Foxit PDF Reader — use it to save your completed job app forms

IMPORTANT — PLEASE READ:

- this advisory is suited to those using the standard Adobe Reader (6/7/8 etc.). Foxit PDF reader
offers users the ability to save entered form content as a new PDF document — something which
Adobe reader does not *. This is ideal for the NWRC job application form.

* those with a full version of Adobe Acrobat Professional should ignore this advice.

1. Get a copy of Foxit PDF reader from:
http://www.foxitsoftware.com/pdf/reader 2/down_reader.htm

2. Download the application form — do this by right-clicking on the application link and choosing

“Save Target/Link As ..”

You can save it to you’re my Documents, C:/ drive or other preferred location.
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Job application
This fa;ility will allow you to complete a job application online, Please read the following
instructions carefully,

1. Check that your systern can read POF documnents, If not, download the FREE Acrobat
Reader using the link in the right table. * PLEASE MOTE THAT THE LATEST WERSIONS OF
ACROBAT READER (6,7 & 8) NO LONGER ALLOW vOU TO SAVE ENTERED DATA - COPY
AMY DATA YOU WISH TO KEEP TO WORD OR SIMILAR,

2. Readthe Guidance Motes {guidance_notes.pdf}. It contains specific instrgy
to complete the application form.

3. PART TIME lecturing posts:
Please complete the Availabilty Sheet - it is an essential part of yogs
{availability_parttime_lecturing.pdf). -4

4, Download the application foy
* Remember to complete thil adednkseas
1. Post Mo/app Mo TR
Z. Post Title
3. Clasing Date

Open
Open in Mew Tab
Open in Mew Window

Save Targek &s...

5. Print the completed application, Save the completed fon Prink Target

* Please note that the latest versions of Acrobat Readen

data you wish to keep to Word or similar. cut

| Copy

] S

Backs

Online Application
You may need Adobe
Acrobat Reader to
vigw POF documents,
Download a FREE
copy by clicking the
loga.

ions on how Lﬂm'mj

] Y making sure to complete all sections in full,

|5 section:

W cnce (optional®),
entéred data - copy any

hd

j |@ Internet

[H100w -~ 4



http://www.foxitsoftware.com/pdf/reader_2/down_reader.htm

3. Startup Foxit PDF reader - make sure it becomes your default PDF file viewer — click yes if
asked.

Checking the “Highlight Fields” box just above the form may make it easier to see those fields
you need to complete?

— see yellow highlighted boxes below (mickey mouse)
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APPLICATION FOR APPOINTMENT

Information provided will be used by the College for the purposes of recruitment. if successful
or an employee of the College the information on this form will form part of your employment
record, will be held in a personal file and used for employment purposes.
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4. When you have completed the form, print it and then save it as a new completed PDF form.

Follow these steps:

Go to FILE > SAVE AS:

Enter the new name, e.g. nwrc-completed-job-app-lecturing-jul08.pdf
IMPORTANT: Change the “Save What:” dropdown box to Document and Annotations

This will save a new PDF with all the details you have entered for your reference.
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