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Introduction

The European Defence Agency’s staff consists of temporary
agents, contract staff and seconded national experts. All posts
can be held for a limited period of time only (there are no
permanent staff members in EDA)'.

Irrespective of their status, all vacant posts are published on our
internet site. The recruitment procedure can be consulted on our
internet site, on the “vacancies” page.

In order to apply for any of our advertised positions, you need to
create online your profile for each of the selected positions.

The aim of this guide is to give you a detailed description of the
online procedure. It helps you step by step, showing you the
different screens which will appear as you go through the
creation of your EDA profile and submission of your application.
Using this guide will help you familiarise yourself with our
online application system. You will be better prepared, and no
surprises or questions should arise when you effectively proceed
with your application.

Thank you for your interest in the European Defence Agency
and good luck with your application!

" See on EDA internet site the EDA Staff Regulations and Rules Applicable to national experts and
military staff seconded to the EDA.
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1. The EDA vacancies portal

All our vacancies are found on the « Current Vacancies page ».
The button can be found in the right part of the « Jobs page »
and you can reach it through the top menu:
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Here you can view the list of the vacancies, with the deadline
for submission of applications. Clicking on each link, you can
consult all the current published vacancies, as well as the listed
documentation relating to EDA personnel and recruitment

matters. Below you can see the page at the time of publication
of the User Guide.
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2. The vacancy notice

When you click on the title of a vacancy, a page with all the
details of the notice will appear (below you can see an example).
Using the links on the left menu you can save it as PDF, print
the notice or apply for the vacancy.
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3. Applying for a vacancy/ Creation of an EDA profile

If you wish to apply for a vacancy, you can initiate the
procedure by clicking either on the specific button on the upper
left-hand side of the page, or on the link to be found at the very
end of the vacancy notice. You will then be directed to a page
giving you basic instructions and information on the application
and recruitment procedure. In particular, your attention is drawn
to the fact that you need to have a valid e-mail address in order

to create your online EDA profile and apply for the selected
vacancy:

8 Eurnpesn Defance Agancy - Windaen Intsmet Ezlorar fe = ]
@'«._)' | @) g b, 0P 4D Can b E DR 1Tl 5080 p cation Prscess e TV v m 215 v G| | X (2 g B v
Bl Edit Yww Fpooster Tool  Hel

o Fevorker @ Furopean Defence Agercy B -8 - m = Page= Gafety = Tgoh = i@~

- EUROPEAN
DEFENCE
AGENCY

Hisiad | Vadanties | My ProSis

! Reminder before applying to EDA Vacancies:
au mush submilpour appdication abecinon caly s ol ey via e ED& wabrna. Spplcaiions by am

- cthr maans [hard:copy of ordinary email] wil sol be accepied
LT 8 - Aesistant Direcner

Loonld Plaasa s Biat i eake an ED& an-ing sppicalon wu wil nesd b craata vour EDA profiia

e g a v ld - il aodness and @ gasewoed Once v cick o Conmrealeppy below, yousidl
sl Instuclions on Row o creabe vour peofle and 1 appo foe the vacancy wu have cha san

Plaata Sl Tt onca you his craaiad your EDA peofle any £0mes pondenta reganding wue
SpPALAtion Must e SanT OF G eied Wa your EDA peofle. His aseanfal that vau ralain fia sama
emal address for e duration of the selection pracess. We racommand halsou checkwaur
profle regulaty

Araciuiad, you il be emiecid 10 supsl docum eelany eitance in suppan of I slaterans
thiat yau make far his appicaion. Do nof sand any supgaing o supplamestany infamad on
wrhl yoes heree ban asked t do s by he Agency

70 are appkisg fof an SNE [Baronded Malianal Exqee posl, Baweves, 83 Eaarin mind that
waifen proaf af spansarship sheuld ba sent i the Sgancy by pur nadonal asthariies bafors he
clsng date for the vacancy.

