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How to search for a role 

 

 

From the Current Jobs page, you can view all current vacancies available within 
Dublin City Council. 
 
To search for specific roles, by clicking on the arrow in the Job Category field, this will 
display a drop down list of Job Categories to choose from. 
 
To search by keyword, type the keyword term into the Keyword(s) box and select 
'Search' 
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How to apply for a role 

 

 

Once you have found the role you wish to apply for, click on the “More” option at 
the bottom of the tile, you will then be shown the full job advert. 
 
 
 
 
Once the main advert is visible, you are able to see any supporting documents, 
job/person specifications that have been attached. 
 
At the bottom of the advert you will be able to see the “Apply for job” button. 
 
 
 
 
Click Apply where you will be presented with two options. 
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If you are a Returning Candidate (i.e. have previously applied for a role), select the 
method you wish to log in with, click to agree with the privacy statement and you 
will then be presented with the application form questions. 

 
 
 
 
 
 
 
 
 
 
 
If you registered using your email address, then you need to enter the details into 
the top section.  

If you are a New Candidate,  (i.e. have never used this system before) register your 
details using either the social links provided, or by entering your email address and 
answering a few registration questions. 
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If you have applied for other jobs previously, when you log in as a returning 
candidate, you will be asked if you would like to copy information from a previous 
application. 
 
If you select yes, it will show you a list of applications that you have previously made 
and you can select one that is relevant to copy your application form answers from 
(there will still be an opportunity to review and change your answers before 
submitting the application).  
 
 
 
 
 
 
 
 
 
 
 
If you select No, then you will need to populate all details of the application process 
again. 
 
Depending on the job that you have applied for, you may now be presented with 
screening questions to assess your eligibility for the role.  You must answer these 
eligibility questions before progressing to the full application. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The system will assess your responses to the screening questions and based on the 
outcome, you may be deemed ineligible for the role.  If this is the case, a message 
will be displayed on-screen to advise that you have not met the eligibility criteria. 
 

 
 
 
 
 
 

How to apply for a role continued...... 



Application Form cont..... 
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You will now be taken to the application form. 
 
All fields marked red are mandatory and must be completed in order to continue 
through to the next page.  At the end of each page, select Save & Continue. 
 
 
 
 
This will check that you have completed all of the mandatory fields and if so, will 
progress to the next section. 
 
On the Qualifications page, select ‘Enter Qualification' and the following questions 
will be presented.  Answer each field  and then click “Save and add another".  
 
By selecting this option, your qualification record will save and your then have the 
option to add another qualification record if required.  
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Application Form cont..... 

As with the previous section, all red fields are mandatory and are to be completed.  
Press Save once you have entered all details and this will save the entry ready for 
your next one if needed. 
 
Other Relevant Qualifications 
 
You can enter in any other courses of qualifications you may feel relevant to include 
as part of the application for this role. 
 
Secondary Education 
 
Select the Highest Qualification Achieved from the drop down and then include the 
year this was attained. 
 
Once you have added all details, click Save & Continue. 
 
 
Equal Opportunities Section 
 
Complete all fields and press Save and Continue at the bottom of the page. 
 
 
 
 
 
 
 



Application Form 
 

7 

Employment 

 

Complete all fields on this page and click “Save” at the bottom, this will save 

your entry and clear all boxes ready for your next employment record. Once you 

have added your full employment history and you can see the entries listed on 

the page, click “Continue to next page” 

Assessment Form 

 

The recruitment team may add additional application form questions as an 

'Assessment Form'.  

 

You will need to answer all questions and then press Save and Continue at the 

bottom of the page. 
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Application Form cont..... 

Declaration 

 

You will now be able to submit your application.  Click "Review your application" to 

review all the information that you have entered. 

 

 

 

 

 

If you need to edit any details, click on the edit button and this will take you 

through to the relevant section.  Make any amendments needed and then click 

Save. 

 

If you are happy with all the details but cannot see a submit button, this means that 

you may have missed some mandatory questions or have not clicked Save on 

every page.  The pages that need attention will be displayed as below: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Edit against the section, complete any missing answers and click Save and 

Continue at the bottom of the page.  

 

On the qualifications and employment page, you will need to edit an entry and then 

press Save in order for the check to be completed. 
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Declaration cont...... 
 
Once all sections have been saved and you are ready to submit, you will see the 
screen below: 

Complete the question about agreeing to the declaration by selecting Yes or No and 
then Submit Application. 
 
If your submission has been successful you will be shown the message below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If you experience a technical problem while completing any part of your application, 
contact our support team via email at dcc@helpmeapply.co.uk or on (+44) 0161 850 

2004 
 

If you have any other questions please email the recruitment section 
at careers@dublincity.ie 


