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How to set up
Jobs by Email
for roles in
further education
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Step 1

If you do not have an account with jobs.ac.uk, 
please create one. To do this, from the  
jobs.ac.uk homepage, select ‘Jobs by Email’
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Step 2

To register, select ‘Register’ and fill out all the 
required fields and create a password. 

You will then be asked to verify your email 
address.
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Step 3

Once your email has been verified, you will 
be signed into your account. If you need to 
sign into your account again, please enter the 
fields and select ‘Sign In’. 
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Step 4

Once signed in you will see ‘Manage Job 
Alerts’.
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Step 5

To create a job alert, select ‘Create a new Job 
Alert’.
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Step 6

To receive jobs in Further Education Colleges, 
go under “Employer Sector” and select “UK FE 
Colleges”. 

You can combine the FE filter with others to 
receive jobs customised to your expertise.

If you are looking for a specific role, not in our 
categories, you can type it in the keyword box 
at the top as well as a location.

If you are searching for multiple roles in 
different fields of expertise or locations, we 
suggest creating separate alerts. You can 
create up to 5 alerts.



8

Step 7

Accept the Terms and Conditions and select 
‘Create a new Job Alert’. 

You will be redirected back to your Jobs by 
Email settings where your new job alert will 
appear. 

You can add a title to your alert.

You can also select whether to receive daily or 
weekly email alerts and turn them on or off.

Select “view results” to see all current jobs on 
the site matching your keywords.
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Further tips

To find your Jobs by Email in the future, head 
to “Jobs by Email” either through the tabs at 
the top of the page or in “your account”

If you are not receiving your Jobs by Email 
alerts or have any questions about the 
process, please contact help@jobs.ac.uk.

mailto:help%40jobs.ac.uk?subject=


10

How to set up
Jobs by Email
for roles in
further education

If you would like to advertise on jobs.ac.uk or speak to one of our team about 
creating a bespoke or targeted recruitment campaign, we’d love to hear from you.

UK and Ireland

Email: enquiries@jobs.ac.uk

Tel: +44(0)24 7657 2839

International 

Email: global@jobs.ac.uk

Tel: +44(0)24 7657 4140

www.jobs.ac.uk

Warwick University Services Limited, jobs.ac.uk division, is a limited company 
registered in England and Wales. 

Registered Number: 2936903. Registered Office: University House,  
Kirby Corner Road, Coventry, CV4 8UW VAT Number: GB 545 2700 58

mailto:enquiries%40jobs.ac.uk?subject=
mailto:global%40jobs.ac.uk?subject=
http://jobs.ac.uk

