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How to manage your applicant profile in NHS Jobs 

This guide gives you instructions for how to manage your applicant profile in NHS Jobs. 

You can edit and save information to your profile, including: 

• your name 

• your contact preferences 

• your password 

• your qualifications, training, and job history 

• your equality and diversity information 

This will ensure that you always have the most up to date information on any applications 

you make in the NHS Jobs service. 
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Update your contact preferences and details 

This page gives you information about the new applicant profile feature. 

Important: You'll only see this page if you have an existing NHS Jobs account. 

To update your contact preferences and details, complete the following step: 

1. Select the ‘Continue’ button. 
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Account details 

This page gives you instructions for how to change your account details. You can also add 

or edit your application information, including your qualifications, training courses and job 

history. 

To access and edit the details in your applicant profile, complete the following steps: 

1. Select the ‘name’ link. 

2. Select the ‘Your profile’ link. 
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Your account 

This page gives you instructions for how to edit your account details. 

Important: Your email address can’t be changed. 

To edit your account details, complete the following steps: 

1. To change your name, select the ‘Change’ link. 

2. To change your contact preferences, select the ‘Change’ link. 

3. To change your password, select the ‘Change’ link. 
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Change your name 

This page gives you instructions for how to change your name. 

To change your name, complete the following steps: 

1. In the First name box, enter the details. 

2. In the Last name box, enter the details. 

3. Select the ‘Save’ button. 

 

You’ve changed your name and reached the end of this user guide. 
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Change your contact preferences 

This page gives you instructions for how to change how you want to be updated on the 

progress of your applications. 

Important: If you select an option that includes phone or text messages, you’ll be asked to 

give your phone number. 

To change your contact preferences, complete the following steps: 

1. Select an option. 

2. Select the ‘Save’ button. 

 

You’ve selected your contact preferences and have reached the end of this user guide. 
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Change your password 

This page gives you instructions for how to change your password. 

To change your account password, complete the following steps: 

1. In the Current password box, enter the details. 

2. Select the ‘Continue’ button. 
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Create new password 

This page gives you instructions for how to create your new password.  

Important: Your password needs to be 12 characters or more. 

To create your new password, complete the following steps: 

1. In the New password box, enter the details. 

2. In the Confirm new password box, enter the details. 

3. Select the ‘Save’ button. 

 

You’ve created a new password and reached the end of this user guide. 
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Your profile 

This page gives you instructions for how to add or edit your application details and download 

your profile. 

Important: This information can be used to populate the answers on an application form 

when you apply for a job on NHS Jobs. It is not visible to anyone else. 

To add or edit your application details or download your profile, complete the following steps: 

1. Select the ‘Qualifications’ link. 

2. Select the ‘Training’ link. 

3. Select the ‘Job history’ link. 

4. Select the ‘Equality and diversity’ link. 

5. Select the ‘View and manage account’ link. 

6. Select the ‘Download my profile’ link. 
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Do you have any academic qualifications? 

This page gives you instructions for how to confirm if you have any academic qualifications. 

Important: This page will only appear if you don’t have any academic qualifications saved to 

your profile. 

To confirm if you have any academic qualifications, complete the following steps: 

1. Select an answer: 

• ‘Yes’ 

• ‘No’ 

2. Select the ‘Save and continue’ button. 
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Add academic qualification 

This page gives you instructions for how to add an academic qualification. 

To add an academic qualification complete the following steps: 

1. In the Subject box, enter the details. 

2. In the Place of study box, enter the details. 

3. In the Result box, enter the details. 

4. In the Type of qualification box, enter the details. 

5. In the Start date boxes, enter the month and year. 

6. In the Finish date boxes, enter the month and year. 

7. Select the ‘Save and continue’ button. 
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Your qualifications 

This page gives you instructions for how to manage your qualifications. 

To change, delete or add another qualification, complete the following steps: 

1. Select the ‘Change’ link (optional). 

2. Select the ‘Delete’ link (optional). 

3. Select an answer: 

• ‘Yes’ 

• ‘No’ 

4. Select the ‘Save and continue’ button. 
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Check and save your qualifications 

This page gives you instructions for how to check and save your qualifications. 

Important: Changing the ‘Have you got any qualifications?’ answer to ‘No’ will delete any 

qualifications you’ve entered. 

To check, change and save your qualifications, complete the following steps: 

1. Select a ‘Change’ link: 

• ‘Have you got any qualifications?’ (optional). 

• ‘Your qualifications’ (optional). 

2. Select the ‘Save and continue’ button. 
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Have you completed any training courses? 

This page gives you instructions for how to confirm if you have completed any training 

courses. 

Important: This page will only appear if you don’t have any training courses saved to your 

profile. 

To confirm if you have completed any training courses, complete the following steps: 

1. Select an answer: 

• ‘Yes’ 

• ‘No’ 

2. Select the ‘Save and continue’ button. 
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Add a training course 

This page gives you instructions for how to add a training course. 

To add a training course, complete the following steps: 

1. In the Course title box, enter the details. 

2. In the Training provider box, enter the details. 

3. In the Year obtained box, enter the details. 

4. Select the ‘Save and continue’ button. 
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Your training course history 

This page gives you instructions for how to manage your training course history. 

