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How to complete the online 

application 

  
  

 

 

 

 

These guidelines have been developed to assist you with completing your online application and cover 

the following: 

1. Our recruitment process 

2. Registering/Logging in 

3. Setting up and editing your career profile 

4. Applying for jobs (once your profile is complete) 

5. Manage your job alert preferences 

6. Manage your talent bank preferences  

 

1. Our recruitment process 

The flow chart below shows an overview of the different stages of our recruitment process: 

Register/Log in

Complete or update 
‘my profile’

Select the job you 
wish to apply for 

Stage 1 
Complete online 

suitability test 

Stage 2
Complete ‘How you 

meet the 
requirements for 

the job’

Application 
unsuccessful 

Failed test 

Progress to stage 2

Support/Admin job (Entry level jobs)

Passed test

Middle Management posts and above

Application 
submitted

Invited to interview 
Application 
unsucessful

Email sent to you 
notifying you of the 

outcome

 



October 2014  Version 1.0 

Page 2 of 16 
 

2. Registering/logging in 

If you wish to view and print further information about the vacancy before applying you can do so by 

selecting the ‘View current vacancies’ link on our website. You will be shown a screen similar to the 

one below, select the vacancy you wish to see further information about from the list.   

 

 

 

Scottish Courts and Tribunals Service can make details of all posts available in an alternative format. If 

you require this service, please e-mail recruitment@scotcourts.gov.uk or telephone 0131-444-3433 or 

0131-444-3432. 

 

Log in- If you are already registered with us (account created after 19th January 2015) enter your User 

name and password into the appropriate boxes to access your career profile. If you registered on our 

old system prior to 19th January 2015 you will need to create a new account by clicking the register 

button on our website.  

 

mailto:recruitment@scotcourts.gov.uk
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Password reset - If you’ve forgotten your password you can request to have this reset by clicking the 

link as shown above and entering your registered email address. If your details match those on our 

records an email containing a link to reset your password will be sent to that email address.  

 

 

 

Register - To register for the first time please click the ‘register’ link and complete the information as 

shown below.  

 

 

Once registered/logged in you can do the following:  

 Set up and edit your career profile  

 Apply for jobs (once your profile is complete) 

 Manage your job alert preferences 

 Manage your talent bank preferences  

 

Note: You can choose to deregister your profile and delete your details from our system at any point.  
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3. Setting up and editing your career profile 

Once logged in select the ‘My Profile’ tab (as shown below) to edit your existing career profile or to 

enter your details for the first time.  
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My Profile  

Most recruitment correspondence will be made via email so please make sure you have fully 

completed all of the tabs within the ‘my profile’ section. Please check your spam/junk mail folders for 

any correspondence relating to your application as some emails may have been directed there by your 

email providers security settings. 

 

 

Incorrect/ missing information will be shown with a red error message next to the relevant field.  

Once ‘my profile’ is fully completed you can start to apply for jobs with the Scottish Courts and 

Tribunals Service. Your information will be stored for future applications to save you time having to 

reenter your basic information again. You just need to make sure you keep your profile updated to 

reflect your current career profile and circumstances if anything changes.   

 

Further information regarding each of the sections in ‘my profile’ can been found below: 

 

Personal details 

Please ensure you check the information you enter in this section fully as this will be used to contact 

you about your application. 

 

Equality  

Please use this part to indicate if you consider yourself to have a disability as defined by the Equality 

Act 2010 and whether you wish to be considered under the Guaranteed Interview Scheme. The 

Scottish Courts and Tribunals Service hold the Disability symbol (Guaranteed Interview Scheme) and is 
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committed to interviewing any candidate with a disability that fully meet the minimum (essential) criteria 

for the post. The ‘essential’ criteria for the post are those which applicants must meet in order to do the 

job.  

 

Right to work in the civil service 

To be eligible for appointment you must be legally entitled to work and remain in the UK and be eligible 

for appointment to the UK Civil Service. You can access information about Nationality requirements by 

selecting the link provided in the system. If you fail to meet the nationality eligibility criteria and the 

right to be employed in the UK Civil Service your application may be rejected. 

  

Personal Character  

The Scottish Courts and Tribunals Service are exempt from the Rehabilitation of Offenders Act 1974 so 

you must disclose all previous convictions regardless of whether they are spent or unspent. All 

successful applicants will be security checked through a ‘Standard’ level Disclosure check.  Disclosure 

Scotland checks are designed to enhance public safety by providing potential employers and 

organisations with criminal history information on individuals applying for posts. Disclosure Scotland 

issue certificates - known as "Disclosures" - which give details of an individual's criminal convictions or 

state that they have none.  This means that even minor convictions, perhaps dating from years ago, 

are included on the Disclosure.  Withholding information in your application risks any employment offer 

being withdrawn.  

