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it'’s all about you

Hart

It’s all about you

Everybody is looking for something different in their next job. There are times
when you're looking to progress your career. Times when office atmosphere is
as important as salary. Times when the only important thing is salary. Even times
when you need an income as quickly as possible. Understanding your individual
needs will always come first.
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CV writer tool
For help putting together your
CV see our interactive tool at:

hartrecruitment.co.uk/create-
your-cv/
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Try our online tools
and helpful advice

L/
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Our long-standing relationships with employers of different industries means that
we know what they're looking for in their candidates. With this expertise have put
together a number of helpful tools and advice guides, designed to help guide you
through the whole process of finding your new job and beyond.

You can use the ‘CV Writer Tool’ to compile your strengths, areas of expertise and
career history, and be able to work from a draft CV which we will put together for you.
Our ‘Interview Tips’ advice will help you to achieve interview success with questions
you can practice and tips to remember. Try the online tools to become one step closer
to your dream career.

CV Writer tool

A
Get a £50 voucher,
when you recommend a friend

CV Writing tips




Utilising your
candidate portal

1)  Go onto our website www.hartrecruitment.co.uk you can select the login or register
button on the top left hand corner.

2) Ifyouare new to Hart Recruitment and are registering for the first time click Register.
If you are an existing or previous candidate please see point 6.

3) Enter your personal details including Full Name, Email, Address and Telephone Number.

4)  Further down the registration page there is a section to fill in your job preferences.

o Usethis section to enter your
preferred job role.

Whatisyour area of expertise? e
y " - Please Select -- [ YRTTITTTrreTRl)

Role:
- Please Select --

... This should be the location of your
home address.

What is your preferred location?
yourp! - Please Select -

Sub-Location:
ub-Location: - Please Select -

When filling in the salary section
make sure it is the very minimum

~ Please Select - - ® salary that you would be interested
® in as this will ensure that we still
send you information about jobs

; that are lower salaries but could be
PR i on your door step.

For permenant positions | am:

I am looking for a salary around:

£

For contract/temp positions | am:
- Please Select -

My minimum rate is:

5) Itis always helpful to attach your CV as this will give the Consultant’s a better
understanding of your experience before calling you. They may be calling you with a

perfectly matched job.

This will subscribe you to job

alerts and emails as per your job
Attach CV: || Attachcv.~® L P . y J

B preference criteria - this is a great

Accept Candidate Agreement ] GDPR way to hear about brand new
Would you like to receive job alerts? @] ° vacancies.
Would you like to receive updates and industry news? @]

i 2
How did you hear about us? -- Please Se



Utilising your candidate portal

6) On the main dashboard page you can let the Consultant’s know your availability by filling
in the following

Ifyou will be available from a

Availability ..o Specific date iie. if you are being
) H made redundant or returning from
Notice: 2 Weeks v . .
3 travelling please enter your first
Available: ze - available date here
Availability: Full Time v
7)  After entering or updating any section you MUST
press Save. This is located at the bottom of each page.

8) Onceyou have logged in with us, there are 3 main tabs on your account that will benefit
you and your job search. The 1st tab is ‘My Profile’. This is where we will hold all of your
personal contacts details, so that we can get in touch with you.

Personal Details

Title: ~ Please Select - v Mobile: 44
Name: Annie Home: a4
_ Please Select — Direct Dial: #Edit
- Nationality: - Please Select - v
Known As: Annie Own Transport: - Please Select - v
Date Of Birth: a

Address:

Town/City:
County:

Postcode:

9) The 2nd tab is ‘My Preferences’. This where you can specify the type of job you are looking
for, industries you would like to work in locations you are able to travel to.

Discipline ....e Usethis section to enter your
preferred job role.

Preferred Discipline: Customer Service @

Preferred Role: Advisor Remember to select other jobs

that you are also interested in.

By doing this it will widen your
search and present you with more
opportunities.

