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Audience: All CCS Agents Working with Employers
All WSD Employer Facing Staff

For all DWP business areas/job roles dealing with input to employer accounts on Employer
Relationship Management (ERM) and input to vacancies on Labour Market System (LMS).

To:  Group Change Leads (UJ) From:

Cc:

Personal details redacted as Section 40 (2) of the Freedom of
Information Act applies — Personal Information

Subject: Missing or incorrectly input Uniform Resource Locators
(URL’s) from vacancy details.

Action: For all Employer Direct staff and operational staff dealing
with employer information.

Timing: Immediate

Update:

1. In readiness for Universal Jobmatch go live, an analysis of vacancy
information to support the migration of employer and vacancy details to
Universal Jobmatch has highlighted that there are a number of
vacancies being entered onto LMS incorrectly.

2. This is where an employer requests that candidates for their jobs apply
online but fail to provide a valid URL or the incorrect information is
entered into the URL field on the Vacancy Taking System (VTS).

3. Employer Direct staff and all staff who deal with employers must
ensure that a valid URL is provided by the employer for candidates to
apply online.



4.

6. The guidance for this can be accessed here.

If this information is not provided, the vacancy will fail to migrate to the
Universal Jobmatch service and candidates will not be able to apply for
the vacancy.

No other information other than a valid URL should be inserted into the
field. If it does, it will inhibit the migration of details to Universal
Jobmatch and prevent applications to the vacancy.

vacancy Taking System - [vac - Employer - ASDA - New ¥acancy - Untitled]
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Basic Details | Location | Wage/Salary | Working Patiem | Contact Submissians | Job Description | Exemptions/Restrictions | CheckiisyNotes | Summary |

Submission Details

Should the applicant apply directlyto the smployer (Apply Direct?

IYes

PROMPT: We will advertise your vacancy for 4 weeks from the date we accept it on our website and also on touch screen terminals in our Jobcentre Plus offices. During this period
your company'sforganisation's details will be shown on the vacancy and as a result. jobseekers will be able to apply directly to you by a method of your choice. Before we

advertise your vacancy, we need ta agree how you would like jobseekers to apply.

How should the applicant apply for this vacancy?

7|

OrrLine Application

‘What is the address for the application?

MNOTIFICATION: This item cannot be changed because the submission type selected only allows the submission address option On-Line.

IOn—Line

What iz the web site address for the application?

ACTION: An entry must be recorded based on the submission type selected

Submission Motes

Dues the emplayer have their own vacancy reference? If so, please state

If applicable. whatis the closing dats for applications?

2971072012 [=

This vacancy will be removed from display on
2371072012 [=

ACTION: A selection or entry must be made before this vacancy can be saved as live.

OPD Change Team

Contact
Us

Team Project Lead | NN

Telephone |




