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1. Getting Started with SAP e-Recruiting
Welcome to the recruitment webpages of the European Central Bank. Setting
yourself up with a profile is easy and once you have registered and set up a user
name and password, you can start populating the form with your personal details.
It is recommended that when you are completing your profile, you save your data as
often as possible and, for security reasons, always remember to log off from the
system, particularly if you are away from your home computer or using a public
computer.
1.1 Searching for a Position
You
can
access
our
job
pages
via
the
following
link:
http://www.ecb.europa.eu/ecb/jobs/html/index.en.html
Click on Apply for vacancies and then on Search for vacancies, which will take you to
the job search functionality of our e-recruitment system. In addition you can register
to set up a profile, set up a job agent by clicking “Log in & create your profile”.

To get a full list of our vacancies, click on
which will display the list of current
vacancies (or, alternatively, you can select key words or search by contract type or
business area). More details are given in section 4 of this guide.
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To start your application for a position, highlight the job posting you are interested in
and click on Apply.
Once you enter the actual recruitment system, you will be prompted to register as a
new user.

19 June 2012

Page 4

2. How to Register for the First Time as a New User
Once you enter the actual recruitment system, you will be asked to register as a
new user. Registering yourself as a first-time applicant is easy and should only take
a few minutes. How do you do this? First of all, you need to click on the link Register
here.

Once you have entered a user
name and password, you will reach
the registration page (see below).

You should enter your first and last names, a user name, a password and a valid email address. All fields marked with an asterisk are mandatory fields and need to be
completed.
Please ensure that you use a secure password (e.g. alphanumeric containing at least
one special character).
Once you have completed your details, confirm with a tick that you agree with the
content set out in the data privacy section, which you can access by clicking on the
link. Once you have agreed to the content in the data privacy statement, you are
ready to register.
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After registering, you will receive an automated e-mail from our system and be able
to start creating your profile.

If you click on the link
contained in the e-mail,
you will be taken directly
to the log on page and
using the user name and
password you created at
registration, you can log
on and complete your
profile.
Alternatively,
click
on
to access your profile, search for vacancies and set up your job agent (job alert).

3. Candidate Profile
3.1 Completing your Profile
3.1.1 Personal Details
In order to be considered for a position at the European Central Bank, you will need
to create an electronic curriculum vitae. You can also upload any other documents in
support of your application. If you are copying text from a word document, we
recommend that you remove all formatting.
An overview of the different sections can be found below:
Section
Personal Data

19 June 2012

Description
In this section, you can maintain your form of address (Mr
or Ms), address, date of birth, nationality, permanent or
temporary residence, and preferred contact number. Some
information extracted from the registration process has
already been populated such as your first and last names
and your e-mail address. Fields marked with an asterisk
are mandatory. Please ensure that you include your
telephone numbers in case we have to contact you at
some stage.
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Once you have completed the Personal Data section, you can either click on the

button or click on the Education/Training section in the road map.
3.1.2 Education/Training
Section
Education/Training
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Description
In this section, you can add details of your qualifications
and/or any short courses taken.
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To populate the Education/Training section, click on
which will open a new
window. Please complete your educational details (example above) and do not forget
to save. Please start with your highest level of qualification. You can add additional
records if necessary and edit or delete existing data. All fields with a
are dropdown fields where you can select the fields relevant to you.

The list of available education types is as follows:
•
•
•
•
•
•
•

Academic – bachelor
Academic – doctorate
Academic – master
Postgraduate
Secondary
Short Training
Vocational

The list of available fields of education is as follows:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Accounting
Architecture
Business Administration
Chemistry
Computer Sciences
Economics
Education
Engineering
Finance
Health Science
Human Resources Management
International Relations
Journalism and Communications
Law
Library Studies
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•
•
•
•
•
•

Linguists
Mathematics
Other
Physics
Political Science
Statistics

Please enter as many records as relevant for your most important education and
training qualifications.
Once you have completed the Education/Training section, you can either click on the
button or click on the Work Experience section in the road map.

