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1. General information about Kuntarekry

Kuntarekry.fi is a website where various municipal organisations, such as
municipalities and cities, can advertise their vacancies.

In other words, Kuntarekry is not an employer or an employee placement service,
but it is a service that employers use to advertise jobs.

If you want to know more about the job you are applying for, the salary, or if you
want to submit your tax card for gig work, always contact the employer in question.
Kuntarekry is not responsible for the content of job advertisements. All municipal
sector organisations that advertise their vacancies in Kuntarekry are responsible for
the content of their advertisements. Kuntarekry is an electronic channel for
employers' job advertising, recruitment processes and substitute management.

Kuntarekry does not participate in making choices and decisions in recruitment, but
each employer makes its own employee selection. The employer is also responsible
for communicating with job applicants. For this reason, questions related to the
vacancy should be addressed directly to the employer.
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2. Search for jobs
2.1 Filtering

You can filter jobs by job area, employer, location, type, employment relationship,
nature of work, and language. You can open the filtering functions by clicking the
Show alla search criteria function on the front page.

Find jobs

Q, Enter a search term, such as job title, location, or job key ...

O D D D CED G520
FULL REMOTE WORK POSSIBILITY PARTIAL REMOTE WORK POSSIBILITY m
¥ Show all search criteria

By clicking on the selection criteria, Kuntarekry will

* | automatically filter the jobs that fit the criteria for you.
Locmons ., | The type, employment relationship and nature of work
e criteria filter the jobs according to what the employer has

classified the job as. If you want to see only summer jobs,
you need to click on "Summer job" or if you only want to
view part-time jobs, click on "Part-time job".

No language is automatically selected in the Language

[ fuit-time O m O k
- criteria. If you want to see jobs only in Swedish, select
B Svenska".
[ suomi [ svensta [ engish
(] Welibeing services county

0o

REMOTE WORKS

SHOW 3782 JOBS
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In the Professions area selection, you can select an entire task area or individual
tasks under the task selection. The "Select all" option under the task area will
display jobs from all the tasks under that task area. A single selection will display the
jobs that apply to the task.

Filter dialog title x HEALTH CARE SECTOR 2 hd

PROFESSIONS w

E Select all D Rehabilitation and therapy
Q, Search professions DLaborator}r technologists and D‘l.-'u’ard domestics and supply
radiographers technicians
MAMAGEMENT AND OFFICE WORK > | Practical nurses D Doctors
TEACHING AND CULTURE > l:‘ Psychologists | Nurses |
l:‘ Dental health services l:‘ Assisting work in health care
SOCIAL SECTOR >
\:\ Other work in health care \:\ Management in health care
TECHNICAL SECTOR > D Head nurses
HEALTH CARE SECTOR ~
m Select all ﬂ Rehabilitation and therapy
DLabo'a?ory technologists and D‘.‘.‘a'd domestics and supply
radiographers technicians
u Practical nurses [_| Doctors
[ psychologists [ Nurses
] Dental health services [[] Assisting work in health care
[ Other work in health care ] Management in health care

[ Head nurses

VOLYNTARY WORK >

In the Employer filter, you can select one or more employees whose jobs you want
to view. This selection will only display open positions within that organization.

EMPLOYERS v

‘ Q, Search organizations ‘

D 2M-IT |:| Akaan kaupunki

[ Atajarven kaupunk [ Helsingin kaupuni

[ Alavuden kaupunki [ Ammattiopisto Livia

D Asikkalan kunta |:| Askolan kunta

D Auran kunta |:| Avoin tydhakemus

[ cursoroy [] Enontekian kunta

[ Espoon kaupunki [Jespoon seudun
koulutuskuntayhtyma Omnia

D Etelz-Karjalan liitto DEteIa-KarJa\an sosiaali- ja
terveyspiiri, Eksote

[ Etela-savon Koulutus Oy [ Etels-savon maakuntaliitto

D Oppimis- ja ohjauskeskus Valteri |:| Eurajoen kunta

D Euran kunta |:| Pelkosenniemen kunta

[ FCG Talent Oy [] Perameren Jatehuolto Oy

[ Farssan kaupunki [ tapiniahden kunta

D Jyvaskylan steinerkoulu |:| Haapajarven kaupunki

D Kaarea Qy |:| Haapaveden kaupunki

[ Kastek Oy [ Hailuodon kunta

[ Kiuruveden kaupunki [ Haminan kaupunki

D Hangon kaupunki |:| Muonion kunta
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In the Location filter, you can filter jobs by location. The locations are divided into
regions, so you can select a region entirely by clicking "Select all" or individual
municipalities and cities. The Location filter shows you jobs from employers who

operate in the selected area and who use the Kuntarekry system.

LOCATIONS

Q. Seord

AHVENANMARA

ETELA-KARJALA

ETELA-POHJANMAA

o

D Select all
[] siavus
D Imajoki
[ satasjarvi
[] kzuhajoki
D Kuortane
(] Lappajarvi
D Seindjoki
[] meuva
[] Antar

ETELA-SAVO

KAINUU

(] Alajarvi
(] Evijarvi
] 1sojok
(] karijoki
[ ] kauhava
:I Kurikka
[ ] Lapus
:l Saini

[ ] vimpeli
[ ] Isckyra

2.2 Job Ad Details

ETELA-POHJANMAA 2

(=] valitse kaikki ] Alajarvi
D Alavus D Evijarvi
[] iimajoki (] 1sojoki
D Jalasjarvi D Karijoki
I:] Kauhajoki I:] Kauhava
|:| Kuortane |:| Kurikka
(] Lappajarvi [ tapua
| Seinajoki Soini |
[ ] Teuva [ ] vimpeli
D Ahtari D Isokyré

The job advertisement shows all the necessary information about the recruitment.
The view includes a job description and more information about the employer. At
the bottom, you can see contact information who you can contact if you have any
questions about the job. At the bottom, there is also a short description of the
employer and a map of where the job is located.
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The left sidebar shows more detailed information about the job and the application

period:

¢ BACK TO SEARCH

Kuntarekry / Jobs / Turun smmattikorkeskoulu O

Open application

Deadline for applications 31.12 2026 at 23:59

TURKU AMK

TURKU UNIVERSITY OF
APPLIED SCIENCES

APPLY FOR JOB [ ADD JOB TO FAVOURITES 1 SHARE

Would you like to work at Turku University of Applied Sciences?

