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Introduction 

EASA’s eRecruitment tool has been designed to be as self-explanatory and user-friendly as 
possible. The aim of this guide is to give you, as an applicant, a detailed description of the 
online application procedure. It shows you step by step the different screens which will 
appear as you go through the creation of your profile and the submission of your 
application. We recommend to print this user guide and to keep it as a reference when 
processing your application. The guide also indicates how much time you should set aside 
for the different phases of your application, and what documents (CV, diplomas, motivation 
letter, etc.) would be handy to have readily available for your reference. This should enable 
you to send in a complete online job application within a reasonable time. 

The eRecruitment tool allows you to go back and forth through the steps at any time to 
change or add information. You can also save, log out, and revisit your work at any time 
(but take care that you do not miss the deadline for applying). 

For additional information relating to career opportunities at EASA, please go to the 
following link:  

http://easa.europa.eu/recruitment 

Please note that the online application tool is the only acceptable means of 
sending in job applications (unless indicated otherwise in the Vacancy Notice or on 
the EASA website). Furthermore, applicants are responsible for keeping their e-
mail addresses and personal details up to date in the EASA online application tool.  

 

How to apply for a position at EASA using the online tool? 
 
The online application process starts upon clicking “Apply” next to a vacancy of your 
interest. What follows thereafter consists of 4 phases, each containing one or more steps: 

A. Instructions & Disclaimer: Please read the short text carefully and tick the box 
indicating that you have read the disclaimer; 

B. User Account: Create a user-account by entering a valid email address as your 
user-name and a 7-character strong password (for your own data-protection). You 
can change or delete your account at any time, and should you forget your password 
you can request a new one by email. Together with the next phase, this user account 
information forms the “registration” part; 

C. C.V. Information: In this phase, you will be asked to provide personal information, 
as well as your education, skills, previous employment, training, and other 
information in support of your application (such as references); 

D. Application Information: In this final phase, you will be asked to demonstrate in 
detail how you meet the requirements of the job as listed in the vacancy notice. You 
will also need to upload a 1-page motivation letter in Word or Pdf-format (limited to 
250 Kb in size). Finally, you will be asked to declare - with the help of tick boxes - 
that you meet the formal requirements as outlined in the Vacancy Notice. 
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As the above brief description indicates, phases C and D will take up most of your time. 
Therefore, and also because most of the required input has to be entered in “mandatory” 
fields marked with *, having your C.V. information (such as start & end dates of previous 
jobs or studies) readily at hand will speed up Phase C considerably. The same goes for 
Phase D where you are asked to demonstrate in writing how you meet the job 
requirements. 

In any case, the tool allows you to request more time so that you may avoid being “timed-
out” by the system. Please note that the closing date and time of the Vacancy Notice may 
not be extended by means of the “request more time”-functionality! Take note that 
everything entered in Phase C (C.V. Information) is saved and can be used later for other 
job applications. At the end of phase C, click “Apply for Job” to submit your application. 
Before you do, please verify that you are applying for the right position (the job title is 
mentioned in the top right-hand corner of the screen). 

By contrast, input provided in Phase D should relate specifically to the profile of the position 
you’re applying for. This information will be sent electronically with the rest of your 
application, but it will not be stored beyond the duration of the selection procedure and 
cannot be re-used for other job applications. Since you cannot temporarily save this 
information in order to return to it at a later stage or request more time, it is advisable to 
formulate how you meet the job requirements somewhere else electronically and simply 
copy and paste it into the two boxes of phase D.  

At the end of phase D, click “Apply for Job” to submit your application. Before you do, 
please verify that you are applying for the right position (the job title is mentioned in the 
top right-hand corner of the screen). 

Once you’ve clicked the “Submit”-button at the end of Phase D, a new screen will appear 
confirming that your application has been successfully submitted. Subsequently, you will 
receive an email containing a record of all the data entered for your reference. 

It is the responsibility of the applicants to complete the online applications before the 
submission deadline stated in the vacancy notice. You are strongly advised not to wait until 
the last few days before the deadline since heavy internet traffic or a fault with your 
internet connection could lead to not being able to submit the application on time. Please 
note that applications submitted after 23:55 (Cologne time) on the closing date 
are automatically rejected. 

Please note that eRecruitment tool does not support all features of all Internet 
browsers. If you experience problems we suggest you try another browser. In 
case you encounter technical problems when trying to submit your application via 
the eRecruitment tool, please make a screenshot and send it to 
recruit@easa.europa.eu. It is the responsibility of the applicant to inform EASA 
about any technical problem without delay. 

In closing, some minutiae: applicants are advised that while submitting their application 
more than once before the closing date is possible, it will result in the latest submission 
being taken as the final, authoritative version. Also, deleting the account after submitting an 
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application will leave the application untouched. If you would like to withdraw your 
application from a selection procedure, please send an email to: recruit@easa.europa.eu 

To begin the application process, please proceed to the following link which will direct you to 
the eRecruitment home page: 

https://erecruitment.easa.europa.eu/default.aspx  
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Select the appropriate vacancy. 

Fig 1 

 
 

Select Apply  
 

Fig 2 
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Login in with your existing account, or create a new account: 

Fig 3 

 
 

On the Personal Data Protection page, select the tick box that describes the 
registration process and then select next. 

Fig 4 
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Enter eMail address and password on the Instruction and Disclaimer page. The 
password must meet a complex criteria and this is indicated by the colour change 
from red to blue to green.  Select next. 

Fig 5 

 

 

Select create your online CV on the user account page 

Fig 6 
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On the personal Information Tab enter all personal details (Compulsory 
information where the astrix is indicated) 

Fig 7 
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Enter the Higher Education information where necessary and select next. 

Fig 8 
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Complete the current/previous employment page and select next. 

Fig 9 
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Select knowledge of language, complete the form and then select next. 

Fig 10 

 

 

Select Apply for Job on the “Apply for Job” form 

Fig 11 
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Complete the Application Information Page, upload your CV and then select next 

Fig 12 
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Complete the Declaration of Honour and then select submit 

Fig 13 

 

 

Review the submission result and record the registration number 

Fig 14 
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To make changes to the Online CV, log into your account by selecting the apply 
button on the eRecruitment Home Page 

Fig 15 

 

 

Enter eMail address and password 

Fig 16 
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Select CV Information 

Fig 17 

 

You can edit the follwing: 

 Personal Information 

 Education and Training 

 Employment History 

 Skills 

 Other Information 
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Select one of the tabs at the top fo the CV Page 

Fig 18 

 

 

Select Save when completed 

Fig 19 
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Select Apply for Job 

Fig 20 

 

 

To Delete your user account 

Log in and select Delete my user account  

Fig 21 
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