
Schools Recruitment Online Booking Form User Guide 
 
 
Before you begin, you will be prompted to read a statement which highlights our 
requirements from you.  
Please note you can save and return to the form by clicking on Save as Draft  
 

 
 
 
 
You will then be required to enter ‘Your details’, this will then bring up the details we 
currently hold for your school. If you are external or would like to add your own details to 
this form, then please add to this. 
 
 

 
 
 
 
 
 



Your School details section will appear with your information automatically. Please check 
that the information is up to date. You may need to add/replace new contact details. If 
you are external, please complete the following fields: School address, Website link, DFES 
and all contact details.  
 

 
 
Complete the following fields:  
• Enter the Job Title of the post.  
• Confirm if the post is Term time only  
• Salary type & Salary details  
• Contract type  
• Hours  
• Closing date & Interview date 

 
 

 



The Advert information form will then appear. In each of the boxes you are required to 
provide us with as much information as possible. Each box you will find has a subtitle 
where we like to have a few sentences to do with that area. The more information we 
have the better the advert! For example, tell us about your School, tell us what the 
applicant is expected to do in their role. The more the better!  
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



The Additional information section will show next, it will ask if you wish to upload your 
own Application form then, please select ‘Yes’ and upload it. If you wish to use our Bucks 
application form then please select ‘no’. You will then need to inform us in the box of 
where to send completed application forms to (we will then attach our Bucks application 
form to your advert). If you wish to upload any other documents such as Job description & 
Person specifications these can be attached. You also have the option to upload any other 
documents that you wish to upload and your Schools logo if we don’t currently hold this.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Then the Charges & Services section will show. You will need to select ‘Our standard 
service’. If you require any social media, Job centre publishing or other service then please 
select the correct option. If you are using the social media option, then please upload 
three good quality images that we can use for your templates.  
 
If you do not require any of these then please leave blank. We also have the TES 
publishing option if you wish to advertise. Check over the total and add in any comment 
you might have.  
 
 

 



Once you have completed the form you will need to select the ‘Submit’ button on the 
right-hand side of the form. You will then receive your reference number (please keep a 
note of this). This will then be sent across to our Advertising Team to be processed for you.  
 
 

 
 
 
You will receive an acknowledged email with a live link once your advert is live on our 
website. 
 