= Job description
= Job contact information

+ Job organisation information

APPLY FOR JOB [ ADD JOB TO FAVOURITES 2 SHARE

2.3 Favorites

2 Job summary
Employer
Turku University of Applied Sciences Ltd

Turku University of Applied Sciences

Key:
TUAMK-00-14-23

Application time ends

15.1.2025 at 13:22 - 31.12.2026 at 23:59

Job type:

Fixed-term

Start date/period:

upon agreemeant

Basis of remuneration

Sivista AMKTES

You can mark job postings as your favourites so you can easily review them again
later. Favourites are stored in your browser's memory, so favourites are device

specific.

You can mark a job as a favourite by using Add job to favourites button. The button

is located next to each job posting.

APPLY FOR JOB [] ADD JOB TO FAVOURITES =. SHARE

Would you like to work at Turku University of Applied Sciences?

= Job description

= Job contact information

+ Job organisation information

APPLY FOR JOB [1 ADD JOB TO FAVOURITES = SHARE
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2.4 Sharing
You can share a job posting using the share button at the end of the posting. The

job posting can be shared on Facebook, X, LinkedIn and WhatsApp, and it can be
printed or sent by email.

APPLY FOR JOB 71 ADD JOB TO FAVOURITES 2 SHARE

Would you like to work at Turku Universii araCopylink es’
Email
Share to X

o Share to Linkedin
= Job description e

Share to Whatsapp

Print
= Job contact information _ i
Share to facebook

2.5 Search Alert

You can create a search alert for yourself in Kuntarekry, and the site will notify you

by email that a job that matches your search criteria has been published on
kuntarekry.fi.

By default, Search Alert is valid for 6 months from the date of creation.

2.5.1 Create a search alert

The search alert is created after you have searched for the jobs you want to be
notified about.

kuntarekry JOBS - EMPLOYERS CAREER STORIES - A FAYORITES 1 LOGIN

Q. Enter a search term, such as job title, location, or job key T FILTERS

Results 3 1L SoRT - 5 COUNT - a VIEW -

Englizsh x CLEARALL x

Create a job alert using the search criteria applied in filtering these jobs

X o . o CREATE A JOB ALERT BY SPECIFYING SEARCH CRITERIA
Receive notification twice a day when new jobs match the search criteria



kuntarekry Applicant's Guide

The search alert is given a name, for example "Financial administration positions in
Helsinki" and the email address to which the notifications are to be received. Finally,
the search alert is created, and a message is sent to the email through which the
search alert must be confirmed.

This example search alert announces new jobs that are under the professions
"Financial Administration", the location of the job is Helsinki, and the nature of the
employment relationship is permanent.

< BACKTO SEARCH

Job alert

Create a Job Alert Preview

Job alert details
Untitled alert

Job alert name
Professions:

‘ ‘ Financial administration x

Email address Locations:

Helsinki x
You will receive notification twice a day when new jobs match the search Permanent x
criteria.

Language:
Select search criteria English x

Select one or mare search criteria fa filter inhs. The inb alert includes all

You will receive a message like this:

Hi,
please confirm!
We have to confirm that you are you.

Do so by clicking the link below.

CONFIRM SUBSCRIPTION

Note! If you did not create this job alert yourself, you can ignore this message. The
job alert will not be acti unless k the confirmation link. You can create a
new job alert by entering your emai ss in the field on the search results page.
You can remove the job alert by clicking the following link: Remove job alert.
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Confirm your search alert with the Confirm subscription button. After clicking on
the button, you will be redirected to a page in your browser that tells you about the
search alert confirmation:

< BACKTO SEARCH

Job alert

v Confirmation of job alert succeeded

Once you've confirmed the search alert, it will notify you by email when a job has
been posted on the site that matches your search criteria.

2.5.2 My job alerts

On the Job Alert page, you will also find the section My Job Alerts, where you can
review the alerts created for your email address and manage them.

My job alerts

You don't have any job alerts yet

Email address for sending the link

You will receive a link via email that directs you to a page where you can view your
job alerts.
My job alerts

Financial administration positions in m
Helsinki
Cre;

.2026 13:37 » Valid until: 05.11.2026 13:37

Language:

English

DELETE
VIEW MATCHING JOBS ‘ALERT
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3. Registration

You can register the Kuntarekry job applicants profile through the Log in menu in
the upper right corner of the Kuntarekry.fi pages, by clicking on the Candidate
Portal. After that, click Register to continue. If you already have an account, you
can continue to log in by clicking the Log in button.

kuntarekry Q JoBS @ FAVOURITES L LOGIN @ EN

Find jobs

3796 Open jobs

O CED CED O D CXX
Partial remote work possibility I Anonymous ] Open application

kuntarekry

Your job search starts here

National job search service

CDC
Log in or create a profile
If you already have an account, please login. If you are a new user, registering is easy and \ —@—
only takes a moment. By logging in, you can create an applicant profile that you can use as a 7/
basis for your applications. You can also see the applications you sent earlier and you can O —
continue to fill in unfinished applications. % m —

=

Alternatively, you can also access the registration window from the Apply now
button on any job advertisement.

APPLY FOR JOB [1 ADD JOB TO FAVOURITES =, SHARE
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To register as a job applicant, enter the following fields:
- Email address. We recommend using a personal email address.

- Password. The minimum number of characters required for a password is 12
characters. The password must contain lowercase letters, uppercase letters,
numbers, and special characters. If the password does not meet the security
requirement, the system will notify you when you click "Register"

- Accept the terms of service. You can read the Terms of Use via the "Terms of
Use" link

- Click Register
Save the username and password for yourself in memory for later use.