 

Indicate using the drop down options whether you have been convicted or found guilty of an offence, 

put on probation, conditionally discharged or bound over after being charged with any offence. You 

should include motoring, but not minor offences such as speeding or parking tickets. If you indicate 

‘Yes’, click the ‘add conviction’ button to enter the details. Repeat the process to record all convictions. 

You can edit or delete a conviction you’ve entered by clicking on the entry. Please note that 

answering YES to any of the questions will not necessarily bar you from appointment, however 

these details will be taken into account and your application may be rejected after further 

consideration. 

 

Bankruptcy/Insolvency - You should also indicate in this section if you are insolvent, a person in 

respect of whose property a Receiving Order is in effect and/or undischarged bankrupt. The civil 

service management code specifies in the Conduct: Standards of Propriety section (4.3.2) that 

departments and agencies must ensure civil servants who are bankrupt or insolvent are not employed 

on duties which might permit the misappropriation of public funds. As such, if you declare 

bankruptcy/insolvency on your application, consideration will be given to the nature of the role and 

whether you should be sifted out. 
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Employment History 

You should provide information on your employment/ education (if little or no work experience) at least 

up to the last 5 years, beginning with your most recent. Please explain any gaps in employment or full 

time education. You should include periods of unemployment or voluntary work and time spent caring 

for relatives. If you have spent 6 months or more over the past 3 years abroad please give a 

reasonable account and details of this.  

 

Qualifications  

You should detail any relevant qualifications or professional memberships relevant to your application. 

These may include, but are not limited to, Standard Grades, Highers, SVQs, HNDs and Degrees. You 

should provide details of the subject, the type of qualification, grade/band, awarding institution and the 

year attained. If the job you are applying for requires you to have certain qualifications, you should 

bring the original copies of these with you to interview. 

 

About you, referees and Equal opportunities  

The Scottish Courts and Tribunals Service are fully committed to equality, diversity and inclusion. To 

fulfill this commitment it is necessary for us to monitor the applications we receive to ensure that all 

applicants are treated fairly. Your response to these sections will not be available to those assessing 

any application you make. 

 

Once you have completed ‘my profile’, click the ‘home’ tab to return to the main menu. 
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3. Applying for jobs (once your career profile is complete) 

 

Once your career profile is completed you can start to apply for jobs within the Scottish Courts and 

Tribunals Service by selecting the job you are interested in applying for from the list of vacancies. This 

will take you to a screen which provides links to the person specification and job description documents 

which tell you more about the job and the skills we are looking for. The person specification sets out the 

essential and desirable criteria which the selection panel will use to assess applicants against to 

determine their suitability for the job, so we recommend that you refer to the Person Specification when 

completing your application. It may benefit you to save these documents or print them off for easy 

reference.   
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From this screen click the ‘apply’ button to start your application. Depending on the type of role you are 

applying for there will be different requirements. These are shown below: 

 

Suitability test (For support role and administrative roles only) 

 

For our entry level positions (Support grade and Administration level) there are no minimum 

qualifications required. All applicants will however be required to pass our suitability test. Depending on 

the type of role you are applying for this will comprise of 3 of the following elements. All parts of the test 

must be completed in order to progress. We recommend that you read our guide for candidates taking 

our online tests before you begin.  

 

 

 

 

 

 

 

 

 

 

 

 

http://www.scotcourts.gov.uk/docs/default-source/recruitment/guidance-for-candidates-taking-our-online-suitability-tests.doc?sfvrsn=0
http://www.scotcourts.gov.uk/docs/default-source/recruitment/guidance-for-candidates-taking-our-online-suitability-tests.doc?sfvrsn=0
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How you meet the requirements of the post  

If you are applying for a post with multiple locations and/or contract types please select those you wish 

to considered for by putting a tick in the relevant boxes. You will see the headings of the sections 

detailed on the person specification listed. You should select each heading and enter your responses 

for how you meet that element of the person specification.  

 

 

When you select a heading you will be taken to a screen similar to the one below. When completing 

your responses you must ensure you provide specific examples from your past experience which 

shows how you meet the skills noted in the person specification. Remember that relevant experience is 

not always obtained from a formal work setting, so consider any voluntary work, courses, education, 

placements or leisure activities that show your abilities. This will be particularly useful if you have never 

been in paid employment or have not worked for a long time.  

 

When providing examples, use the STAR model below to ensure your responses are robust: 

 

Situation   Describe the situation and explain what happened 

Task    Outline the task you had to complete and describe your responsibilities 

Action    Explain the steps that you took or the decisions you made 

Result   Explain the outcomes of your actions, benefits from your action and what was 

learnt from the experience 
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You can gain an understanding of what makes a good response from the information below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you have completed the ‘How you meet the requirements of the post’ section you will be asked a 

couple of quick questions about where you saw the vacancy advertised, why you applied for the job 

WHAT DOES A GOOD RESPONSE LOOK LIKE? 

