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1. Introduction

This document is meant as a reference for all applicants and those potentially interested in applying for a
career within the European Banking Authority (EBA). It provides tutorial instructions on how to apply using
the EBA’s eRecruitment platform.

This manual guides applicants through all necessary steps to create an account and submit an application.

1.1 EBA’s eRecruitment platform

For its selection procedures the EBA uses an electronic recruitment system designed to simplify the
application process for candidates, and to maximise EBA’s talent sourcing and screening efforts.

Please note that the creation of your candidate profile does not imply any commitment on the part of the
EBA. To be considered as a candidate in a selection procedure, you need to submit an application form for
each specific EBA job vacancy published that you are interested in.

Applicants can update their candidate profile at any time. The updated information will pre-fill the future
applications the candidate submits. The prefilled application form for a specific job vacancy can be modified
at any time during the application process.

The different sections of the application form are meant to assess the candidate’s technical and behavioural
competencies required according to the job profile. The Selection Board assesses submitted applications
based on the evidence provided by the applicants on their knowledge, experience and competencies, with
the aim to select the best candidates that correspond to the profile sought to be shortlisted for further
assessment.
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2. Main functionalities

2.1 Jobvacancies

You can find our available job vacancies on our eRecruitment platform page. It features different job

categories, search options and job alerts based on candidates’ interests. You can use the search filters to find
the most suitable vacancy for your profile.

ApeLY v o

WE'RE HIRING

JOIN OUR TEAM AND MAKE A DIFFERENCE

ALL JOB OFFERS (3)

3 available offers

Policy Expert = HR Assistant z Administrative Assistant 2
@ EBA-BA-2024 @ EBA-HR-2024 @ EBA-AA-24

®© Temporary Agent (TA) @ Contract Agent (CA) @ Contract Agent (CA)

® 26/03/2024 23:59:00 @ 21/03/2024 23:59:00 © 2810312024 23:59:00

HAVEN'T FOUND ANY SUITABLE OFFER?

2.2 Job alerts

If you haven’t found any suitable job profile for you, please subscribe to our job alerts by contract type and
receive email updates whenever a new job vacancy is published on our eRecruitment platform.

o

ALLJOB OFFERS (3) FAVOURITE OFFER

SEARCH JOBS, KEVWORDS. x

3 available offers

Policy Expert 13 HR Assistant 2 Administrative Assistant 13
© EBABA2024 © EBAHR2024 © EBAAA2L

@ Temporary Agent (TA) © Contract Agent (CA) @ Contract Agent (CA)

@ 26/03/2024 23:59:00 © 2110372024 23:59:00 @ 28/03/2024 23:59:00

Choose a job field
Traineeship (TR) =
Contract Agent (CA)

Temporary Agent (TA)

Choose a job field v VALIDATE

_
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To sign up for job alerts, please click on Validate. A pop-up window will then open asking you to insert your
email address and a security check code. Before clicking on Validate, make sure to accept the Terms of Use
of the service by ticking the box.

Job offer alert

@ Discover our new job offers "Contract Agent (CA)' . They will be sent directly to your e-mail address.

E-MAIL*

Required field

SECURITY CHECK

ENTER THE SECURITY CODE*

Characters are displayed in the picture

[ BY CHECKING THIS BOX, | ACCEPT THE TERMS OF USE *
View terms of use

VALIDATE

2.3 Sharing a job vacancy

In case you want to share a job vacancy, you can find at the bottom of the page some links to different social
media and the options to e-mail or print the job vacancy.

Administrati...
Assistant
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3. Candidate account

3.1 Creating your account

When applying for the first time, your candidate account is created with a pending validation. You will
receive a confirmation email (example below) after submitting your application including a link to validate
your candidate account.

Email notification:

Herewith, we acknowledge receipt of your application for the position of HR Assistant, ref.: EBA-HR-2024, advertised by the European Banking Authority.

The Selection Board will evaluate all applications received and decide on the candidates who will be admitted to the selection procedure in accordance with the
requirements specified in the vacancy notice. The Selection Board will also decide which candidates will be invited for interview and written test.

Please note that the Selection Board’s work and deliberations are strictly confidential and that any contact with its members is strictly forbidden. Any contact made by the
candidates or third parties with the members of the Selection Beard in relation to the selection constitutes grounds for disqualification from the selection procedure.