Notification: "Username is already reserved." means that the email in question
already has a username created. If you do not remember the password for the
account in question, you can order a password change link to your email by clicking
Log in and Forgot password or account.

Create an account

Creating an account is quick and easy

Register to Kuntarekry
Your email address also serves as your username.

Email address *
Password *

Terms of use *

1 accept terms of use and usage of personal information in accordance with privacy
policy
[ O]t have read and accept the terms of use

REGISTER >

When you log in to the Applicant Portal for the first time, you will be asked to
confirm your email address. Confirm your registration by entering the code sent to
your email on the confirmation page and click Confirm. Please note that the
verification code is valid for 30 minutes.
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Confirm registration

Enter code

One-time identification code has been sent to your email address.

CONFIRM >

After confirmation, enter your name and click Register

Tell us who you are

Enter the rest of the information
Tell us your name and then you can start filling applications.

First name *

Last name *

REGISTER >

After registering, you will open My Profile and see your own applications at the top.

My applications

Remember to complete your unfinished application and send it before the application period ends.

No unfinished applications
You can still view your old applications. Or is it time to look for a
new job?

Apply to work as a substitute (NOSUBSTIUTE APRUICATION
Are you interested in temporary gigs? You can find them in Kuntarekry. Submit an open
substitute application or browse employers’ own substitute recruitments below. i i

C# SUBMIT A NEW APPIJCATION)( BROWSE SUBSTITUTIONS > ) O
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4. Login

If you have already registered as a job applicant, you do not need to register again,
but you can log in with the credentials you created earlier.

You can log in to your own profile from the Login menu in the upper right corner of
the Kuntarekry.fi front page and select My applications.

kuntarekry Q JoBS @ FAVOURTES 1 LOGIN © EN

Find jobs

3796 Open jobs

O CID D CE CED CITD CrmTrTD

2 SEARCH

= ADD FILTER

Log in to the service with your username and password and click Log in.

Start your job search

We want to ensure that filling out an application is as easy and safe as possible. That is
why we ask all applicants to sign in to use the Kuntarekry service.

Log in

If you already have an account, you can continue to login.

Username *

Password *

LOGIN >

FORGOT PASSWORD OR USERNAME
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4.1 Forgotten password or username

If you have forgotten the username with which you have previously registered as a
job applicant or you have forgotten your password in your username, you can order
a link to your email login window to change your password and check your
username and password Forgot password and username function.

Start your job search

We want to ensure that filling out an application is as easy and safe as possible. That is
why we ask all applicants to sign in to use the Kuntarekry service.

Legin
If you already have an account, you can continue to login.

Username *

Password *

LOGIN >

| FORGOT PASSWORD OR USERMAME |

In the Email address field, enter the email address you have registered on your
profile and click Send.

Forgot password or username?

We will help you log in again

Lost password or username

If you have forgotten your password or username, please enter the email address
you use for your applicant account in the field below.

You will be sent an email with a link to find out your username and to set a new
password for your account.

Read more tips for using Kuntarekry.

Email address

< SEND
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You will receive an email with the subject line "Forgot password" from
tiedote@kuntarekry.fi. The message may go to your spam folder, so check it if you
haven't received it a while after subscribing.

This is an automatic message about your forgotten password. You can
create a new password via the link below.

Usernames that are affected by password reset:
example@email.com

The link expires in 30 minutes.

https://www . kuntaosaajat.fi/candidateportal/reset-
password/uG4r3EkiZEIZ/93b62192c2df7e900645663428797d0ce7cb8c3b?

lang=en

If you did not request a password change yourself, it is most likely that
someone else accidentally sent the request using the wrong email address.
You can ignore this message if you did not request a password change
yourself.

The email contains a link that is valid for 60 minutes. By clicking on the link, you will
be taken to a view where you can create a new password for yourself.

Enter a new password in the field and confirm it in the lower field. Click Save.

Password reset

Choose a new password

Password reset

Change your password below.

New password

Repeat new password
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5. My Profile

When you log in to your own profile, you can view the information you have
previously saved in the system. At the top there are different headings, the contents
of which are presented in the following paragraphs.

i= FRONT PAGE & APPLICATIONS = SUBSTITUTIONS kuntarekry 1 TINA TESTI = ENGLISH - E LOG OUT

5.1 My Profile

You can view your own applicant profile by clicking on your name in the upper right
corner. In your own profile, you can pre-enter information about yourself about
your basic, qualification, further and continuing education and work experience, so
that you can copy this information directly to the job applications you want to
submit. In other words, the information entered in your profile serves as a basis for
the job applications you want to submit. Employers will not be able to view a job
applicant's profile information but will only be able to see the applications
submitted to them. At the end of the My Applicant Profile page, you can download
your profile information as a json file on your computer.

If you update your basic information (name, date of birth, gender, phone, email),
it will be automatically updated for all applications you have previously submitted. If
you update the qualifications, further and continuing education and work
experience information in your profile, they will not be automatically updated for
previously submitted applications.

Your own details

Manage your settings and applicant profile

Applicant profile

Manage your applicant profile v =

EDIT PROFILE >

Settings

Modify the settings of your account. You can change your username, set
anew password or delete your user account. Egg

CHANGE SETTINGS >
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The My Profile settings have different functions:

Change email address: You can change your email address. Please note that the
email must be a functional address that you use.

Change password: You can change the current password here.

Terms of use: Here you can read the terms of use of the Kuntarekry system. By
registering, you have accepted the terms of use and can return to them here if
necessary.

Delete Applicant Account: Use this action to delete the applicant account. When
you delete your applicant account, your entire applicant account, its information,
submitted applications and information about any gigs you may have done will
disappear from you. A deleted applicant account cannot be recovered. If you are
going to delete your account, please read the instructions carefully!

Manage your settings

Change email address
You can change your current email address. Please note that the email address must

be a functional address that you use.

Change password

You can change your password. To change your password, you need to CHANGE PASSWORD >
enter your current password and a new password of your choice.

Kuntarekry terms of use

You can view the terms of use from this section. TERMS OF USE >
Delete account

You can delete your applicant account. The deletion is final and you ( DELETE ACCOUNT > )
cannot use your account after deletion.

