Process for Signature of Universal Jobmatch T&Cs by Companies using
Managed Account Service

Company calls ED to post a job

Check if company has full service
UJ account @

[
No

Check if company has managed
UJ account @

|
No

Set up managed UJ account and
record in Company Notes T&Cs

awaited
|

Explain need to sign T&Cs and
agree arrangements for doing so
(email or post). Explain that the
job posting will only be made live
immediately upon return of the
signed T&Cs

YES

YES

T&Cs signed as part of account
set up

Able to access UJ - Check if
further advice/info required. Refer
to self-service to post job

Company Notes confirm that T&Cs
signed

Company Notes confirm that T&Cs
not signed

Unable to access UJ, e.g.
broadband down. Take job details
and post job. If there are any
discrimination issues refer to the
Discrimination Guidance.

Take full details of job posting, If
there are any discrimination
issues refer to the Discrimination
Guidance. Make live and
immediately expire on UJ
Managed Account

A

A 4

Signed T&Cs returned

Signed T&Cs not returned

If company fails to return
accepted T&Cs the managed UJ
account will be purged after 18

months. (TBC) |

A 4

Promote benefits of self-service
Offer help to set up full service
account

Post job. If there are any
discrimination issues refer to the
Discrimination Guidance.

Note on UJ Company Notes
T&Cs signed and where original
retained

Retain original T&Cs as per
agreed arrangements

Revive expired job posting

At every stage ED should promote benefits of UJ self service and offer help to set up full service account

1. Full service UJ Account enables company to use all online facilities such as matching. UJ Managed Accounts set up by DWP on behalf of a
company can only be used to advertise jobs.




