
 
 
 

 

QRG for Internal Applicants 

 

This Guide is for Walsall Council employees applying for 

internal vacancies. 
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Step 
Number 

Step Description Step Image  

1 Sign into 
OneSource. 

 
 
 

There is no 
need to enter a 

username or 
password, 

simply click the 
‘Sign in with 
Walsall SSO’ 

option. 
 



 
 

 
2 

 
Click ‘Me’ and then 
‘Internal Job 
Shop’ 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

  
 
 
 
 
 
 
 
 
 
 
 
 



 
 
3 The ‘Opportunity 

Marketplace’ page 
will display all 
vacancies currently 
advertised by 
Walsall 
Council.  You can 
click the title of any 
vacancies you are 
interested in to 
display the full 
advert and further 
details. 
 
 
 
 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 



 
 
4 When you have 

found a vacancy 
you would like to 
apply for, make 
sure that you read 
through the full 
advert and job 
description and 
employee 
specification for the 
role, then click 
‘Apply’ at the top 
right hand corner of 
the advert. 
 

 

The recruiting 
manager will be 
looking for how 
your skills, 
experience and 
qualifications 
meet the 
essential 
criteria set out 
in the employee 
specification 
when they 
shortlist.  
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You will be taken to 
the online 
application.  Please 
note that at the 
very top of the 
page, the 
following notice 
will display:  

 
 
 

 

It is important 
to click 
‘Update 
Profile’ here to 
ensure that 
your work 
history and 
qualifications 
are entered 
and up to date. 
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You can add new 
qualifications by 
clicking the ‘+’ 
button, or you can 
edit existing ones 
by clicking the 
pencil button next 
to the qualification. 

 

 
You can also 
upload copies 
of your 
certificates if 
you wish, by 
clicking the 
‘Drag and Drop’ 
option and 
saving your 
files. 
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When you have 
added the 
necessary 
information about 
each qualification, 
click ‘save’. 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can scroll down 
and add any details 
of relevant 
professional 
memberships by 
clicking ‘+’ 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 

 
 

Make sure to 
scroll down 
and add or edit 
your work 
history in the 
same way. 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
Don’t forget to 
click ‘save’ 
when you add 
each 
membership. 
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Once you are 
happy with this, you 
can return to your 
application by 
closing the ‘Skills 
and Qualifications’ 
tab and going back 
to the ‘Opportunity 
Marketplace’ tab at 
the top of your 
browser. 
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Respond to the 
application 
questions by 
clicking the arrow at 
the side of the 
answer box and 
choosing the 
appropriate answer. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Note that if you 
answer ‘Yes’ to 
the question 
‘Do you have a 
disability?’ a 
second 
question will 
display asking if 
you are 
neurodivergent. 
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Remember when 
completing the 
‘Supporting 
Information’ section 
that you will need to 
provide detailed 
information 
(including 
examples) of how 
your skills, abilities 
and experience 
meet the essential 
criteria set out in 
the employee 
specification for the 
role. The recruiting 
manager will use 
this information for 
shortlisting, so it is 
particularly 
important.  
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If you are a 
redeployee, make 
sure to answer ‘yes’ 
to the question ‘Are 
you subject to a 
redeployment 
process’?  This will 
alert the 
Recruitment Team 
and the recruiting 
manager to the fact 
that you are a 
redeployee, and 
your application will 
be considered 
before any others 
(subject to the 
Redeployment 
Procedure). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
Ensure that you 
answer all 
questions. 
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Make sure to read 
through the final 
statement and add 
your e-signature by 
typing your name 
into the box. 
 
 
 
 
 
 
 
 
 
 
 
Once you are 
happy with your 
application, go to 
the top of the page 
and click ‘Submit’ 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 
  
 
 
 
 
 
 
 

 
 
 
 
 
 
 When you 
have submitted 
your completed 
application 
form, you will 
be unable to 
amend it – 
please ensure 
that you have 
included all 
necessary 
information 
before clicking 
the ‘submit’ 
button 
 
 
 
 
 
 
 
 
 
 
 
 