5.2 Deleting an applicant account

If you want to delete your information from Kuntarekry completely, you can delete
your applicant account through your own profile. The delete account button can be
found in the right sidebar when logging in to your profile.
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When you delete your applicant account, your entire applicant account will be
deleted, and you will not be able to log in to it again. Open applications and
substitute applications you have submitted will also be immediately removed from
the system for employers to see.

Applications for targeted recruitments will remain visible to employers, but they will
be informed that you have deleted your applicant account. In accordance  with
data protection laws, your data will also be pseudonymised for these applications
when two years have passed since the closure of the recruitment. used to identify
the applicant.

A deleted applicant account can no longer be recovered.

Delete account

You are about to delete your account. This user
account will be permanently deleted and you will no
longer be able to log in with your credentials.

« User account and credentials with applicant
profile and unsent applications are removed and
you will be unable to log in

« Open applications are removed and only the

information required by statistic reports are

stored

Substitute applications are removed

Applications to recruitments are stored in the

system; they will be anonymised two years after

the recruitment is closed

If you have read and understood the
instructions and want to permanently delete
your account, type "delete” in the text field
below and press the "Delete account” -button.

Confirm delete

cmen
5.3 Language

At the top right of the page, there is a language selection. By clicking on a language,
in this example English, you can change the different language.

&+ THINATESTI [:I ENGLISH - :] B LOGOuT

SUOMI

SVENSKA

ENGLISH
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5.4 Applications

On the Applications tab, you can view the applications that you have submitted or
that you have started to fill in. If you do not have any submitted/incomplete
applications, the view will have the number zero (0) after the title. The status of the
application is indicated by the text Application in progress or Application submitted.

Unfinished apgli

31.03.2025 14:00

30.04.2025 12:41

® AFPUCATION SUBMITTID.

18.02.2075 15:30 Recruitment ongoing @ APPLICATION SUBMITTED:

.01.2025 12:00 Recruitment ongaing

B Testiopattaja 14,02.2035 13:00 Recruitment angaing P —

M.02.2025 15:00

1M.02.2025 1459

Submitted and started applications can be classified into three different spaces:

Unfinished applications: This status includes applications that you have opened
and started filling in but have not yet sent them to the employer. There is still an
application period left for these recruitments. If necessary, such an application can
be removed from your own information by clicking on the three dots Other actions
and Remove application. You can start filling in the application again within the
application period, even if you delete the application that has been started.

Applications in active recruitment: This status includes applications that you have
already submitted to the employer and still have an application period left. When
there is still an application period left, you can update and edit the information in
your application. If you make edits, the information will be updated automatically in
the application, and you do not need to send it separately. Such an application can
be withdrawn if necessary.
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The employer will be informed that you have cancelled your application, and you
will not be taken into account in the recruitment, but the employer can still view
your application. The Cancelled applications status includes applications that you
have sent to your employer once but have later cancelled the application. There is
still an application period left for the recruitment of cancelled applications, so you
can resubmit the application within the application period if you wish.

Applications in active recruitments @

Here are the applications you have sent for recruitments that are active. If there is still time left to apply for the recruitment, you can update your
application or resend your cancelled application. Unfinished applications are automatically deleted after 6 months.

Larare 24.03.2025 14:31 hakemusten kasittely

X
Sun city Application period ended Recruitment public state

APPLICATION CANCELLED

Luokanopettaja 28.02.2025 15:30 hakemusten kasittely

cun city L . ) ] | ® APPLICATION SUBMITTED |
Sun city Application period ended Recruitment public state _—

Applications in completed recruitments: This status includes applications that
you have sent to the employer and that have already ended in their application
period. You can no longer edit the details of the application, but you can view the
application. This status also includes applications that you have started to fill in but
have not sent them to the employer and the application period has ended. You can
no longer send this application to the employer, nor edit its details, but you can view
it.

5.5 Front page

The front-page tab directs you to the page, where you can browse open positions
and see your latest applications. This page also has frequently asked questions.

5.6 Substitutions

If you have done or are doing substitute or gig work, you can see the substitutes you
have done and to which you have been attached on the My gigs tab. You can specify
whether you want to view gigs from the last 2 months or the last 12 months. You
can also view gigs in the "All" time period, which will show all the gigs you have been
attached to through the system.
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Substitutions

OFFERED GIGS MY GIGS

In my gigs view you can see all the substitute work shifts you have been hired to in the Kuntarekry system.

ﬂ Aineenopettaja Neptunuksen ala-aste 4.2.2025 7.2.2025

Sun city Unit Start date End date

My sigs @ o

All
In my gigs view you can see all the substitute work shifts you have been hired to in the Kuntarekry system.
Last 2 months

Last 12 months

By default, you will see the gigs from the last two months, but you can change the period to the last 12 months or see all if you wish

Aineenopettaja Neptunuksen ala-aste 4.2.2025 7.2.2025
Sun city Unit Start date End date

5.7 Offered gigs

In the Offered gigs section, you can see gigs that have been published in the gig
calendar and for which you have the right to register. In the interview, the employer
determines the tasks and work units where you can do gigs. You can limit the
visibility of substitutes with a search term. In this view, there are only upcoming gigs

that you can sign up for.

Keikat

TARJOTUT KEIKAT OMAT KEIKAT

Tarjotut keikat -osiossa ndet kaikki sellaiset sijaisuudet, jotka on julkaistu keikkakalenteriin ja joissa voit tyonantajien kanssa kaymiesi keskusteluiden ja

patevyyksiesi seka kelpoisuuksiesi perusteella tyoskennella.

- Luokanopettaja Neptunuksen ala-aste 5.2.2025 7.2.2025
Aurinkokunta Yksikkd Alkaa Paattyy

17.2.2025 19.2.2025

Alkaa Paattyy

Luokanopettaja Pluton ala-aste

Aurinkokunta Yksikko

NAYTA KAIKKI

Offered gigs @
In the offered gigs view you can see all the published gigs that you can get hired to, based on your discussions with employers and your qualifications

and competences.