3.1.3 Work Experience
Section
Work Experience

Description
This section is dedicated to your work experience. You
will be able to add and update your work experience
and delete fields as necessary.

To populate the Work Experience section, click on
which opens a new window.
Please complete your work experience (example below) and do not forget to save.
The system will automatically sort your records by placing your most recent work
experience first. You can add additional records if necessary and edit or delete
existing data. All fields with a
are drop-down fields where you can select the fields
relevant to you.
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An example of the levels of Administrative
work experience is:
Employee Breaks
Managerial
Professional
Trainee
The list of
organisation is:

types

of ECB Internal
National Central Bank
EU Institution/Agency
International Organisation
Academia
Other Public Institution
Private Sector
Self-employed
Other

Once you have completed
either click on the
section in the road map.

the Work Experience section, you can
button or click on the

3.1.4 Publications
Section
Publications

After

completing

Description
This is a free-text field and you should include the
following elements: publication title, publication date,
status of publication (i.e. advanced draft/published), name
of journal/institution/university where published, type of
publication (official journal publication, academic
publication, institutional publication), and whether it was
co-authored.
If you wish to upload any documentation, you should
upload it to the Attachments section.
the

Publications

then you can either click on
on the section in the road map.

the
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section,

press

Save

and

button or click

3.1.5 Qualifications
Section
Qualifications

Description
Complete your language skills by selecting from the
following options: Not rated, Moderate, Intermediate,
Advanced, Mastery Level.
You can add additional qualifications in the free-text
box below.

For details of the language proficiencies, please refer to the descriptions below,
which appear adjacent to the list of language skills.

If you wish to add additional qualifications, e.g. computer skills, you can add them in
the Other Qualifications free-text box.
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3.1.6 Attachments
Section
Attachments

Description
In this section, you are allowed to upload a maximum of
ten documents. File types are limited to .doc, .xls, .ppt and
.pdf. Do not upload picture or sound files.
Add only relevant documents. There is no need to upload
an additional CV (except if specifically required in the
vacancy) or any duplicated information. Certificates and
diplomas will only be requested if you are selected for a
position later on.

To add an attachment, click on the
file type.

button and using the

button, select your

Under document title, name your document, e.g. Doc1.doc. Click on the Browse
button, select the file you would like to upload and then save.

You can also add additional documents (up to a maximum of ten) and delete any
redundant documents if required. Please remember to give a unique name to each
document uploaded.
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3.1.7 Overview and Release
You are now ready to review
To
do
this,
click
on in the road map.

and release your profile.

on

or click

Once you have reached this
section, you can review your
profile, which is displayed in the data overview. However, in order for your profile
to be reviewed by the ECB, you will need to release it. When you are sure that all
the information contained in your profile is complete and correct, you can select
Release Profile. You also need to confirm that you have read the data privacy
statement by ticking the box and then click on Complete.

When you have clicked on Complete, a message appears in the window informing
you that your candidate profile has been released. When you review your data
overview again, the notification The candidate’s profile is locked will have
disappeared.
3.2

Personal Settings

You can tailor your personal settings, namely the date format and how you would like
your data overview to be displayed (i.e. html or pdf version). You should ensure that
your output device is set to LOCAL.
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3.2.1

Changing your User Name

If you would like to change your user name, you can do so in the text box shown
below and then press Save. Please be aware that when you next log on, you should
use the new user name, as the old one will no longer be valid.

3.2.2

Deleting your Registration

Should you decide to delete your registration from our system, you will not be able to
retrieve your profile. If you wish to make a future application, you will have to recreate
your profile.

If you accidentally click on Delete Registration, you will be prompted to either confirm
this or cancel it.
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3.2.3

Forgotten your Password

If you haven’t accessed the system in a while, you may have forgotten your
password. In order to reset it, you should go back to the Logon screen and click on
Password Forgotten.
A new pop-up screen will appear
and you will be prompted to enter
your user name and e-mail address
(if you do not remember your email address, just insert your user
name) and click on Request
Password. If the user name exists
in the system, it will link this to the
e-mail address registered in the
system.

