Applying for Jobs on TRAC

What to expect during the recruitment process as a candidate 
As a candidate, it’s important that you have the time, resources and space to fully participate. We want to support you in showing your skills, values and competencies at every stage of the recruitment process.

Applying for a role 
Step 1:Register and Create an Account
If you haven't previously used Trac you will need to register and create an account via the Trac portal. Trac Jobs portal (https://apps.trac.jobs/)
During registration, you will provide personal details, work history, qualifications, professional registrations (e.g., NMC, GMC, HCPC), and right-to-work documentation. Ensure your profile is complete, as incomplete profiles may delay your application.
You can complete many of the sections on Trac before a suitable role is available. 
Step 2: Search for Suitable Roles
All vacancies will be advertised on the DLN intranet sites and will link to the Trac website for application.  Internal vacances will only be accessible via the intranet link to Trac. 
Vacancies open to external candidates, can be accessed either via the DLN intranet link or by using the search function on Trac. 
You can use the Trac system to filter job vacancies by location, NHS band, specialty, and contract type. You can also set up job alerts to receive notifications for new opportunities matching your skills and preferences. Carefully review the job description and person specification for each role, noting all essential and desirable criteria.
Step 3: Prepare Your Application
Please read the job description, person specification and performance standard thoroughly before submitting your application.
· Ensure all your details are recorded correctly 
· Contact details
· Qualifications
· Employment 
· Supporting information
· Personal Supporting Statement:  Ensure that this is tailored to the role you are applying for. Address each essential criterion with specific examples from your experience.
· Highlight relevant experience, qualifications, and professional achievements.
· Documentation: Ensure all required documents, such as professional registration certificates and proof of right to work, are ready for upload.






Step 4: Submit Your Application
Complete all sections in the Trac system and double-check for errors before submission, as applications cannot be edited afterward. Submit your application through the Trac dashboard and monitor its status regularly. Respond promptly to any requests for additional information from the employer.
Step 5: Track Your Application
Trac allows you to track the progress of your application, including employment checks and appointment updates . You can log in to your dashboard to see updates and next steps.

Additional Information
· You will be asked to complete an application form on TRAC to demonstrate how your skills and experience match the role you would like to be considered for. Read the job description and person specification which will be made available to you. These are important as they include information about the skills, knowledge, values and experience that are needed for the role. These documents will be used throughout the recruitment process to make decisions.
· If you require reasonable adjustments at interview, please contact the lead interviewer (contact details can be found on your invitation to the interview).
