
Step by Step Guide to Using the CV 
facility on Jobs Ireland 



Where can you access the CV Service? 

• The CV service is available online on the 
Jobsireland.ie website 

 
 



• Use the Username / Password fields on the Jobsireland.ie site to log in 

• If you have not logged in before, click on “signing up” to register. 

 

 

 

 

 

 
 
 
 
 

• You need to register to use the Curriculum Vitae facility on Jobsireland or send your CV to an 
Employer. 

• You must have an e/mail address to use the service.  If you do not have a current e/mail 
address there is a facility on our website to set one up. 

• You should be aware that registering to use the CV service online does not imply that you are 
formally registered with the Department.  To register with the Department you can call into 
any DSP Employment Service Office nationwide. 

 

 

 
Registering to Use the Service 



 
How to Use the Service 

 
• Use the Username / Password fields on the Jobsireland.ie site to log in 

 

 

 

 

 

 

 

 

• Once logged in you can create, access, modify or print your CV at any time from ANY location 
worldwide. 

• You can set up automatic notification of vacancies to your email or system account (setup 
robot).  

• As a non-registered user you can access all job vacancies, course information, allowances etc. 
but cannot set up your CV. 

 



The Registration Form 

•The “Gender” and “Date of Birth” fields are used for statistics purposes 
only and are not displayed online. 
•Click on “Request Registration” when the fields are completed. 



Confirmation 
•When the details are saved, you will see the following confirmation screen: 

 
 
 
 
 
 
 
 
 
 

 
•You will then be assigned a username and password. 
•Please also take note of the job-bank identification number displayed. 
•Click on “job-Bank” to display the CV. 



The Welcome Screen 
•When the details are saved, you will see the following confirmation screen: 

 
 
 
 
 
 
 
 
 
 
 
 
 

•Click on “Your CV” to create or edit your CV 
•Click on “user info” to change your password 



The CV Screen 
•Enter your details on the CV screen: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

•Use the “Preview/Save-CV” button regularly to make sure that the text  
entered is saved. 



The CV Screen 
•Make sure to save your entries using the “Save CV” button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

•If the CV status is “Open” the name and details (not DOB) are visible to 
Employer.  When the CV status is “Closed” the details are hidden. 

 



Recommendations  

 
• Change your password after registration  
• Keep the Username and Password issued safe ( you need it to log on). 
• Examine the fields required for your CV and print a copy of the Template. 
• Prepare the text to be included offline. Once you have completed the CV 

offline, log onto your account and copy and paste the details into the CV 
template.   

• Use plain text and avoiding special formatting where possible (formatting used 
in Word for example may appear differently when inserted on the web). 

• You should regularly SAVE details within the document while editing (need 
your password for this). This prevents you losing any data.  

 



When CV is Completed and Saved 

You CV is now awaiting validation by DSP staff before being made available to 
Employers.  DSP will examine the content of the CV for particular areas such as: 
• Wanted job inserted 
• Education/work details 
• General issues such as spelling (you should spell check it first)   

 
Feedback may be given by email where DSP feels that work is still required before 
validation.  The CV may be temporally closed by DSP until you make any 
amendments.  Once you save the CV again it returns to DSP for validation. 

 



Employer Access  
Employers can also save their selections and use this to search for CV’s 

 



Overview of CVs Selected 
• Employers tend to prefer ‘Open’ (Name & Details available) CV’s 
• By selecting a CV, Employers can view and make contact directly with job seeker 
• This is an example of a “closed” CV: 

 
 



Overview of CVs Selected 
An Employer can make direct contact with the CV owner and arrange an interview. 

 
 