‘ Q, Neptunukser| x
Luokanopettaja Neptunuksen ala-aste 26.3.2025 26.3.2025
- N
Start date End date

Sun city Unit
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5.7.1 Signing up for the gig
By clicking on the gig, you can view the gig details in more detail and sign up for it:
Luokanopettaja X

Work shifts
v/ 26.3.2025, Morning/day shift time 07:00-14:00

You're available for this shift.

Task details
Time period 26.3.2025 - 26.3.2025
Organization sun city
Unit Neptunuksen ala-aste
Substitute need id 32563
v REGISTER CANCEL
Luokanopettaja x

Registration

You are signing up for a gig. If you are selected, the gig will appear in your My Gigs list. Employers
have varying practices for how they notify about hiring for a shift. You can ask your employer if they
have a policy of separately notifying you about hiring for a shift that was made from this registration.

If you wish, you can provide additional information about your registration for the employer.

Additional registration details

Here you can write additional aetails...

v REGISTER CANCEL

Clicking Register for the gig will open a window where you can leave more
information about the registration to the employer. When you click Register for a
gig again, the information about the registration will be sent to the employer.
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Signing up for a gig does not automatically mean that you will be selected for the gig
in question. If you are selected for the gig, the employer will make you a separate
assignment for the gig in question.

Employers' practices vary in how they announce a gig engagement. If there is any
doubt about this, please contact the employer directly.

Luokanopettaja Neptunuksen ala-aste 26.3.2025 26.3.2025

Sun city Unit Start date End date

REGISTERED

The text "Registered” next to the gig indicates that you have signed up for this gig,
but you have not yet been hired.

You can sign up for a gig if you are not attached to any other gig at that time. If you
are already attached to another gig, the additional information of the gig will show
that you are already attached elsewhere, and you cannot register:

Luokanopettaja x

Work shifts

A 27.3.2025, Morning/day shift time 08:00-16:00

You're already hired to another gig for the same organization during this shift.

If you've marked your availability calendar as unavailable at the time of the gig,
you'll see that you're unavailable for the gig in the gig details. However, if you would
like to sign up for a gig on offer, you must edit the information in the availability
calendar so that you are available at the time of the gig.

Luokanopettaja x

Work shifis

X 26.3.2025, Morning/day shift time 07:00-14:00

You're unavailable for this shift.
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5.7.2 Cancellation of registration

If you want to cancel the registration for the gig, you can open the gig details and
cancel the registration. Cancellation can be done through the system if you have not
been hired by the employer for the gig. Click Cancel registration to cancel
registration.

Luokanopettaja X

Work shifts

v/ 28.3.2025, Morning/day shift time 08:00-15:00

You're available for this shift.

Task details

Time period 28.3.2025 - 28.3.2025
Organization Sun city

Unit Venuksen yhtenaiskoulu
Substitute need id 32571

.( W CANCEL REGISTRATION >I CANCEL

5.8 Availability

You can manage your availability information on the Substitutions tab. Example
picture from computer.

= FRONTPAGE [ APPLICATIONS & SUBSTITUTIONS kuntarekry

If you want to view the calendar for entire month, click Show month.
Availability [ cz |

Your substitute status is active, meaning you can receive gig offers. If you don't want to do substitute work for now and you don't want to receive any
gig offers at all, you can turn off your availability below.

Yes, | am available @)

Availability calendar

You can maintain your availability information in the availability calendar. You can already mark in advance the days/shifts when you cannot accept

Zigs.

& Morning [ & l [ & l [ & l [ & ] [ & ] [ & l
p— C= )= 10 % I % JC % 1 5
9 night I N | N N ) SN T | SN Y | SN T | R

SHOW MONTH ( < PREVIOUS WEEK )( NEXT WEEK > )
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Hello & Tiina

Welcome!

Substitutions
OFFERED GIGS MY GIGS

In the offered gigs view you can see all the published gigs
that you can get hired to, based on your discussions with
employers and your qualifications and competences.

Availability

Your substitute status is active, meaning you
can receive gig offers. If you don't want to do
substitute work for now and you don't want
to receive any gig offers at all, you can turn
off your availability below.

Yes, | am available @D

Availability calendar

You can maintain your availability
information in the availability calendar. You
can already mark in advance the days/shifts
when you cannot accept gigs.

% Moming 1) Evening J Night

Applicant's Guide

If you want to view the calendar for entire
month, click Show month.

x kuntarekry

Front page
Applications
2.

Substitutions

Tiina Testi

You can mark the times in your calendar when you are not

available for gigs. In the availability calendar, red entries mean
that you are not available at that time, and green entries mean

that you are available. Once you have marked a date in red,
i.e. "Unavailable”, you will not be listed as a candidate for
employers in the substitute applications they have made in
the system. If the employer publishes the gig in the gig
calendar, you can see it there, even if you have marked the
time in red, i.e. "l am not available”.

In other words, the availability calendar will mark the times
when you are not available for gigs. You can mark a single

shift/several shifts, a whole day, a whole week or an entire
month in the calendar with a red or "Unavailable” marking.

The calendar shows one week or month at a time. The days are divided into shifts:
sun=Morning shift, sun + moon=Evening shift, moon=Night shift.

Availability

Your substitute status is active, meaning you can receive gig offers. If you don't want to do substitute work for now and you don't want to receive any
gig offers at all, you can turn off your availability below.

Yes, | am available @D

Availability calendar

You can maintain your availability information in the availability calendar. You can already mark in advance the days/shifts when you cannot accept

gigs.

Week 13
- Morning
» Evening

J Night

SHOW MONTH

w [ I ® ) ® ]
( X JC» JC » JC » JC o ]
( X J P J J J ] S

C < PREVIOUS WEEK ) C NEXT WEEK > )
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In the following example image, the following times are set to the "Unavailable"
status: 3rd day morning shift, 8th day morning shift, 6th day night shift, 13th day all
day. 20th day evening and night shift and the whole week 9.

Awailability calendar

You can maintain your availability information in the availability calendar. You can already mark in advance the days/shifts when you cannot accept

gigs.