For sy enguiny, pleass refee o e FAL Freguestly ssked guesions) sechon, or s2nd an &
i il W) pEriim e iR di fyro s ey

1 TR O

Diwe & Inteme t ] Probeoted b odies OHF g~ WHSK -

Page 6 of 24



After this information page, you continue the process by
clicking on the “Continue/ Apply” link on the bottom of the
page. The next page gives you further explanations, (your e-mail
address will be your username) and differentiates between
applicants who have already created an EDA profile (they can
proceed directly by clicking on the “logon” link at the bottom of
the page) and applicants who have not yet created their profile
(they have to click on the highlighted link “create your EDA
profile”). This page looks like this:
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When you want to create your EDA profile, you are directed to
a page containing fields to fill in with your name and e-mail
address which, from that moment onwards, will be used as your
username. You have to create a password to access your profile
and then just click on the button “Create user”:
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As soon as this is done, you will receive confirmation of the

creation of your EDA profile:
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Then, you have the choice between either simply returning to
our home page for further consultations or going to your e-mail
address where an e-mail will have been sent giving you further
instructions for you to continue your application procedure.
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This is the content of the confirmation e-mail:
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As you can see, you will have to click on the link sent in the e-
mail in order to activate your profile (this procedure is needed in
order to ensure that the e-mail address you have provided is
valid and correctly spelled). In case you have forgot your
password, you can reset it’.

* For details on the procedure to follow in case you forget your password, please go to the frequently
asked questions of the vacancies portal (question n° Xxx).

Page 10 of 24



Once you have clicked on the above-mentioned link, you are re-
directed to our internet site on the vacancies portal, to a page
confirming that your profile has been activated, and providing
the link enabling you to continue the application procedure:

2 Eurnpess Dafancs Agency - Windman htemat Explorar I?IEE
\_\_)k-__‘l | e EITTENy
Ele Bt Www Fpastei Taoli  Hele
G Pt oy ) Eienan Dfarets My ] S aeiband bt [ Wik 5K by

A e L T e N e, = v x| M st po-
# Burapean Defesce Bgency i~ B - &~ P~ Shey= Tok~ @

. EUROPEAN
DEFENCE
AGENCY

—

e | Vatancies | My Profis

g Wacancies Portal

Thankyau,

our accoum i3 rre actated To sccess wurprofle and b apaty for one of the
puBlrhed vacancies , plaiss Cick Pare

You can now log in for the first time using your username (e-
mail address) and password:
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You are now logged in and you can start filling in your
application for the selected vacancy. The first page you access
gives you basic information on how to proceed. You can go
ahead by clicking on the “continue” button at the bottom of the
screen:
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4. Overview of EDA profile and application(s)

The next screen provides the overview of your EDA profile. It is
composed of three folders:

A) The status of your application

This is a graphical representation of where you are situated
within the time-scale of the particular recruitment procedure for
each application. A diagram shows you in real time the main
steps with the relevant milestones and their respective dates.

If you have not yet submitted your application, a message is
given, warning you that you must fill in all the mandatory fields
of your profile (marked with a red asterisk) in order to be able to
successfully submit your application:
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B) The personal profile folder/ Submitting an application

You now have to go to the folder marked “Profile” and fill in all
the mandatory fields of all the labelled sub-folders. You can fill
in the sub-folders in any order you wish. Before leaving a
section, click on “save and continue” button at the bottom of
cach page. You can even log out before completing them all
without losing the saved data. However, as long as all
mandatory fields are not filled in, the sub-folders concerned and
the main profile folder will still be marked with a red cross (X)
and you will not be able to submit your application. However,
when all mandatory fields are completed, the sub-folders will be
marked with a green tick (v') and you will then be able to
submit your application. (Always take good note of the
deadline!)

Below you can view all the sub-folders of the EDA profile:

