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Completing an online application 

This guide will take you through how to complete an 

online application form. 
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Completing an online application 

Enter www.thera.co.uk/careers into your web browser 

 

This will bring you to our Thera website 

 

Scroll down the page until you find ‘search and apply for jobs’ and then click on the wording 

 

 

http://www.thera.co.uk/careers
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This will bring you to our search page. 

 

Here you can search by your location, vacancy type, keyword search, job reference 

number or search by vacancy title. 

 

Searching by location – this will show all jobs available in that area you have 

chosen. 

Searching by vacancy type – this will show you all jobs related by the type of role. 

Clicking the       icon will display the vacancy types as below. 
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Searching by keyword – this will display any vacancy related to that word. 

Searching by Job Reference – each vacancy has a unique job reference number – 

this will be displayed on all adverts. Searching by this number will take you directly to 

this vacancy. E.G 005106 

Searching by Vacancy Title – this will display all job vacancies by their title. 

 

When you have found the vacancy you wish to apply for simply select ‘search’ at the 

bottom of the page. 

 

The vacancy you have selected will display as below. 
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Once you are happy that you have chosen the correct vacancy you wish to apply for 

click ‘apply’  

You will then be transferred to the ‘Login’ section. 

If you are a new user, please click on the ‘register now’ button. 

If you have completed an application prior please ‘login’  

 

Registering as a new user 

Complete all fields with an * 

Then click the small tick box for the terms and conditions and click register to 

continue. 
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Once registered a Personal Details section will appear which will generate some of 

your personal details. Please complete all the fields marked with an * 

 

Once completed, click save and next. This will then bring you to the application. Here 

you will have a series of sections you must complete. Those sections are marked 

with ‘Required’ or ‘Optional’ 
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To complete each section please click on the wording – i.e ‘Career History’ this will 

then allow you to complete the section. 

 

Once you have clicked on this section it will give you a detailed description of 

what we require. It is IMPORTANT that you provide us with the detail required 

for CQC (Care Quality Commission) purposes.  

 

Most sections will ask you to add detail, in this case please click the ‘green’ cross and 

complete the fields.  
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Career History 

 Please complete all fields with an * 

 Please complete all your employment history since leaving full time education. 

 Please detail all gaps – i.e bringing up children, job searching, ill health. 

 If you are uploading a CV please add your most current employer to this 

section. 
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Reference Details 

 Please mark all fields with an * 

 Please supply 2 references – one which must be your most current employer and the 

other a character reference (someone you have known for 6 months or more who is 

NOT a relative) or your previous employer details. 
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Questionnaire Section 

 Please complete all fields with an * 

 If you cannot complete/answer the question please write N/A 

 This section includes details for the DBS update service, if you have this detail 

please supply this as this will speed the process for successful applicants. 
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Statement of Application 

 Please provide a short summary of the reasons behind your application for 

the job 

 

 

 

  

 

 

 

 

 

 

Equal Opportunities Monitoring 

 Please complete all fields marked with an * 

 This section requires your national insurance number 

 Please complete in format AB123456B (no spaces and please use capitals) 
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Submitting your application 

Once you have completed all sections they will display a        against them. 

It will then ask you to tick the box for the Terms and Conditions. 

 

Once you have ticked the box you can submit your application ready for the manager 

of that vacancy to view. 

If you have not provided all the detail you can save for later. (Look at page 13 to 

complete/amend an application) 

You can also print an application for your purposes. 

You will receive an email once you have submitted your vacancy to confirm this has 

been sent. 

A manager will then be in touch with you within 48 hours of you submitting your 

application. If someone does not contact you within this time please call The 

Recruitment Team on 0300 303 1280. 
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Once your application has been submitted you cannot amend or delete this. Should 

you need to add additional information please email this to 

hrrecruitment@thera.co.uk. 

 

Returning to review/amend your application 

Enter www.thera.co.uk/careers into your web browser 

 

 

Scroll down the page until you find ‘search and apply for jobs’ and click the wording 

This will then take you to the search page. 

Click ‘Login’ 

 

mailto:hrrecruitment@thera.co.uk
http://www.thera.co.uk/careers
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Enter your email address and password

 

Click ‘Login’ 

If you have forgotten your password enter your email address and click ‘forgotten 

password’ this will then email you a temporary password. Check your junk and 

spam mail folders for this. 

Once logged in, click application history 

 

This will then display all of the applications you have submitted. 
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Here you can see the vacancy ID, vacancy description, completion date, application 

status, delete, actions and details.  

Clicking on the magnifying glass under details will bring up your application to view. 

Or here you can amend if the status is NOT submitted. 

Clicking on the ‘X’ will delete the not un-submitted application.  

 

Application status 

Application not submitted – this means you have created the application but not 

sent to the organisation. 

Application Submitted – Your application has been sent to the organisation on the 

completion date. 

Application Cancelled – The vacancy has ended and closed. Please complete and 

‘Print Friendly Summary’ and email to hrrecruitment@thera.co.uk or send by post to  

Thera Trust 

The West House 

Alpha Court 

Swingbridge Road 

Grantham 

Lincolnshire 

NG31 7XT 

mailto:hrrecruitment@thera.co.uk