(Mmcuv)(zmsv) NEXT MONTH >
Manth Man Tue Wed Thu Fri Sat Sun
Waek 9 242 252 26.2. 272 22 13 23,

G Morning | i | | 5 || B || 5 | | 5 || B || i |

el | = || = || > || = || = || 2 || * |

e L2 JC 2 JC 9 JC 2 JC 2 JC_2 2 ]
Week 10 23 a3 53. 83 73 8.3. 9.3,

6 Moming | 5 | | ) || 5 || ) | | ) || i || 5 |

pEwim [ » [ » ) » J_» ) » s J 5 ]

i 2 JC_ > JC 2 JC 2 1 2 JC 2 J 2 ]
Week 11 10.3. 13 123, 133. 143, 16.3. 163,

i Morning | 5 | | 5 || & || 5 | | 5 || & || & |

pEwm [ H ) » ) » J_» [ ®» s I 5 ]

A= o JC_ o JC > JC 2 JC 2 JC 2  J 2 ]
Week 12 7.3 183, 193 20.3. na 23 233,

i Moming | ) | | ) || i || ) | | ) || i || i |

preim [ % ) s ) » J_» s s I 5 ]

- I T | N T | T | R | R | | D
Week 13 243 253 26.3. 73. 23 293, 303

w0 [ x ] & [E I ® I % ]

%2 Ewning | | S | J1 ]

) Night | J || J I X J 2 J{ J J{ J J( J ]
Week 14 33, 14. 24, 34 44 54 84

GMeming [ @ J[ 0x JL x J[ x J[ x JL x J & ]

i3 Erening I x J x  Jox J o x J 0 x ]

skt L2 JC < JC x J x J.x JL x JL_ 2 |
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If you don't want to receive gig offers at all, you can set your availability to non-
active mode. A green switch means that you are available, and then it says "Active"
at the top. When you are not available, it says "Inactive" in orange at the top and the
switch is grey.

Your substitute status ([E0d

Your substitute status is active, meaning you can receive gig offers. If you don't want to do
substitute work for now and you don't want to receive any gig offers at all, you can turn off
your availability below.

Yes, | am available ()

Your substitute status | INACTIVE

Your substitute status is inactive, meaning you won't receive any gig offers. If you want to do
substitute work and receive offerings, change your availability below.

Yes, | am available
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6. Targeted recruitments

Targeted recruitment is so-called regular recruitment. In targeted recruitment, there
is a specific open position, and a clear application period has been defined for it.
Targeted recruitments always have their own application form, which the employers
themselves define to be suitable for the recruitment in question.

When you fill out and submit an application form for a targeted recruitment, it will
only be visible to the employees involved in that recruitment. In other words,
employers will not be able to see the applications you have submitted to other
employers, but only the one you have addressed to them through their recruitment.

6.1 Applying

When applying through Kuntarekry, you can access the application form by clicking
on the "Apply for a job" button in the job advertisement. Log in with the credentials
you have created earlier or register as a new applicant if you have not previously
used Kuntarekry for job search.

After logging in, you will be taken to the application form. Each employer
determines which questions to ask on the application form on a recruitment-specific
basis, so all application forms may be different.

6.1.1 Filling in the application form

In targeted recruitments, questions are usually asked in the following areas, for
example:

@ Basic Information ~ OPEN
@ Education v OPEN
° Courses + OPEN
© Wwork Experience v OPEN
@ Job specific information v OPEN

@ Attachments v OPEN
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The question fields within the sub-areas vary according to different recruitments.
For example, information on qualifications and work experiences can be asked very
scarcely or very extensively. There may also be other areas, such as more detailed
guestions related to teachers' degrees.

On the application form, the mandatory fields are marked with a red asterisk. If you
do not fill in any of these fields, you will not be able to submit the application.

On the Qualifications tab, it should be remembered that one degree must be
marked as the highest degree you have completed.

The degrees are automatically arranged in the order of completion dates, except for
the highest degree always being the first on the list.

Add education

Degree tithe * Educational Institute *

Is this your highest education?
Check this if it is your highest education

Start Date * End Date *
Month - Year - Month - Year -
] ongoing

Main Subjects (subjects) forientation *

Want t Itipl rds?
. an O Save mu IPEFE-CO 5 Save and add new
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Add your work experience. If the work experience in question is your current
employer, you can click "Still ongoing" instead of the end date. By clicking "Save and
add new", you can add another work experience smoothly right after without
leaving the view. You can also select "I have no work experience".

Add work experience

Title * Employer
Start Date End Date
dd.mm.yyyy dd.mm.yyyy
[ ongoing

Job description

Want to save multiple records?

Save and add new
Save and add new one after saving

.

Sometimes employers have set a Duration field for work experience questions. The
Duration field automatically calculates the duration of the employment from the
start date to the end date, or you can enter the duration manually.

Start Date End Date
14.06.2016 30.11.2023
[ Ongoing
Duration

Duration is calculated automatically every time you edit the start or end date. You can also enter the
duration yourself, e.g. if it is a part-time job.

7 v 5 v 17 v

Years Months Days
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If you have had a part-time employment relationship or have done gig work for the
same employer for several years, you can use this section to tell about the actual
duration of the work. So you can mark one work experience and set the start date

to the date when you made the first shift, and you can set the end date to the date
when you did the last shift at that workplace. You can then enter the actual length of
the job in years, months, and days in the Duration field:

Add work experience

Title Employer
Teacher School
Start Date End Date
13.08.2012 01.06.2016
[ ongoing

Duration *

Duration is calculated automatically every time you edit the start or end date. You can also enter the
duration yourself, e.g. if it is a part-time job.

3 -4 -3 -

Years Months Days

If the application form has given job applicants the opportunity to express their
interest in other recruitments made by the employer, this will be inquired with the
qguestion Application storage. If your application can also be used in other
recruitments, enter the date until which the application can be used in the date
field. If your application cannot be used in other recruitments, leave the date field
blank. If you enter a date, it means that this application will also be transferred to
the open applications in the system. Employers review open applications in the
system according to their own varying practices. In other words, the application will
not automatically be transferred to other so-called targeted recruitments, but
usually an application must be submitted separately.