To change, delete or add another training course, complete the following steps: 

1. Select the ‘Change’ link (optional). 

2. Select the ‘Delete’ link (optional). 

3. Select an answer: 

• ‘Yes’ 

• ‘No’ 

4. Select the ‘Save and continue’ button. 
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Check and save your training courses 

This page gives you instructions for how to check and save your training courses. 

Important: Changing the ‘Have you completed any training courses?’ answer to ‘No’ will 

delete any training courses you’ve entered. 

To check, change and confirm your training courses, complete the following steps: 

1. Select a ‘Change’ link: 

• ‘Have you completed any training courses?’ (optional). 

• ‘Your training history’ (optional). 

2. Select the ‘Save and continue’ button. 
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Are you currently in a job or have you had one in the past? 

This page gives you instructions for how to confirm whether you are currently in a job, or if 

you’ve had one in the past. 

Important: This page will only appear if you don’t have any jobs saved to your profile. 

To confirm if you are currently in a job or have had one in the past, complete the following 

steps: 

1. Select an answer: 

• ‘Yes’ 

• ‘No’ 

2. Select the ‘Save and continue’ button. 
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Job details 

This page gives you instructions for how to add a job. 

To add a job, complete the following steps: 

1. In the Job title box, enter the details. 

2. In the Employer box, enter the details. 

3. In the Key tasks box, enter the details. 

4. In the Start date boxes, enter the details. 

5. In the Finish date boxes, enter the details. 

6. Select the ‘Save and continue’ button. 
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Your job history 

This page gives you instructions for how to manage your job history. 

To change, delete or add another job, complete the following steps: 

1. Select the ‘Change’ link (optional). 

2. Select the ‘Delete’ link (optional). 

3. Select an answer: 

• ‘Yes’ 

• ‘No’ 

4. Select the ‘Save and continue’ button. 
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Check and save your job history 

This page gives you instructions for how to check and save your job history. 

Important: Changing the ‘Are you currently in a job or have you had one in the past?’ 

answer to ‘No’ will delete any job history you’ve entered. 

To check change and confirm your job history, complete the following steps: 

1. Select a ‘Change’ link: 

• ‘Are you currently in a job or have you had one in the past?’ (optional). 

• ‘Your job history’ (optional). 

2. Select the ‘Save and continue’ button. 
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Equality and diversity monitoring 

This page gives you information about equality and diversity monitoring. 

Important: The information collected will be treated confidentially and used for statistical 

purposes only, not to identify individuals. 

Read the information on the page and complete the following step: 

1. Select the ‘Continue’ button. 
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What is your gender? 

This page gives you instructions for how to confirm your gender. 

To confirm your gender, complete the following steps: 

1. Select an answer. 

2. Select the ‘Save and continue’ button. 
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Is your gender the same as that assigned at birth?  

This page gives you instructions for how to confirm if your gender is the same as that 

assigned at birth. 

To confirm if your gender is the same as that assigned at birth, complete the following steps: 

1. Select an answer. 

2. Select the ‘Save and continue’ button. 
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What is your marital status? 

This page gives you instructions for how to confirm your marital status. 

To confirm your marital status, complete the following steps: 

1. Select an answer. 

2. Select the ‘Save and continue’ button. 
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Are you currently pregnant, on maternity or paternity leave or have you given 

birth in the last 26 weeks? 

This page gives you instructions for how to confirm if you’re currently pregnant, on 

maternity/paternity leave or have you given birth in the last 26 weeks. 

To confirm if you’re currently pregnant, on maternity or paternity leave or have given birth in 

the last 26 weeks, complete the following steps: 

1. Select an answer. 

2. Select the ‘Save and continue’ button. 
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Which of the following options best describes how you think of yourself? 

This page gives you instructions for how to confirm how you think of yourself. 

To confirm how you think of yourself, complete the following steps: 

1. Select an answer. 

2. Select the ‘Save and continue’ button. 
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What is your age? 

This page gives you instructions for how to confirm your age. 

To confirm your age, complete the following steps: 

1. Select an answer. 

2. Select the ‘Save and continue’ button. 
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What is your ethnic group? 

This page gives you instructions for how to confirm your ethnic group. 

To confirm your ethnic group, complete the following steps: 

1. Select an answer. 

2. Select the ‘Save and continue’ button. 
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What is your religion? 

This page gives you instructions for how to confirm your religion. 

To confirm your religion, complete the following steps: 

1. Select an answer. 

2. Select the ‘Save and continue’ button. 
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Check and save your equality and diversity answers 

This page gives you instructions for how to check and save your equality and diversity 

answers. 

To check change and confirm your equality and diversity answers, complete the following 

steps: 

1. Select a ‘Change’ link (optional): 

• ‘Your gender’ 

• ‘Gender assignment’ 

• ‘Marital status’ 

• ‘Pregnancy, maternity and paternity leave’ 

• ‘Sexual orientation’ 

• ‘Age’ 

• ‘Ethnic group’ 

• ‘Religion’ 

2. Select the ‘Save and continue’ button. 
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Create profile download 

This page gives you instructions for how to create a profile download. 

Important: The profile download will be created as a PDF file. 

To create a profile download, complete the following step: 

1. Select the ‘Create profile download’ button. 
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You have successfully created a profile download 

This page shows confirmation that you have created a profile download. 

To download your profile, complete the following step: 

1. Select the ‘profile’ link. 

 

You’ve downloaded your applicant profile and have reached the end of this user guide. 

 

 