Also interested in: All
> [ Accounts ;
> DAAMINISIIAtion  @+sseeeeeeeeeestomsimmmiiiiiittttteetiiiiiiieitereteesessnnt <
~ //Customer Service
' Administrator
/| Advisor

Manager



Speciality

Preferred Speciality: Facilities Management & Housing

Preferred Sub-Speciality: Housing Pty
Also interested in: All

4 > v Banking, Finance and Insurance
Hospitality, Travel and Leisure
> Y/Manufacturing
Public Sector

v [/ Facilities Management & Housing

o Construction
Location
Preferred Location: North Birmingham [ N
Preferred Sub-Location: Great Barr
Also interested in: All
ANYWREIE @ Lttt

> ¥/ Birmingham

> [ /Dudley

v/ North Birmingham
< Aston
v /Boldmere

This is where you can be specific
with the industry that you currently
work in or where you would like to
work.

Remember to use the ‘Also interested
in” options too.

This should be the location of your
home address.

Remempber to select other locations
that you can travel to.

10) To make sure that you are set up to receive Job Alerts via email go onto the ‘My Alerts’ tab

Activate Preferences Alerts

and click the ( ) button

Job Alerts +Add

This candidate has no job alerts.

Other Atets 7 youviaemail if you are unable to
Im happy to receive email marketin F
I'm ha:z:o receive SMS mavken:\gg @cceeeeeeenennt f answer the rel ep hon e.

Offers

11) After entering or updating any section you MUST

press Save. This is located at the bottom of each page.

Activate Preferences Alerts

Remember to tick for email marketing
so that the Consultants can contact

12) And finally to keep track of your application progress you can use the ‘My Jobs’ tab to

keep up to date.

Hart | recruitment

4 Dashboard My Profile My Details My Preferences My Jobs My Alerts Search



7 Helpful hints for being a

successful temp

Below are some hints and tips to ensure your success as a
temp. Hart Recruitment can help you with training, advice and
support throughout the whole process and beyond.

#1

Timesheets

Timesheets need to be

submitted by end of business N
each Friday, to be guaranteed v
payment for the following -
Friday

#2

Working weekends?
For temps working over the
weekend, please ensure
timesheets are submitted no
later than 9:00am on a Monday
morning.

#3

Internet & mobiles
Unauthorised internet use or
mobile phones must not be
used during work hours.

#4

Clothing
Ensure you are wearing the
correct clothing attire to work.

s

v

#5

Arrive early

Always arrive early to your
assignment, but in the
instance that you are running
late please call the Hart
Recruitment office to notify
your consultant 0121 360 6000.

#6

Absence

If for any reason you cannot
make it into work, you must
call the Hart Recruitment
office 30 minutes prior to the
start of your assignment to
let us know. Always leave a
message on the voicemail if
we are not available at the
time when you call.

#7

Holiday

Holiday requests must be
authorised at least one week
prior to your holiday being
taken.

#8

Health & safety

You must take responsibility
for your own health & safety
whilst at work.



The timesheet portal guide

Your weekly timesheet is generated on our online portal called
‘Timesheet Portal’. Below is a guide for submitting your hours.

“»G 04/02/19 - 10/02/19 @

Timesheet 1d:1333

Hours start:

Hours finish:

Hours break: -

Total: 08:00 08:00 08:00 00:00 07:30

Holiday (.00:00 | [ 00:00 | [ 00:00 E@ 00:00

Additional info:

Hour units per day: 08:00 08:00 08:00 08:00 07:30 00:00 00:00

v Add time off <4 9

4 Save draft > Subn{l@

#1 #2 #3

Ensure you have selected the  Start and finish times are Enter your breaks here. 00:30 =
correct week here. entered here. Remember to 30 minutes lunch break

use 24:00 clock.
Click ‘Add time off" if you have Select an approver so that Make sure you press ‘Submit’
taken holiday of been absent, your hours can be authorised. so that your approver receives
and enter the amount of hours If your usual approver is off your timesheet to review.
that you were off for. site please ensure that another

manager is available to do this
on their behalf.



Hart Recruitment is a fantastic recruitment agency! The
staff really look after you and your best interests. The
team are quick, efficient and really friendly. They take
care of your career finding journey from start to finish.

By far the best recruitment agency | have

ever worked with.

Within a week Hart was calling me with
potential jobs, and | am extremely pleased
to say | have since confirmed one that suits
all of my needs. From start to finish this

process has been pleasant,
no complaints at all.

Keep up to date -,

with all the latest

recruitment Call us now to find out more
Har it'’s all about you 01 21 360 6000

1232 - 1234 Aldridge Road, Great Barr, Birmingham B44 8PE www.hartrecruitment.co.uk