Should you have any questions during or after the selection procedure, please address these solely to the HR Unit at the following email address, putting the reference of
the selection procedure in the title of the email: EBA-vacancies@eba.europa.eu

Please do not send questions to any of the members of the Selection Board at any stage of the selection procedure.
In order to track your applications, you must validate your account here.
Thank you for your interest in the positions in the European Banking Authority.

HUMAN RESOURCES

In the pop-up window you need to insert your email address you used for your application and create a
password before clicking on the Connection.

Candidate authentication

To create your account, apply for one of our job offers.

Please note that you cannot create multiple accounts and apply for the same selection, as this could result
in your disqualification from a selection procedure.

3.2 Managing your account

By logging into your account, you will be able to consult your ongoing applications, change your password,
your personal information (last name, first name, e-mail). There is no possibility to withdraw an application
through the system, but you can inform us by email to EBA-vacancies@eba.europa.eu and specifying your
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first name, your last name and the job vacancy notice from which you wish to withdraw your application.

Applicants can update their candidate profile at any time. The updated information will pre-fill the future

applications the candidate submits.

My candidate workspace
Follow-up of applications

HR assistant 2

MYAPPLICATION ~ OFFER
B ——
Applied on 05-07-2023

APPLICATION STATUS SENDING DATE
1T Manager (@ Your speicationts: Roplication submitted 05072023

Applied on 05-07-2023

1
Policy expert in the Environmental o
Information

Appliedon 05-07-2023

Personal information

TITLE GENDER FIRST NAME LAST NAME

or Male Antonio Marclla

Furthermore, in your candidate account, you can consult our Privacy Notice. Kindly note that if you remove
your approval to the Term of Use by clicking on Remove my approval, you will not be able to connect to your
applications. To apply for a job or subscribe to new job alerts, you will have to accept the Terms of Use again.

My candidate workspace
My account settings

My account

Privacy Notice
My password

Privacy Notice
PRIVACY NOTICE ~

EBA Privacy Statement

form willbe processed 20181725 0f the
the Union

European Pariament and of the Counci of 23 October
Instutions, b gencies and on the frae movement of such data.

the subject Enquiry’, to: EBR:

DATA PROTECTION ~

Download al of your personal data

personal data, form.

e ]
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3.3 Forgot your password?

If you forgot your password, a reset procedure is available from the login pop-up window. A pop-up window
will then open asking you to insert your email address and a security check code before clicking on Validate.

Candidate authentication

-

Required field

PASSWORD ~

To create your account, apply for one of our job offers.

Forgot your password?

=

Required field

SECURITY CHECK

ENTER THE SECURITY CODE =

Characters are displayed in the picture
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4. Submitting your application

4.1 How to apply?

In our eRecruitment platform there is no need to create an account before applying for a vacancy. A pending
account will automatically be created with the first application. After your first application, you will receive
a confirmation email with a link to validate your account. Kindly note that creating an account is optional. If
you do not validate the account, your application will still be submitted.

Furthermore, in the box of each vacancy notice, you have the possibility to add to your favourites.

Policy Expert

4.2 Application form

After clicking on Apply, you will be redirected to the application form. The application form is composed of 5
different sections: “Information”, “Curriculum”, “Eligibility check”, “References” and “Finalisation”.

APPLY v e

| Already applied? Load your data by logging into your candidate area.

\ Login g:‘

Personal information

e | pemes I ks I |
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4.2.2 Curriculum section

European

e b a Banking
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In the “Information” section, you are asked to fill in
your personal information, address, your
motivation for applying for the job vacancy and
where you heard about the position.

Please check the box if you need any special
arrangement during the selection procedure. In
case you are shortlisted and invited to the
interview and/or written test, we will contact you
regarding any adjustments or arrangements
needed relating to your disability or medical
condition, so that your full and equal participation
in the selection process can be ensured.

Kindly note that the Motivation Letter shall not be
more than 550 words.

In the “Curriculum” section, you are asked to fill in information regarding your “Education and Training”,

“Professional Experience”, “Languages” and “Competencies”.

—

DOCUMENTFILE &

Education

Please add all your education qualifications and
trainings by clicking on Add a diploma. You need to
indicate the level, exact start and end date of your
diploma, the principal subjects your studied and
the name of the educational establishment and
where it is located.

You only need to upload a copy of your diploma in
case the main studies took place outside of the
European Union (EU) or European Economic Area
(EEA).

Only qualifications awarded by EU Member State
authorities or EEA authorities or qualifications
recognised as equivalent by the relevant
authorities will be taken into consideration.