(i) General information

.&: ropean Defance Ag recy - Wi ancing postal - Wied o Intar nEq:hm- == ]
Q.___-.z'hﬂp BATOES & - WFraf el | v & 16y x| o=
Ble Edit Wew Fpooskbe: Tools Hele
Freoeite: # | Eueepean Defence Bgemey @
& European Defemce Agency - Vacanoes porizl B - o v Page~ Dofety Tool:~ B~
e w L O LemEsmesry
Home | Vacacks | My Proma Jahin Dia - Brusce : AT T . 4704055 (OMWT +1)
Wy EDA Account ¢ .
¥ My application for posttion ref: EDA2012/031a
¥
: T views & i by e o o e Wiscin oy Mo e n-:llau_.lmﬂ
hE pe—— To view 3 nrr,ab(‘-'\'l‘- iom of yaur apelication, chck om dhe following lisk - by o
" ¥ appERane - | g 31 o ol b in Sy lesd b
¥ Listof watamios & Sas Msruger [T
¥ Fa = - 2
G ol Eration b Eremabacige of Dther sy, Paptesmons Matieahan
M pfoevation ¥ Pamdpstshe ¥ g i ' pfavation ¥ ssperencs 7
*Fimst Nami John *Diale of i Gookomrdagsd i
*Fanly Nama DOE *Placa ahd CouRley of b
=1 Male Famale *Hationality EOAMember Staias and): Salec) anilem =
Mealiona bty [5tale sl othed
e STIer ] angd £ urist
Tel. privaka Tal wark
ok
E-mai
Hivre Adirass: AddraEE o £OFRs oVt
A TR AT e SRS
* Sraet wnd AUrEar Sra el and nurnber
'''''' K rwrd il
Pres i Ao
*Caunirg Sekct anilem - Cauning Salect an dem
Sawr and conlinue
¥ Infernet Probecied Mode OF irs -

Page 14 of 24



(ii) Civil & family status
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(iii) Education & training
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(iv) Knowledge of languages
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(v) Other skills, information
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(vi) Professional experience
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(vii) Motivation
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Once all sub-folders are completed and the profile folder is
marked with green tick (v'), you have the choice: you can either
log out (you may wish for instance add further information or
details at a later stage) or immediately submit your application.
In the case where you want to go ahead with the submission of
your application, you are required to confirm two messages,
since once you submit your application it will not be possible to
modify it afterwards:

e

-

hessage frorm webpage @

W [certify that the staternents T have provided in answer to the foreqoing

"9" questions are true, complete and correct to the best of my knowledge
anhd belief. T understand that any rmisrepresentation or ormission of
tnaterial information given in this form will invalidate my application for
ernployment ar may render me liable for disrmissal after appointment,

Lalso understand that it may equally provide ground for the withdrawal
of any offer of appointrnent or for its immediate cancellation if an offer
of appointrent has already been accepted, The European Defence
Agency is authorized to verify the correctness of all staternents and
declarations made in this application form,

]9 | | Cancel |

P "

Message from webpage @

- \ fou are about to submit your application. Once your application has
¥ been submitted you will not be able to make any modification to your
tnotivation or your profile for this competition,

If wou have already reviewved all wour information concerning this
competition you can continue to submityour application; otheraise,
cancel this process to review your application,

Srewou sure you want to continue and submit this application ¢

ik | | Cancel

When you submit your application, you will receive a
confirmation message in your messages folder.
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C) Communicating with EDA/ The messages folder

The third folder is for messages. Please note that, apart from the
initial confirmation of the creation of your EDA profile, all
subsequent correspondence, including confirmation of receipt of
your application, will be sent directly to the messages folder of
your profile and not to your e-mail address. Accordingly, please
check it regularly.

Also, if you want to contact the EDA Human Resources Unit
concerning a recruitment procedure for which you are applying,

you will have to send your message from the same messages
folder.

The messages folder looks and functions exactly like any other
e-mail account with an inbox and outbox:
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And here 1s the text of the message you will receive confirming
the submission of your application:

= Confirmation of receipt of applicalion ... - EDA Vacancies porial - Windews Inle... L

i | hittpe ) feivees, eda. suropa. e EDAYacandes MyProfilgMes sageBoard/Read®assape, aspaimessid=285

Message sent on 29/08/2008
& Reply & Print Close

VACAnCY: 104a - IT Odficer
From: recruitmenti@eda. curopa.eu
To: johnsmath48&live.com
Subject: Confirmation of receipt of application
We confirm receipt of your application for the above mentioned
vacancy om 29 Ruguar 2008
fune # &9 Internet Hoors -

Following receipt of your application, in line with the EDA
recruitment procedure, it will be screened and assessed by a
Selection Committee. Eventually, you may be invited to
interview and, if successful, you will be recruited. It is important
to note that, whatever the results of your application, positive or
negative, you will receive information about it as soon as this is
available and confirmed by the relevant Selection Committee.
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5. Further questions?

You are now ready to create your profile and submit an
application. Should you have further questions, we invite you to
consult the frequently asked questions (FAQ) by clicking on the
link available on the upper left of the vacancies portal or directly
on the present link: http://www.eda.europa.eu/edavacancies/FAQ.aspx
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