Application storage

If your application can also be used in other recruitments, enter the date until which the
application can be used in the field below. The expiry date can be up to two years from
now. If your application cannot be used in other recruitments, leave the date field blank.

Application valid until

Application not valid in other recruitments..
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The end date can be set up to a maximum of two years in the future. If a date
beyond this limit is entered in the field, an error message will be displayed on the
application form.

o Job specific information - CLOSE

. You have not filled in all mandatory fields or some of the information you have
il
provided coud not be approved.

Show help -~

Application storage

If your application can also be used in other recruitments, enter the date until which the
application can be used in the field below. The expiry date can be up to two years from
now. If your application cannot be used in other recruitments, leave the date field blank.

Application valid until

1.1.2030 @ ‘

M Enter a date on or before 05.05.2028.

6.1.2 Summary and submission

In the application, you can see in a summary if you have a mandatory field that has
not been filled in in any section. The system indicates in red colour for each field
and also for each tab where there are mandatory fields on the application form.

You can't continue to the preview until all required fields have been filled. In the
preview, you can still edit the fields you want.

n N Application completion 57 %
L J]

You have not filled in all mandatory fields or

° Basic Information « OPEN X some of the information you have provided
coud not be approved.
Application edited
i ~ OPEN
° Education 26.03.2025 14:46
PREVIEW >
@ courses v OPEN
= Other actions v
o Work Experience ~ OPEN
@ Job specific information - OPEN

@ Attachments + OPEN
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You can edit your education and work experience information by clicking on the
relevant heading, for example, Work experience and Add work experience.

© Work Experience ~ CLOSE

A Add at least one work experience or select "I have no work experience”

Show help ~

No work experience added
Add work experience to your application below

| + ADD WORK EXPERIENCE J

In this view, you can view the information you have filled in by clicking on the
section in question. When all the required fields are filled in, the view looks like this:

Application for the job

n ¢

Application completion 100 %
. ]

First check the information you have
! entered and then submit the application by

@ Basic Information OPEN o
clicking the button below.
. i o Application edited
26.03.202515:36
@ Courses OPEN
SEND APPLICATION >

© Work Experience o —

Job specific information OPEN. .
. ? +  Other actions ~
@ Attachments - OPEN

Once you have checked that the information filled in in the application is correct, you
can send the application. By clicking Send application, the application will be sent
directly to the employer.

Application submitted

&

Application submitted successfully
Thank you for your application. You can now return to
your application, go to the front page or move to My
applications view. The system sent you a thank you
message to your email. If the message doesn't appear
in your inbox soon, please check your spam folder.

#  Print and download PDF >
& Download application >
# Return to the form b
@ Go to front page >
[2 Show my own applications b

CLOSE
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6.2 Copying data

Once you have filled in the information in your own profile or filled in an application,
you can make it easier to fill in future applications by copying the information from
the profile or from the previous application.

You can also copy information to your profile from any submitted application by
opening the submitted application and selecting Other actions and Copy to profile

Copy to profile x
Other actions Py P

Do you want to update your applicant profile with the

@&  Print and download PDF > information from this application?

< Download application >

| Copy to profile >

X Exit application view >
o Remove application > v OKAY CANCEL

When opening a new application form, you will be asked the following:

How do you want to start?

You are applying for Hallintosihteeri. Do you want to copy information from your profile or previous
applications?

Choose where to copy the data from

° Copy from profile

You can copy information from your applicant profile

Copy from previous applications
You can copy information from a selected previous application

@ NO THANK YOQU, SKIP THE IMPORT

The Copy from profile option copies the information from your profile, and the
Copy from previous application option allows you to select the previous
application from which the information is copied.
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The following information is copied to the application: basic information,
qualifications, further and continuing education and work experience. Job-specific
questions will not be copied even if you copy the information from the previous
application, as this information is assumed to be recruitment-specific.

You can also copy information from previous applications to an incomplete
application.

Other actions

11 Copy application data

X  Exit application view

O Remove application

How do you want to start?

You are applying for Hallintosihteeri. Do you want to copy information from your profile or previous
applications?

Choose where to copy the data from

° Copy from profile

You can copy information from your applicant profile

Copy from previous applications

You can copy information from a selected previous application

L)

@ NO THANK YOU, SKIP THE IMPORT

Information can only be copied to an incomplete application, i.e. if you have already
submitted an application, it is no longer possible to copy information from your
profile or previous applications. However, the submitted application can be edited.

6.3 Edit applications

If necessary, the submitted applications can be edited within the application period.
The applications that you can edit can be found on the My applications tab in the
section "Applications in active recruitments". Click on the application you want to
open and make the necessary changes on the tabs. Please check the application
deadline. If the application period has expired, the application can only be opened
for viewing.
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Once you have made the changes, the information will be updated automatically in
the application and you do not need to send it separately. Of the saved changes, the
green barb is symbolized by the update of the green barb and the "Changes saved"
at the bottom.

@ Job specific information ~ CLOSE

Show help ~

Job specific information

Why do you apply for this position?

I want to....

You can do the following things with the application:

Preview: In the preview, you can review

Application completion 100% the information you've filled in before

. - application. The required information
Welcome to fill out the application. You _ )
| must fill in all mandatory fields before you must be filled in before you can proceed
can proceed to the preview. to the preview.

Copy application data: You can copy
information from a previous application or
profile. If you continue, you will lose the

information you have already filled in this
application. The data cannot be recovered.

Exit application view: You can exit the

Application edited
27.03.202509:15

w  Other actions ~ L ]
application form. Choose from the options
1l Copy application data > where you want to go.
o Remove application: Removing the
X Exit application view ’ application will delete the application from
o . _ the system and you will not be able to see
emove application >

its details.
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In addition, when you enter the preview phase, there are actions such as:

Print and download PDF: You can print and
Application completion 100 % . .
B ™ download PDF the application.

