Instructions for Completing the Word Version of the Application Form.

Getting Started

1. Open up the document, by clicking on the URL address.


2. If you would like the document to be bigger (or smaller) on your screen, click on the drop down box with a percentage number to the left of it on the right hand side of the row of icons, just below the menu bar at the top of the screen. If you would like the document to be larger, click on a number larger than the number already in the box. If you would like the document to be smaller, click on a number smaller than the number already in the box.


3. To move through the fields on the forms, press the ‘tab’ key.  If you do not wish to enter any information into a particular field, simply press the ‘tab’ key again and the cursor will move to the next field to be completed.


4. If you wish to move back to a field you have already filled in, you can either use the mouse to move the cursor back to where you want it and then click the left hand side of the mouse. Alternatively you can press the ‘shift’ key  and while keeping this held down, press the ‘tab’ key. This will move you back through the fields.

Completing the Application Form

Sections 1 & 2

1. The cursor is already placed on the first field you need to fill in, the post title details. Simply type in the details.


2. When you have typed in the post title details, press the ‘tab’ key. 


3. Continue working your way through the document, by filling in the information required and pressing the ‘tab’ key.


Section 3 (For Word6 Version users see section 3a) 

4. When you get to section three, you are asked to record your education history.  


5. You need to complete all the details required in the first column before you move onto the next column. In order to do this, you need to type the dates you attended the last educational establishment first. 


6. Then, press the ‘return’ key to move down the screen. When you think you have left sufficient space, enter the dates you attended your second to last educational establishment and so on. If you run out of space, create a new document and record the additional information. 


7. When you have entered all the date information, press the ‘tab’ key and this will move you to the next column, where you record the Place of Study.


8. Enter the place of study for each of the dates entered in the first column. Use the ‘return’ key to move down the screen so that you can enter the information in line with the information in column 1.


9. Enter the qualifications gained in column 3 in the same way


10. Enter the date you gained the qualification, or the date you expect to gain the qualification in column 4 in the same way.


Section 3a (Word 6 Users Only)

      4a.   When you get to section three, you are asked to record your education history.  


5a.   The cursor will take you across the page.  You cannot use the return key so enter all the information you need to

6a.   When you have entered all the information press the ‘space bar’ until the cursor no longer moves.  This will ensure that the next field lines up with the next title.

7a.   Enter all the required information as above.  By pressing the ‘tab’ key you will be taken to the next field.

8a.   When you have completed the first line, press the ‘tab’ key to move to the next line down.
Section 4


11. Simply press the ’tab’ key to navigate through the questions and enter the answers by typing the relevant information in.

Section 5 (For Word6 Version users, see section 5a)

12.  When you get to section five, you are asked to record your employment history. 


13. You need to complete all the details required in the first column before you move onto the next column. In order to do this, you need to type the name and address of your most recent previous employer. (There is no need to enter the information provided in section 5 again.) 

14. Then, press the ‘return’ key to move down the screen. When you think you have left sufficient space, enter the name and address of your second most recent previous employer and so on. (If you run out of space, create a new document and record the additional information.)


15. When you have entered details of all your previous employers, press the ‘tab’ key and this will move you to the next column, where you record the dates you were employed at each organisation.


16. Enter the dates you were employed for each of the employers entered in the first column. Use the ‘return’ key to move down the screen so that you can enter the information in line with the information in column 1.


17. Enter the post title for each job in column 3 in the same way.


18. Enter a brief description of the duties of the job in column 4 in the same way.

Section 5a (Word 6 Users Only)

     13a.  When you get to section five you are asked to record your employment history.

     14a.  The cursor will take you across the page.  You cannot use the return key so enter all the information you need to.

     15a.  When you have entered all the information press the ‘space bar’ until the cursor no longer moves.  This will ensure that the next field lines up with the next title.

     16a.  Enter all the required information as above.  By pressing the ‘tab’ key you will be taken to the next field.

     17a.  When you have completed the first line, press the ‘tab’ key to move to the next line down.


Section 6 

19. Section 6 asks you to record any additional information relevant to your application. If you run out of space, please use the second page of the ‘Additional Information’ pages. 

Section 7

20. This section asks you to give details of three referees. Simply press the ‘tab’ key to navigate through all the details required and record the details accordingly.


21. If you do not want the University to request references from a referee, please make sure that you check the box to the left of the referee’s name. To do this, simply use the mouse to move the cursor. When the cursor is over the box click the left hand side of the mouse. To uncheck the box, simply click on the box again in the same way.


Section 8

22. You should enter the date you are completing the application form. If you are emailing the application to the University and therefore cannot sign the form, you will be asked to sign the form if you are invited for interview.  If you are printing the form off and sending it to the University, please remember to sign the form.

23. Please note, if you email the application form to the University, the University will assume that you consent to the University recording, processing and validating your personal information and sensitive data in line with the data Protection Act (1998) and all other legislative provisions. Your consent will be conditional upon Loughborough University complying with its legal duties and obligations relating to the recording and use of this information.

Completing the Additional Information Pages

1. By pressing the ‘tab’ key, you will move to a field that asks you to enter your name. Simply type in your name and press the ‘tab’ key.


2. You are then required to enter the details of the post you have applied for. Simply type in the details and press the ‘tab’ key.


3. This moves you to the Two Ticks section of the document. If you have a physical disability or mental impairment that is covered by the definition provided on the form, you should check the box. To do this, simply click on the left hand side of the mouse when the cursor is over the box (the cursor should already be there).  To uncheck the box, simply click on the box again in the same way. Once you have checked the box, press the ‘tab’ key. 


4. If you do not have a physical disability or mental impairment, simply press the ‘tab’ key to move through the field. 


5. You are now in the Access Requirements Section. If you require any arrangements or facilities that may assist you in attending an interview, you should type the details in here. Once you have entered the information, press the ‘tab’ key.


6. If you do not have any access requirements, simply press the ‘tab’ key again.


7. You are now invited to continue entering further information in support of your application, see section 6. 

Completing the Equal Opportunities Monitoring Form

1. When you open the form, the cursor will already be in position for you to start recording the required information. Simply type in the required information and press the ‘tab’ key to move to the next field.


2. In order to answer the questions about your gender, racial group and disability, you will need to use the mouse to click on the box that most applies to you. The box will then be checked.


3. To uncheck a box, simply click on it again.

Saving the Application Form & Equal Opportunities Monitoring Form

1. Click on ‘file’ on the menu bar at the top left hand side of the screen.


2. Move down the drop down menu to ‘save as’ and click on this.


3. Choose a folder and a name for the document and click on the ‘save’ button.


4. You will then be able to return to the document at  later date to complete it or to send it into the University.


Sending the Application Form and Equal Opportunities Monitoring Form to the University.


1. Once you have completed and saved the documents, you are able to send them to the University. All applications must be received by the closing date. 

2. You can either print them off and send them in or email them.


3. Please note if you email the documents, the University will assume that you consent to the University recording, processing and validating your personal information and sensitive data in line with the Data Protection Act (1998) and all other legislative provisions. Your consent will be conditional upon the University complying with its legal duties and obligations relating to the recording and use of this information. 


4. Please also note that you will be required to sign your application form if you are invited for interview to confirm that the contents are accurate and that you are in possession of the qualifications stated.


5. If you email the document, please remember to attach the Equal Opportunities Monitoring Form and any documents providing additional information to that provided in the application form.


6. The further particulars of the job will provide details of where to send your application. Please ensure that it arrives by the closing date stated in the advert.

