users Register your organisations profile... A ‘wizard’ will take you through the
registration process which shouldn’t take more than 5 minutes.

Once registered you will receive a username & password for future log-ins.
Please submit a complete profile for your organisation

2. Existing Users Login with ‘username & password’ provided at the registration stage (skip to pg 2)

3.  Web link: https://nuig.gradireland.com/home.html

St e p 1 NEW ORGANISATION - BASIC INFORMATION

This wizard creates a new Organisation
Flease enter the basic Organisation information below

Full organisation name * I

Organisation description (150 |, _—
words max) = oLy B @G| B o7 U o |
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Organisation address *

St e p 2 NEW ORGANISATION - ABOUT YOUR ORGANISATION

This wizard creates a new Organisation.
Flease enter the Organisations business information below.

gize of . |Se|ect0ne hd
Organisation

Select the number of ermployess

Frimary Business [Select One b
Area ®

Selectthe primary business area

NEW ORGANISATION - CONTACT DETAILS
Step 3 e T

Please add organisation contacts to create a new arganisation profile
You must specity at least one organisation contact.

Crganisation contacts list is empby.

Add New Contact

St e p 4 NEW ORGANISATION - PARENT ORGANISATION INFORMATION

This wizard creates a new Organisation.
Please enter the Organisation information below.

Are you a: ® Single or top-level organisation

O Subsidiary organisation
O Division within an organisation

T Once you organisations profile has been Approved by the
Add ﬂnd | I10Ye l][ | ﬂmﬂﬂhﬂn Employment Team at NUI Galway you can add your vacancies to the
b

website.



3.  Once registered
option on the menu bar to your left.

4.  Select organisation

5.  Add your vacancies https://nuig.gradireland.com/home.html

Log-in and search for your organisation using the 'Select Employer’

Please fill in ALL fields to provide as much information as possible to our students and graduates

OPPORTUNITY DETAILS

Flease enter the following information about your Opportunity details.

Employer name

Opportunity i

title *
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type

Types ofwork*  [Seiectone vl

Locations * [Selectone vl

Country * | Select One ‘£|

Salary range © | Select One ‘;|

Murmber of |Unspecified v_|
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Degres ciscipine  [Select one v

Year of study | Ay ~|

fﬂ%lit‘rqggtiﬂﬂ | SelectOne. = Add Selected

Application Selectone v

Additional e e =E===

application hEaB@mEm| B £ U | == ==

details i :
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Application | Main | No Postal Address
address l
Contact | Select One v Add Selected Contact | Other |

aetlls Select a contact fram the drop-down fistand click 'Add Selected Contact. Alternatively, click
‘Other button and enter the details of the contact

Start date [Jul_ v [22 ][ 2010 ¥ [E

Start date note
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applications This is the date gﬂéfv’vﬁi’cﬂuu will not accept applications forthe post
Expiry date of ’ I |
By g [Jul_[¥][22 =] [z010 ]

This is the date used by the system to ensure that students do not see opporunities where the
cloging date has passed, Students can actively search expired opportunities ifthey wish. This date
should normally be the same as the closing date given. MNOTE: this date cannot be more than the
configured maximurm number of expiry davs

Cther details
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Post Opportunity ® ves O Mo

on

gradireland? *

Are you & O ves @ Mo -
recruitment

agency” Choose “es'if you are a recruitrment agency adverising on behalf of another company

Vacancy will go ‘live’ on our website following
approval by the Employment Team at NUI Galway

Add multiple selections & confirm
your selection by clicking
‘Add Selected’

Brief Job Summary limited to
50 words

Add multiple selections & confirm
your selection by clicking
‘Add Selected’

Free form box allowing extra
application information

Provide details to whom

application should be sent. Name &
Address provided at registration will
appear—but also option to add
‘Other’

Free form box allowing extra infor-
mation on recruitment cycle e.g.
deadline, interview dates, offers
etc...

Where possible please provide a
closing date for receipt of
applications.

Otherwise vacancies will be added
to website for a period of one month.

Tick if you would like your vacancy
to appear on www.gradireland.com
(our sister website)

If you experience any difficulty using the system please contact - employers@nuigalway.ie