10
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Non-EU diploma

If the main studies took place outside the EU, your qualification must have been recognised by a body
delegated officially for the purpose by one of the EU Members States (such as a national Ministry of
Education) or a NARIC recognition is required: https://www.enic-naric.net/ and a document attesting so must

be uploaded with the application by the closing date. If you have a diploma recognised in an EU Member
State, you don’t need NARIC recognition for your lower-level diploma(s). Example: If you have a Bachelor’s
degree from a university outside the EU, and a Master’s degree from an EU university, you don’t need NARIC
recognition for the Bachelor’s degree.

Qualifications/diplomas awarded until 31/12/2020 in the United Kingdom are accepted without further
recognition. For diplomas awarded after this date (from 01/01/2021), a NARIC recognition is required.

Professional experience

Professional Experience

If you have no professional experience, please

- - e select No. If you have any professional experiences,
please select Yes in the drop-down menu. Then

| | additional fields appear.

[ o | | | | o | When describing your professional experience(s), it

is mandatory to include information regarding your

employer, the exact start and end date, type of

[omer g [ pr— Bl pre— 8 employment (paid/unpaid), and whether it is full-

time or part-time employment (in percentage), as

well as the sector (private or public: such as EU
institutions, governmental or international

organisations). You can insert all your professional

Ji— 5 experiences by clicking on Add experience.

e : Kindly note that the  description of
prp—— Responsibilities/Activities you have under each

professional experience shall not be more than 300
Languages words.

If you would like to add supporting documents to
attest your professional experience (such as
certifications) you can do so by clicking on
Document. Please note that this is not mandatory.

11
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Languages

Bomsims 3 s
|
|| EEEESREEE, el
Add alangusge @
Comman Eur vsae)
Fammaransiae
Competencies
‘-[.. N —— ‘
Competencies Documents
I ¥ou can add additional documents,

European
Banking
Authority

eha

Languages

When filling in information on your language
knowledge, remember to indicate your mother
tongue first. Then add any other languages you
speak, specifying the levels for each competence of
that language.

Competencies

Here you can indicate what competencies you have
and how they are related to the job vacancy you are

applying for.

Kindly note that the Technical competencies and
Behavioural competences shall not be more than
200 words each.

If you would like to add supporting documents to
attest your competencies (such as certifications)
you can do so by clicking on Add a document.
Please note that this is not mandatory.

12
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Eligibility check

Eligibility check section

1 Be a national of 8 Member State of the Eurapean Union or
Ieeland, Liechtenstein, Norway ™

[

2~ Be entitled to your full rights &5 4 citizen *

3-Have a tharough knowledge of English and & satisfactory
knowledge of another official Language of the European Union *

SELECT®

4 Have fulfilled any abligation imposed by applicable laws on

military serv

5 Be physically fit to perform the duties linked to the past *

- Have the appropriate charaster references as ta your

suitability for the perfarmance of y

aur dut

7-Must have Al A leve] of education which corresponds to
<o iversi s attested by

a diploma when the

duieation is fau
education which carresponds to completed

uni 5 attested by & diploma when the normal
period of university education is at least three years. ™

&+ Must have at least, in addition to the Qualification

education. ™

sELECT

References

( Disconmnue X )

References section

| Addreference

( oiscontinue x )

European

e b a Banking
Authority

In the “Eligibility check” section, you have to
indicate if you fulfil the eligibility criteria already
specified in the vacancy notice.

The requirement related to the “Professional
Experience” and “Qualification” are tailored for
each vacancy notice and depend on the contract
type of the specific position.

In the “References” section, you can add the name,
number and company of your references and any
additional information you wish to add. Please note
that this is not a mandatory field.
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Finalisation

Personal information

D D

SECURITY CHECK

BY CHECKING THIS BOX, | ACCEPT THE TERMS OF USE *
View terms of use

DISCONTINUE X m 1APPY Q)

European

e b a Banking
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In the “Finalisation” section, you can review your
application and all information uploaded. In case
you would like to edit your application, you can go
back to each section by clicking on Edit. Please note
that after you validate your application, you can no
longer modify it.

When you are ready to submit your application,
you need to insert the security check code available
for you. After inserting the security check code,
please make sure to accept the Terms of Use by
ticking the box. Now you are able to submit your
application by clicking I apply.

If your application is submitted successfully, you will receive the following pop-up message which you need

to close, and your application is finalised.

Shortly you will receive a confirmation email (please see under 3.1).

HR Assistant
O Detailed application form

o

Congratulations, your application has been successfully submitted!
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