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1. HOME PAGE 

To access the Placement Agency application of the University of Cantabria (AC-UC) you have to go 
to this web site https://campusvirtual.unican.es/coie/agenciacolocacion 

In the home page you can see: 

• The active offers of both companies and researchers in the UC. 
• Quick search of offers 
• Search for completed offers 
• And interesting links to job offers abroad, job orientation and other job offers not 

managed by the Agency. 

You can return to this page by clicking on the "HOME" button at the top of the page. 

 

 

 

 

https://campusvirtual.unican.es/coie/agenciacolocacion
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2. REGISTRATION AND ACCESS 

To enter as a Candidate you must click on the "CANDIDATE" link located in the upper margin. 

Two sections appear, one to start the registration process and the other dedicated to those users 
who already have a username and password.  

The first time you access this page you must go to the section "Do you want to register? And then 
click on "REGISTER".  

 

A screen is displayed informing you about the Data Protection Policy and Terms of Use of the 
Placement Agency. 

You must fill in the data referring to New UC user, CIF, email and password. When you click on 
REGISTER, you will be accepting the policy of use of the service. 
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A welcome screen appears, and reminds you that to validate your registration you must enter your 
email address and click on the link provided. 

 

 

 

 

If more than 24 hours pass without confirming the e-mail, you must regenerate your 
password by going to the Forgot your password section.  
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3. CANDIDATE PROFILE 

Once you have logged in with your username (email) and password, this page will appear and on 
the top right-hand side you will see your username in a different color. In Candidate Profile you 
can enter your personal data, access your curriculum, change your password, unsubscribe, see 
the registrations you have applied for or create your alerts...  

 

3.1. PERSONAL DATA 

We enter our Personal Data, the shaded fields are mandatory. If you hover the cursor over the 

question mark  it gives you information on how to fill in that field. The information for the Public 
Employment Service (SEPE) is mandatory. 
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After filling in all the fields, click on the SAVE button. If at any time you would like to modify the 
data, go back to Personal Data, make the necessary changes and click on Save. 

3.2. CURRICULUM VITAE  

In this section you can include all the data concerning your training, skills and experience. 

The first thing to do is to add a photo and to do this you must click on the photo box, a window will 
appear asking you to enter the graphic file containing the image. Click on Select file, bearing in mind 
that for correct viewing it must be less than 100 Kbytes and that only PNG, JPEG, JPG and GIF images 
can be uploaded. Then click on SAVE, and if everything is correct, you will be able to see the photo 
in the box. 

Continue filling in the EDUCATION AND TRAINING section, click on the + symbol and a drop-down 

menu will appear where you must select the type of degree you have, the year of completion and 
the date of the degree.  Click on SAVE 
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IMPORTANT: due to the large volume of degrees, masters (official and own programs) and 
doctorates that there are in all universities in Spain, it is possible that some of them are missing. In 
this case, please contact us at empleo@unican.es indicating the degree to be included. 

 

You have the option to modify or delete the data entered. 

Graduates of the University of Cantabria can recover their degree if they have an active user in the 
Virtual Campus of the University of Cantabria. 

 

Each new degree you want to add, click again on the + and at the end always SAVE.  

COURSES 

To include all specialization courses, training courses or conferences, indicating the title, 
organization, start and end dates and duration. 
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You have the option to modify or delete the data entered. 

Each new course you want to add must click again on the + and at the end SAVE. 
 

 
 

LANGUAGES 

In this section you must choose the language and then select the level, differentiating whether it is 
accredited or unaccredited. 
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You have the option to modify or delete the data entered. 

For each new language you want to add, click again on the + and then SAVE. 

 

 

STAYS IN OTHER COUNTRIES 

In the drop-down list Type of stay you have the option to indicate if it has been for training, 
internship or work. You must enter the country, dates and duration. 

 

You have the option to modify or delete the data entered. 

For each new language you want to add, click again on the + and then SAVE. 
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INFORMATICS 

Select a Computer Area and specify the level of knowledge appropriate to the chosen area. You can 
write a comment as an observation on the data entered. 