Once you have completed these fields, click on
sent to your e-mail address containing a new password.

. An e-mail will be

You should insert your user name and copy this password into the Password freetext box shown below. You will be requested to change this password upon initial
logon. If you do not receive an e-mail, check in your spam or junk mailbox.
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If you would like to change your
password, insert your user name
and password, then click on Change
Password.
You will be prompted to enter your
current password and enter and
repeat your new password. If you
decide not to change the password,
you can cancel this option.

4. Employment Opportunities
4.1 Job Search
You can search for open positions via our recruitment webpages (please refer to
page three of this guide). By clicking on Start, all advertised positions will be listed.
Alternatively, you can use filters to refine your search, e.g. criteria such as contract
type or business area, or you can search by reference code.

The search results page is displayed with the current open vacancies.
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To view the position details, highlight the job posting you are interested in and click
on Apply.

The job description will be displayed so you can review it (see above). After clicking
on Apply, you will be taken to the application wizard.

Click on

to start your application.

As an external candidate, you will be required to answer a question on whether you
are a national of an EU Member State or acceding country. This is a knock-out
question and you will not be able to proceed further with your application if your
response is negative. The second questionnaire relates to security vetting. If you
answer “yes” to this questionnaire, please note that it will not be necessary to contact
the ECB’s Security Division.
You can now
update your
profile if
required.
Screens 2 to
7
have
already been
populated by
you, but you can add, delete or modify information as required. If you update your
profile, it will be retained for future applications.
If you are happy
you can go to

with the data inserted in your application form,
Screen 8 by clicking on the icon.

Depending on the
position type, you may have to answer additional
questions to supplement your application.
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Note: If you haven’t completed all mandatory questionnaires, when you are about to
send your application, you will get an error message.

In such a case, you will have to navigate your way back to the relevant questionnaire
and complete the question(s). Upon completion of the question(s), you can proceed
to the Sources tab.
Select your application source from the drop-down list and when you have completed
this step, you are ready to send your application by clicking on

.

If you have not done so already, you must release your profile in order to be able to
submit your application.
At this stage, you can print your profile and also save it as a pdf file. You will not be
able to save your answers to the different questionnaires (you are able to see them
on screen only, while the vacancy is open). If you want to keep these for future use,
you can either copy and paste them into another document or print them out.
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After submitting your application, you will receive the following message on your

screen:
If you have to refresh your browser, you will be asked if you want to continue
submitting your application. To do this, press Continue.

If your profile is locked, you will receive a notification that it needs to be released.
However, if you have an application with Draft status (that you have started before)
you will be prompted to edit this application before submission.
Note: If your application is in draft status, you have not submitted an application and
you will need to finalise it and apply before the closing date.
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4.2 Favourites
You can create a list of favourite jobs that you have marked as interesting. You can
apply for these jobs directly from the job postings without searching for them again.
To create favourites, you should click on Employment Opportunities and then start

your search, which lists all current job postings.
Highlight the job posting that you are interested in, then click on Add Favourite.

You will receive the message
confirming that the job posting was added to your favourites.
In order to display the job you are interested in, go to Favourites, highlight the link
and then click on Apply.
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You should note that adding this position as a favourite does not mean that you have
applied for the position. If you wish your candidature to be considered for the
position, you will have to apply (follow the steps as outlined above).
If you are no longer interested in the position, you can delete it from your favourites
or forward this vacancy to a friend or acquaintance (see section 4.5).
Note: If the closing date of the job posting you have saved as a favourite has
expired, you will not be able to apply for this position any more.
4.3 My Applications
You can view the job postings you have submitted applications for by clicking on My
Applications, which gives you the number of applications you currently have open,
together with the reference numbers of the positions and the status. Please note that
once the application date has expired, you will no longer be able to access the

application questions you completed for this position.
If you wish to delete/withdraw your application for a position, highlight the relevant
job posting and click on Delete/Withdraw.

