
Your first EURES job 4.0 

 EUJOB4EU Platform 

 
Handbook for employers 

 
Ver. 1.0 – 13 june 2016 



Summary: 
1.Employer registration process 
2.Creating a vacancy 
• Preparing for the Integration 

Programme 
3.Find the best candidate 
• The matching 
• The interview 
• Upload the signature 

4.Focus: the Integration Programme 



Employer registration process 1/5 

You have to register first 

and then you can access 

the platform using the login 

menu 

REGISTRATION FORM 

Only name and email 

required 
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Follow the instructions. 

It’s easy  



Employer registration process 3/5 

The referent is 

the person that 

will eventually be 

contacted by the 

YfEj staff (does not  

need to be the legal 

representative) 

Please select your EURES referent. If 

you don’t have it the YfEj staff will 

provide you one shortly. 

 

The list of the YfEj partners is available at: 

https://www.cliclavoro.gov.it/YourFirstEur

esJob/ENG/Pagine/Partners.aspx 
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1) Once you have filled out your entire online application, your submission is recorded and the process 
ends. 

2) Now you need to wait for confirmation of your registration from YfEj 4.0 staff (normally takes few 
days). 
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Now the company is validated and you have full access to the Dashboard: manage/add 
vacancies, view candidates profiles (matched with your vacancies annoucements) … 

… please provide your bank information (necessary 
to reimburse the Integration Programme) 



Creating a vacancy 1/7 

Click on vacancies: this page allows to add/edit the vacancies announcements and provide 
all required information. 

In the “Description box” you 
can provide more details on 
the vacancy and the ideal 
candidate (type of job or 
work-based training, skills 
and other professional 
competencies needed, any 
additional consideration). 



Creating a vacancy 2/7 

Please fill in all contract information: 

It’s very important (even if 
not mandatory) to complete 
the whole board. 
Please remember to specify 
the duration  of the contract 
and the minimum monthly 
salary guaranteed (taxes 
included) in Euros (only 
numbers required) 
 
NOTE: For the Flex-contract a self-
declaration is required, stating that 
the contract will last minimum 6 
months. The format for the self-
declaration is available in the 
platform. 
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Preparing for the Integration Programme 

SME hiring candidates 
for job placements, 
apprenticeships or 
traineeships through 
YfEj are eligible for 
financial support: this 
includes the so-called 
Integration Programme, 
a combined program of 
post-placement 
trainings and other 
supporting activities.  
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Preparing for the Integration Programme 

At this point, please 
provide all relevant 
information useful to 
design the overall 
Integration 
programme 
structure. 
At the end, the 
system will 
automatically 
generate the 
reimbursement 
form. 
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At the bottom 
left of the web 
page you can 
save the vacancy 
(it is always 
editable). 

Note: you can 
request to bring 
out your vacancies 
on the main page 
of the platform 
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At the end, there is the section “Vacancy languages” where must be included the languages, 
required to complete the description of the announcement.  
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The process is over and the vacancy announcement completed: now you can view, edit, 
manage your vacancies through the dashboard. 

Note: the vacancy needs approval by the YfEj staff (normally  in 24-48 hrs.). 
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The matching tool 

Once the vacancy is validated, you can 
view a list of jobseekers matching with 
your vacancy. 

The platform will inform you, 
automatically, if there are new 
matches for your vacancy 

NOTE: The matching tool works through two 
key items: (i) ISCO code and (ii) language(s). 
The YfEj staff may integrate the candidate’s 
list with other profiles. 



Find the best candidate 2/6 

In this section you can view all the jobseekers matching with your vacancy announcement. 

The complete CV of the 
candidate is available: 
you can arrange an 
interview or select 
directly the candidate. 
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The interview 

You can opt 
for different 
type of 
interviews: 

If you plan to arrange an in person interview, please be 
certain that there is a good probability that the candidate 
is hired. 

 
Note: To facilitate the process please fill in all boxes (even if 
not mandatory); all the information provided will be 
automatically included in the form used by the candidate 
for the YfEj contribution. 

Travel allowances for interview 
travels and expenses may be 
only authorized from the YfEj 
staff after reviewing with the 
employer the real needs and 
cost-benefit of the action. 
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The interview 

When the person interview is scheduled it is 
requested to sign a letter declaring the intention to 
realize the interview 
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The signature 
Through the platform you can fill in 
all the required forms and sign them 
with your own signature. If you 
haven’t yet created one, the 
platform alerts you. 
 
Creating the signature is easy. Just scan 
the stamp and signature of an authorized 
person (doesn’t need to be the legal 
representative) and convert the scan copy 
to pdf file (please name it 
“signature.pdf”) then upload it in the 
appropriate folder (in the storage 
section). 
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Once you have the list of your potential candidates, you can finally select the best one. 

When confirming the selection, an automatic message will be sent to the candidate to 
check his/her availability. 
 

Note: once the contract will be signed by both the employer and the candidate, do not forget to upload 
it in your documents folder. 
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In your “Documents” you’ll find the documentation required to obtain the reimbursement for 
the Integration Programme . 

The first one is a 
description of the 
performed 
activities and 
must be signed 
by both the 
employer (first) 
and the recruited  
worker (or 
apprentice). 

Once filled out the first form the system will request you to fill the second 
form for the payment request related to the Integration Programme that 
must be signed only by the employer. 
The document will be sent automatically to YfEj staff. 
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Here you can see the information 
required for the payment request 
that will be automatically  included 
in the form used by the employer 
for the YfEj contribution 



Contacts 

For questions or doubts you can: 
• send a message to YfEj staff through the platform or 
• send an email to Ministero del Lavoro e delle Politiche Sociali (Lead applicant of the YfEj 

Project): yfej@lavoro.gov.it 


