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1. Introduction 

This document presents Eurojust’s eRecruitment site, showing all the functionalities 

available for you to easily apply for a position at Eurojust. In our eRecruitment you can: 

 Create and manage your account, including your personal profile. 

 View open vacancies and apply using the online application form. 

 Follow-up on your submitted applications to check their current status. You 

can also withdraw from selection procedures using this option. 

 

1.1. Homepage 
When you access the Eurojust eRecruitment site you can view open vacancies on the 

homepage: 

 

Figure 1 Example of Vacancy announcements 
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2. Your personal account 

2.1. Create a new personal account 
To create a new applicant account go to the ‘Login/Create an Account’ section and click 

the ‘Create an account’ button: 

 

Figure 2 Create a new account 
 

The Information Notice is displayed. Click the ‘ok’ button at the bottom to proceed to 

the following screen: 



eRecruitment 5 

 
 

 

  

 

 

 

 

Figure 3 Create a new profile 

 

Fill in the required fields marked with red asterisks (*) and click the ‘Create’ button. 

A confirmation message is displayed and you will receive an email with instructions to 

validate your account: 
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Figure 4 Account validation email 

 

Click the ‘My account’ link in the email to validate your newly created account (a new 

browser window will be opened): 

 

Figure 5 Account validation confirmation 

 

2.2. Login 
To log into your personal account go to the ‘Login/Create an Account’ section, fill in 

your email and password and click the ‘Login’ button: 
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Figure 6 Login screen 
 

2.3. Manage your profile 
After logging in, go to ‘My profile’. 

In this section you can fill in your Personal Information, your CV and Professional 

References. The information in your profile will be loaded by default when you start a 

new application for any selection procedure. You can then edit that information for each 

vacancy if needed. 

Note: In the ‘CV’ tab on your profile you can add descriptions of past positions and create a 

motivation letter, which can be editing creating future applications. 
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Figure 7 My profile 
 

2.4. Change password 
To change your password, click ‘Change my Password’ on the left panel. Fill in your old 

password and select a new one. You will be asked to confirm the new password: 
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Figure 8 Change my password 
 

Click the ‘Request new password’ button to confirm the change. 

A confirmation message is displayed. 

2.5. Change email address 
To change the email address associated with your personal account, click ‘Change my 

Email’ in the left panel. Fill in your old and new email addresses. You will be asked to 

confirm the new email address: 

 

Figure 9 Change my email address 
 

After clicking the ‘ok’ button, you will receive a confirmation email in your new email 

address: 
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Figure 10 Email address change confirmation email 
 

Click the link to validate the email address change: 

 

Figure 11 Email address change confirmed 
 

2.6. Logout 
To logout from your session simply click ‘Logout’ on the left panel. 

Note: Remember to save any changes before logging out to ensure no data is lost. 

 

2.7. Reset your password 
If you have forgotten your password, you can request a password reset on the 

‘Login/Create an Account’ screen: 
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Figure 12 Login / Create an account 
 

Click the ‘Forgotten Password’ link, fill in your email address and click ‘ok’: 

 

Figure 13 Password reset email address 
 

 

A confirmation message will be displayed and an email will be sent to you: 

 

Figure 14 Password reset email sent 
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Figure 15 Password reset email 
 

Click on ‘Link’ to define a new password (a web browser window will be opened): 

 

Figure 16 Password reset 

 

After clicking the ‘ok’ button, a confirmation message will be displayed: 

 

Figure 17 Password reset confirmation 

 

 

2.8. Delete your account 
To delete your account click ‘Delete my Account’ on the left panel. 



eRecruitment 13 

 
 

 

  

 

 

 

 

Before deleting your account, you must withdraw any applications you have submitted: 

 

Figure 18 Account deletion conditions 

 

 

Figure 19 Account deletion 
 

Click the ‘delete my account’ button to confirm the action. 
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3. Applying for a vacancy 

To view open vacancies, log into the Eurojust eRecruitment site and click the ‘Vacancy 

announcements’ tab on the left panel: 

 

3.1. Application form 
To apply for an open position, click ‘apply’ to access the application form. 

If you have completed the CV and references section in ‘My profile’, this information will 

be pre-filled in the application form. You can edit this text. 

 

Figure 20 Application form header and tabs 

 

Fill in the fields and save before progressing to the next tab. All sections of the application 

form must be completed. 

 

3.2. Continue application 
If you leave the application form screen before submitting your application you will have 

the option to continue your draft application the next time you visit the vacancy 

announcement page, as long as the deadline for applications has not passed yet. 

 

Figure 21 Vacancy announcements 
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3.3. Submit application 
Once you have finished your application, the Declaration of Honour is displayed in the 

‘Apply’ tab. At the bottom of the page you can click on the ‘Submit application’ button to 

submit your application. 

 

Figure 22 Submitting an application 

 

After submitting your application you will see a confirmation message on the screen and 

you will also receive an email notification, confirming the date and time your application 

was submitted. 
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Figure 23 Confirmation of application submission 

 

If you have not filled-in all the mandatory fields of the application form, the system will 

mark the missing fields in red. You must fill in all mandatory fields in order to be able to 

submit your application. 

 

Figure 24 Application form incomplete 

 

When you have already applied for a position it will be displayed in the vacancy 

announcements page:  
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Figure 25 Vacancy announcements 
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4. Submitted Applications 

4.1. Selection procedure and application status 
Click on ‘My applications’ on the left panel to display the current status of applications 

you have submitted and the status of the selection procedure. 

 

Figure 26 Applications status 

 

4.2. Delete / Withdraw application 
In the “My Applications” page, the bin icon next to each application allows you to either: 

- Delete your application, if the deadline for applications has not passed yet, 

or 

- Withdraw your application, if the deadline for applications has passed. 

 

Figure 27 Delete/Withdraw application 
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5. Your personal data 

Your account will be kept on our system for a period of two years after its creation date. If 

you submit any applications, this period is updated to match the retention period of your 

most recent application. 

Data related to submitted applications will be retained for two years after: 

(i) the reserve list expiration date 

or 

(ii) the selection procedure’s cancellation date 

depending on which is the outcome of the selection procedure. 