 

One of the common errors applicants make is that they give generic responses when it comes to 

detailing how they meet the requirements of the post or they make general assertions about 

meeting the specification but do not support this up with appropriate examples. As indicated 

above, we are looking for specific information and examples which back up what an applicant is 

saying.  

The following examples demonstrate this so you can gain an understanding of what we are 

looking for when assessing. In relation to a requirement to have experience of improving 

processes applicants could answer in different ways, as follows: 

Example 1 (Poor response): 

One my key skills is improving processes and I believe the key to this is exploiting information 

technology.  Process improvement is fundamental to ensuring savings are made for the 

organisation both in terms of time and increased efficiency. I have utilised this skill throughout my 

career and I believe my track record clearly demonstrates that I can add real value to your 

organisation.  

Example 2 (Good response): 

One of my core skills is recognising where process improvements can be made to deliver 

efficiency and identifying solutions to make cost savings. An example of this is at Seinfeld 

Consultancy where I identified that our manual process for recording queries on a tally sheet was 

time intensive, difficult to process and challenging to analyse. I undertook some analysis of the 

current process and calculated that the department spent on average 7 hours per week recording, 

processing and analysing query data. This meant that around 52 days per year was being spent 

on this task at a cost of £4,500.  

I investigated a number of query management systems and produced a system specification to 

enable a procurement exercise to be undertaken to find an electronic solution. The result was that 

I introduced a new electronic query management system to the organisation at a cost of £6,000. 

The new system reduced the time spent recording, processing and analysing query data by 5 

hours per week, saving £3,000 of resource in the first year. In addition the new system enabled 

me and other managers to easily analyse query trends and monitor response times to customer 

queries, this helped to identify a number of other key areas for improvement to be identified and 

gave a key measure to monitor service deliver in terms of response times for our customer base. 
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and will also have a chance to give us feedback.  

 

Please note: The information you provide in this section will not be seen by the selection panel nor be 

used to determine your suitbility for appointment. This information is solely used by our recruitment 

team to determine the effectiveness of our advertising, systems, processes and helps us identify future 

improvements. 

 

Declaration  

The final step is to carefully read the declaration and put a check in the box to show that you accept the 

declaration. You may now either submit the application or save the application to return to later. If you 

wish to modify the application before submitting it, click the <<Prev button.  

 

If you submit the application you should receive an email acknowledging that your application has been 

received. If you do not receive this email please check your junk/spam folder. If you still don’t have the 

email please contact recruitment@scotcourts.gov.uk. Once submitted you will not be able to 

change the application.  

 

mailto:recruitment@scotcourts.gov.uk
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Once you submit your application online you will receive an automated email from our Recruitment 

system to confirm we have received your application. Please note that all recruitment 

correspondence will be made via email. Please therefore ensure that you check your spam/junk 

mail folders for any correspondence relating to your application as some emails may have been 

directed there by your email provider’s security settings. 

 

You are currently not able to print your application at the end of the application so if you need a copy of 

your submitted application please email recruitment@scotcourts.gov.uk  

 

If we feel your skills and experience do not match the role you have applied for, we will contact you by 

email to let you know that you have been unsuccessful on this occasion. Please note, that due to the 

volumes of applications we receive for some posts, we are not always able to provide feedback at the 

application stage.  

 

 

 

 

 

 

 

 

mailto:recruitment@scotcourts.gov.uk
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4. Managing your job alert preferences 

 

You can manage your job alert preferences by selecting the ‘My job alerts’ tab. This will take you to a 

screen similar to the one below: 

 

If this is the first time into this tab your preferences will be blank. Simply select the criteria for the job 

alerts you wish to receive and save the details. Your job alerts will now be activated and you will 

receive an email each time a vacancy with your chosen criteria is advertised. You are able to change 

your job alert criteria at any stage.  
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Once you have set your job alert criteria you will see one of the following messages. These show the 

current status of your job alerts (see below) and give an option to ‘Activate’ or ‘Deactivate’ them.  

 

 

 

5. Managing your talent bank preferences  

On occasions we need people to provide temporary cover to meet immediate operational business 

needs within our courts. We also offer opportunities for voluntary work experience for those wishing to 

learn more about the work of the Scottish Courts and Tribunals Service. If you are interested in either 

please complete your preferences in the ‘talent bank’ tab. We will refer to the talent bank when such 

opportunities arise. Similar to the ‘Job alert’ facility you should enter the criteria for what you are 

interested in hearing about. Additionally you will need to add a personal statement and key 

achievements. We will be in touch if suitable opportunities arise. 

 

As with the job alerts tab, if this is the first time into this tab your preferences will be blank. Simply 

select the oprions which fit your preferences. Once saved your talent bank preferences will be 

activated.  
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You are able to change your talent bank preferences any time you wish. You may also deactivate or 

reactivate your preferences using the following buttons:  

 

 

 


