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Background
In order to support the provision of comprehensive and accurate management information about Apprenticeship Vacancies on line, it is important that information about the completion of vacancies is recorded accurately and at the appropriate time.  This document details the functionality available to Learning Providers to assist in this process.

Closing a Vacancy 
If you have already received a sufficient number of applications in response to a vacancy advert that is not scheduled to close imminently, you can close the vacancy.

1. Click Close Vacancy at the top of the manage vacancy screen.
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2. You are asked to confirm.  Click Yes.
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The Closing date for the vacancy is set to yesterday’s date and the status of the vacancy is changed to Closed.

[image: image3.png]Manage my vacancies
Vacancy search
Candidate search
Maintain my profile
Reports

FAQs

Sign Out

tat

losed

Full Description Closz Vacancy Withdraw Yacancy Complete Vacancy

Vacancy ref no : 100098 Number of Vacancies : 3 =/t
Job Role (Framework) : Travel & Tourism Successful Offline Applicants : 0_Edil
Services

Closing date : 30/06/2009 Edit
Working Week : 9am - 5pm Monday to Friday, - -
e erer AL Interviews start : 15/06/2009 .

Weekly Wage : £ 100.00 Edit Possible Start date : 03/08/2009 i

Successful

There are no applications to view




No further applications will be received and you can continue to progress the applications already received through the selection process.

Note:  It is possible to re-open the vacancy at a later stage, if necessary.  Edit the Closing date to a future date.

Marking a Candidate as Successful

Once a candidate has accepted an offer of an apprenticeship, they should be marked as Successful on Apprenticeship Vacancies on online.  It is not necessary to include the ILR start date at this stage.  Candidates not offered an apprenticeship should be marked as Unsuccessful.
1. Select the Progress icon to the right of the relevant candidate.
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2. The Confirm as Successful screen is displayed prompting you to enter the ILR start date for the candidate.  This is the date they are expected to start the apprenticeship.  If this is not yet available, leave it blank and click OK.
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3. You are asked to confirm.  Click Yes.
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In this example there are three places available.  Two candidates have accepted offers of apprenticeships and have been marked as Successful.  All other applications made through Apprenticeship Vacancies on line were unsuccessful and have been recorded as such.  
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To avoid an accumulation of outstanding Tasks for both the Learning Provider and NAS Support and to ensure the reporting is accurate, it is important to complete the vacancy.  A vacancy can be completed once the start date for the successful candidates is confirmed.
Completing a Vacancy

Once the start date is known, the details can be added and the vacancy completed.

1. To enter the proposed ILR start date for a candidate click the Edit icon against their name.
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2. The Edit ILR Details screen for that candidate is displayed.  Enter the date and click OK.
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3. You are asked to confirm.  Click Yes.
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Recording Successful Offline Candidates

Some of large employers or larger Learning Providers use the option to channel applicants from Apprenticeship Vacancies on line to their own recruitment web site.  This means that these candidates are not processed through the Manage Vacancy ladder.  It is however important that candidates following this route that are subsequently successful are recorded.  Please see the NAS process 3.15 - Update number of successful offline candidates for full details (this is draft and will be issued shortly)
In this scenario the vacancy is being managed on Apprenticeship Vacancies on line but the remaining apprenticeship place has been accepted by a candidate who applied via another route.  You can enter the details of Successful Offline Applicants at any point in the life of a vacancy.  They should be recorded once an offer of an apprenticeship place has been accepted.  The number of Successful Offline Applicants is deducted from the Number of Vacancies to determine the number of candidates that can be marked as Successful.

It is important that the details of all successful applicants are recorded before a vacancy is marked as Completed.

1. Click Edit alongside Successful Offline Applicants
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2. Enter the number of Successful Offline Applicants and click Save.
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Complete Vacancy Process
Once all the successful applicants have been recorded, their proposed ILR start dates added and all the other applicants recorded as Unsuccessful, the Vacancy can be Completed.

3. Click Complete Vacancy
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If the ILR details have not been recorded for all successful candidates, you will be prompted to enter them.

If there are still active applications (candidates in the In Progress, or New Applications section of the ladder), you will be prompted to process them first.

If all the details are complete the status is changed to Completed and no further changes can be made.
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