First check the information you have Download application: You can download your
! entered and then submit the application by § X . . .
dlicking the button below. profile information as a json file to your
computer

Application edited

27.03.2025 09:15 Copy to profile: You can update your candidate

profile information with the information in this
application form. You can also copy the
Other actions N information to your profile later from any
application submitted.

@& Print and download PDF >
< Download application >
™ Copy to profile bd
X Exit application view >
O Remeove application bd

If you have withdrawn a submitted application and would like to edit the
information before resubmitting it, you must first submit the application again. After
that, you can edit it, provided that the application period is still open.

Your application is read only, because you
have cancelled the application. You can re-
apply for the job by clicking the "Resend
application” -button.

Application edited
05.05.2026 14:34

Application cancelled
05.05.2026 14:35

RESEND APPLICATION >
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7. Substitute recruitments

Substitute recruitments are used to compile a register of short-term substitutes.
After submitting your application, you must go to the employer for an interview. The
interview will look at which units you could work in and what tasks you are suitable
for. After this, the employer can send you gig offers using the Kuntarekry system.

You can submit a substitute application in two different ways: by filling in the
application form for the employer's own gig job advertisement or by filling in the
application advertisement in the Kuntarekry system. Some employers may have a
single gig job advertisement or sector-specific advertisements for teachers and
practical nurses, for example. Employers' substitute recruitment practices vary, so
we recommend that you find out about the practices of the employers you are
interested in directly from the employer. Not all employers using Kuntarekry
manage their substitute registers through Kuntarekry.

Applying for substitute recruitment is done in almost the same technical way as
applying for targeted recruitment presented in section 6. In the following
paragraphs, we have gone through the features related to filling in a substitute
application.

7.1 Type of the application

On the substitute register, you have one application that you can send to different
employers. The application in the substitute register is separate from your own
profile and targeted recruitments, so it is not possible to copy the information from
your own profile to the substitute application. Updates to work experiences and
training must be made directly to the substitute application submitted.

7.2 Interest and availability

On the Interest tab, you define which employers your application will be visible to. If
you are filling out an application form for a specific employer's gig advertisement,
your application will automatically be visible to them, but with the help of interest
qguestions, you can expand the visibility of your application to other employers as
well.
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In the following example image, the applicantis filling in a substitute application. By
answering the question "Region/municipality where | want to work”, the applicant has
expressed an interest in working in certain areas.

In other words, employers who operate in the Central Ostrobothnia, Juupajoki or
Oulu regions can see their application in addition to the municipality of Koirala. By
answering this question, the applicant will be able to make their application visible
to all organisations operating in the areas in question that use the Kuntarekry
system. For example, with the Oulu selection, the application can be seen by both
the City of Oulu and the wellbeing services county of North Ostrobothnia, as well as
other employers operating in the area who use the Kuntarekry system.

The region/municipality and the job areas/tasks you are interested in affect which
employer organization sees your application. Employers who operate in the
municipalities and areas of responsibility you select for this purpose will be able to
see this application. That is, when you select a specific area, select the task area as
well.

The applicant has also expressed an interest in the job areas shown in the picture in
the question "Job areas/tasks | am interested in". When searching for substitutes in
the system, employers can also narrow down their search based on the job area.

The selections in the "Employer organisations | am interested in" question will make the
applicant's application visible to the employers in question that have been selected
for this purpose.

@ Interest ~ CLOSE

Show help -

Area-Location

| ALL KESKI-POHJANMAA || JuuPAJOKI || ouLy

Profession-Task area

| SUBJECT TEACHERS || DAYCARE PRACTICAL NURSE || PRACTICAL NURSES |

QOrganization

| KOIRALAN KUNTA |

# EDIT
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When submitting the application, you can already mark your availability for gig work
for information to employers on the Availability tab of the application. More detailed
instructions on how to use the availability calendar are described in section 5.7 of
this document.

7.3 Updating the availability of a substitute application

The availability calendar must be updated at least every three months to keep the
application in the Available status. If you do not update your availability calendar at
least every three months, the system will automatically change the status of your
application to Unavailable, and you will not receive any gig offers at all.

The system automatically sends a reminder message two months after the last edit,
i.e. one month before the application goes to the Not available status. The message
reads as follows:

"Your substitute application in the Kuntarekry recruitment system will soon change to
Unavailable, because you have not updated your substitute application in the last
#month# [number] months, and you have not been selected as a substitute through the
system during this time. If you want your application to remain active in the Kuntarekry
system, please update your application via the address: www.kuntarekry.fi. Log in to the
applicant's desktop and update your information. This message was sent by the
automatic checker of the Kuntarekry system, please do not reply to this message. If
necessary, you can contact Kuntarekry's support services."

You can update your availability by
T — logging in www.kuntarekry.fi website to
R e S your availability information on the
Substitutes tab. Availability is updated
when you change the availability
- 5 information for a specific point in time or
. m:"wm o m click the Yes I'm available button. The
(= three-month period starts from the
e  beginning from this moment.



http://www.kuntarekry.fi/

kuntarekry Applicant's Guide

8. Open call recruitments

It is also possible to submit an open application in Kuntarekry if the employer does
not have a suitable job available for you at the moment. An open application is not
automatically transferred to recruitments for which a separate job advertisement
has been published. Apply for the position through the job advertisement in
question. Employers randomly browse open applications according to their varying
recruitment needs. Employers can use open applications when applying for an
employee, for example. fixed-term employment relationship.

You can submit an open application in two different ways: by filling in the
employer's own open application recruitment application form or by filling in the
application form of Kuntarekry's Open application to the Kuntarekry system. Through
the employer's own recruitment, the application will be made available to the
employer in question, but through Kuntarekry's general open search recruitment,
you can specify which employers will show your application with the help of
qguestions of interest.

On the application form for open application recruitment, you can specify how long
your application will be visible to employers. You can set the validity of the
application for a maximum of two years from the current date.

Applying for open call recruitments is done in almost the same technical way as
applying for targeted recruitment presented in section 6. Instructions for questions
of interest are presented in section 7.2.



