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1. Introduction 

 

The purpose of this document is to guide you through the process of shortlisting a 

vacancy. 

By the end of this document, you will be able to:  

• Review applications for your vacancy  

• Assess applications against the technical specification of the role  

• Shortlist applications for interview 

• Schedule interviews and submit to the Recruitment Team to arrange  

 

2. Logging on to Networx  

 

To log into Networx you will need to type https://www.networxrecruitment.net/Login into 

your internet browser. Enter your e-mail address and password. We recommend using 

Google Chrome. Save to favourites for future reference. 

 

3. Viewing the dashboard 

 

Once you are logged onto the Networx system, you will be presented with a dashboard 

that shows you all the current recruitment you are involved with.  
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4. Panel Members - Reviewing Applications    

 

Each time a new application is received for the vacancy, it will automatically be released to 

you for review.  Once the end date for the vacancy has passed, the Recruitment Team will 

email you to advise the vacancy has closed and you can proceed to shortlist. If there have 

not been any applications received for the vacancy, the Recruitment Team will email you 

to ask if you would like to re-advertise the role.  

 

5. To view candidates awaiting scoring   

 

On your dashboard you will see a section called ‘Candidates’. Click on the link ‘Awaiting 

My Scores’.  

 

 

If you have more than one vacancy, you will be presented with a list of the vacancies that 

have applications that are awaiting shortlisting. Once you have identified the vacancy that 

you wish to shortlist click onto that vacancy. 

Please note, if you have only one vacancy to shortlist, you will automatically go direct to 

the vacancy. 
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6. Scoring applications 

 

To shortlist, click on the ‘Score’ button on the screen for the first application. 

You will be presented with a split screen with the application on the left side and the 

scoring criteria/person specification on the right side. 

Complete your scores as appropriate, scoring against the person specification and 

application form  

0 - Does not meet criteria 

1 - Partially met 

2 - Criteria met 
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Once you have completed the scoring for that application, click on complete and click next 

to move onto the next application.  Once all of the scoring is complete, you will be taken 

back to the vacancy and you will see that the applications have moved to the ‘Score 

Complete’ folder. 

 

7. Interview and Declining applications 

 

You will then need to confirm which candidates are going to be interviewed and which 

declined.  Click into each application and click on either the ‘To Decline’ or ‘To Interview’ 

options. 

 

For the applications you decline, you will be presented with the below box which you will 

need to select the Decline reason.  Please note this does not send a communication to the 

candidate, this just adds the application to the Decline folder and we will issue the decline 

emails when we are completing the interview invites. 
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When all candidates have been shortlisted for interview or declined, you will be directed 

back to the vacancy screen and you will need to select the option to ‘Confirm Process 

Complete’.   

 

 

 

 

 

 

 

 

 

 

 

You will then see the below pop up, click Edit Email and this will bring up the interview 

template. 

 

 

 

 

 

 

Please then input all of the interview information, ensuring everything is completed and 

comprehensive, these details are used by the Recruitment team to invite applicants to 

interview. Once all details input, click Send.  When the candidates have selected an 

interview date/time, all of the interview panel will receive an email confirmation with the 

option to add to your Outlook calendar.  
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Please note at least one member of the interview panel must have completed the 

"Safeguarding and Safer Recruitment in FE 2019" training and have this recorded on 

iTrent.   

We check this in iTrent before sending out the interview invites, if nobody on the interview 

panel has completed the training we will email you to ask you amend the panel to include 

somebody who has completed the training.  If you would like the Recruitment team to 

check if you have completed the training or provide information on the training, please 

email NCGRecruitment@ncgrp.co.uk or give us a call. 

 

8. Re-Opening the Process 

If you have completed all of the scoring and confirmed the process complete and then you 

need to amend any scoring or have a late application to shortlist.  You can re-open the 

process to make changes.  Within Panel Overview you will see all of the applications, click 

on the three dots and select Re-Open Process. 

http://intranet.ncgrp.co.uk/groupservices
mailto:NCGRecruitment@ncgrp.co.uk


 

 

8 Networx – User Guide 

 

This will allow you to make your changes and then re-submit to us for interview/declines.  

Once you have made your changes, you will see the Confirm Process Complete option as 

above and then will be presented with the email to send interview details to the 

Recruitment Team. 
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