 

You have the option to modify or delete the data entered. 

In case you have experience in more than one IT Area click on +, follow the same procedure 
described above and then click on SAVE. 
 

 

COMPETENCIES 

In this section enter the skills you possess. In the Descriptive Competence box you can write those 
skills that are not in the drop-down list or aspects that you want to highlight. 
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You have the option to modify or delete the data entered. 

To add more competences click on + and then on SAVE. 

 

WORK EXPERIENCE 

Regarding work experience, you must indicate the position held, the tasks, the company and the 
start and end date. 

 

If you have more than one experience, click on + and follow the same procedure described above, 

do not forget to SAVE. 

 

OBSERVATIONS 

In this section you can enter studies that you are currently carrying out as well as information that 
you consider relevant and that you have not included. Finally click on SAVE 
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3.3. PRINT VIEW OF THE CV 

Once you have filled in your CV, in Print View you can see the result of your CV. You can modify and 
update your data whenever you want. 
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4. JOB OFFERS 

In the section JOB OFFERS, under Search, you can find out which job offers are currently active and 
if any of them are of interest to you, you can register.  

 

 

 

 

 

 

 

 

You will be able to filter the offers by studies, date, languages, status, offer number...  

Clicking on it will give you detailed information about it and the option to register. 
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4.1. REGISTERING FOR AN OFFER 

- When an offer is of interest to you, click on "Register for this offer", a successful registration 
message will appear on the screen. A confirmation message will be sent to your e-mail 
address. 
 

- If the offer is for Research Staff at the University of Cantabria, in addition to clicking on 
"Register for this offer", a blue box appears informing you that to complete the registration 
process you must go to the DOCUMENTATION section, download the application form and 
send it scanned together with the rest of the required documentation (photocopy of ID 
card, degree, merits...) to the e-mail address provided in the call for applications.  
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If the call is a job offer of the Pas Service, Training and Social Action of the University of Cantabria, 
in addition to clicking on "Register for this offer" you will see a blue box informing you that to 
complete the registration process you must go to the DOCUMENTATION Section, download the 
required documentation and deliver it to the General Registry of the University of Cantabria or in 
any of the places and means indicated in articles 16. 4 and concordant of Law 39/2015, of October 
1, of the Common Administrative Procedure of Public Administrations (Official State Gazette of 
October 2). 

 

In order to be considered in the selection processes for Research Staff and Pas Service, it will be 
necessary to have carried out both actions, register in the employment portal and submit or send 
the documentation, otherwise, you will be excluded from the call for applications. (Management 
Circular 204) 
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4.2 Resolving an offer 

When a company selects and closes a vacancy, you will receive an e-mail informing you that the 
vacancy has been resolved. If you go to My Registrations, you will be able to see the status of the 
job offer: substitute, selected, rejected or vacancy. 

 

 

In the job offers for researchers, you can see the resolution minutes by going to My Registrations, 
clicking on the offer in which you have registered and clicking on Required Documentation.  

 

 

 

It is also visible if you go to the website, search for the offer and click on it. 
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For the job offers of the Pas, Training and Social Action Service of the University of Cantabria, the 
successive related announcements are published on the PAS, Training and Social Action Service 
website. The link can be found by clicking on the details of the offer or within My Registrations in 
Required Documentation. 
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5. MANAGE MY REGISTRATIONS 

In "my registrations" you can see the offers in which you have registered and their current status 
(active, pending or finished). 
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6. ALERTS 

This section allows you to create alerts, which are sent to your e-mail, about offers published for a 
specific degree.  
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7. RESET OR CHANGE PASSWORD 

If you forgot your password by logging into the Candidate home page, you can use the "Forgot your 
password?" option, you will receive the option to reset your password in the email with which you 
registered. 

 

If you wish to change your password, you can do it from your Profile, Change password and don't 
forget to SAVE. 
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8. UNSUBSCRIBE   

Within your Profile you have the option to unsubscribe from the job portal. 

 

The system will ask you if you want to continue with the unsubscription and you will have to click 
on the square (in the image in yellow) and click CONTINUE. 
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