If you inadvertently withdraw your application for a position, you can apply for it
again, provided the closing date hasn’t expired. In order to do this, highlight the
position that you withdrew from, click on Apply, complete the application process,
and then submit your application.
If you have already applied for a position and click on
the Apply button, you will receive a message saying
that you have already applied.
When you do a refresh, you will see the position(s)
that you have withdrawn from and the status of the
new application (in this case, the position of IT Expert
appears three times, i.e. two withdrawals and one
application with the status In Process).
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Under the My Applications section, you will be able to monitor the status of your
applications.
4.4 Job Agents
You can register for this functionality in order to receive information by e-mail about
employment opportunities.
How does a job agent work? If you are interested in working in a particular area and
there are no job postings currently open, you can set up a job agent so that the
system automatically informs you about job opportunities that meet the criteria you
have specified (in the example below, a three-year fixed-term contract in Internal
Audit). How do I set up a job agent? Via Job Opportunities, you should
and with the username and password you created, go
to Employment Opportunities then Search.

19 June 2012

Page 22

You should define your criteria based on key words, contract type and business area
and click on
vacancies.

. You can also set up a job agent to receive all

A pop-up box will appear and you will be prompted to name your job agent and select
how often you would like to receive notifications (daily, weekly or monthly).
In the above example, a daily
reminder has been set for
positions in Internal Audit. In
order to receive a system
notification, you must ensure
that your job agent is active by
ticking the Active box.
Once you have saved your job
agent, you can check your alerts
by clicking on the
tab
under
Employment
Opportunities.
You can set up to five job agents and edit the job agent frequency. You can also
deactivate or delete them if required. In order to be notified of suitable job postings,
don’t forget to tick the Notify me by e-mail if the requirements in a job posting match

the information in my profile box and to save.
When a job posting matching your criteria is published, you will receive an automated
e-mail.
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4.5 Recommending a Job Posting to a Friend
You can use this functionality to forward to friends or acquaintances a job posting
which you think may be of interest to them. The recipient will receive an e-mail
containing a link to the relevant job posting and can access the job posting via the
link if it is of interest to them.
How can I inform a friend about a vacancy? Under the heading Employment
Opportunities, click on Start to activate your search.

Select the relevant position and then click on Tell a Friend.

Enter the first and last names of the recipient, their e-mail address and your
message, and then click on Send.
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Your friend or acquaintance will receive the message, together with a link to the
relevant vacancy notice.
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5.

General Information

The ECB does not accept applications in paper form. Speculative paper applications
submitted to the ECB will not be returned.
It is recommended that candidates complete and submit their application online
in advance of the closing date of the position. Candidates bear full responsibility for
the timely submission of their application and the ECB cannot be held liable for any
delays occurring outside its own systems. If you encounter technical problems,
you
can
send
an
e-mail
to
HR
e-recruitment
support
(hrsupport@ecb.europa.eu). Assistance is available from 08.30 until 17.30
Monday to Friday only.
Upon successful submission of your application, you will receive an automatic
acknowledgement of receipt. If you do not receive one, you have not submitted your
application correctly and the ECB will not consider you as a candidate.
Candidates will be informed in writing about the outcome of their application. Any
requests for clarification on the outcome of the selection procedure will only be
answered for two months after the decision has been communicated to the
applicant. If you have any questions regarding your application, please send an email to recruitment@ecb.europa.eu, quoting the reference number of the position.
Please be aware that if you are shortlisted for interview, after having carried out all
the interviews the selection panel may ask for oral references from your current or
previous employers. The candidates concerned will be informed about this before the
reference is obtained.
The ECB does not charge a fee at any stage of the recruitment process. If you
have been approached by any persons or companies claiming to be recruiting
on behalf of the ECB and requesting the payment of a fee, please send an email immediately to recruitment@ecb.europa.eu. When applying for an ECB
vacancy, please apply only through our e-recruitment system (via our website).
Before applying, please consider whether your qualifications are
commensurate with the vacancy. Indiscriminately applying for vacancies might
reflect negatively on your credibility.
If no relevant vacancy announcements are available, there will be an option for you
to set up a job agent.
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