MY SUBWAY® CAREER
QUICK START GUIDE
Logging in for the ﬁrst �me

This sec�on explains how users will be able to login to the new My Subway® Career pla�orm
(h�ps://login.mysubwaycareer.eu) for the ﬁrst �me.

1. ‘Forgot Password’ email

You will be sent a ‘Forgot Password’ email from the new My Subway® Career pla�orm. Follow this link and
enter your email address in the box and click ‘Submit’.
Important: Make sure you enter the email address which received the email from My Subway® Career.

2. Create New Password

You will then be sent another email asking you to create a new password. Follow this link and enter a new
password. Your new password must be at least 8 characters long and contain at least one number.

3. Login Screen

Once you have created and saved your new password you will be taken to the login screen where you can
login using your username and new password. Your username is your email address.

A�er logging in you will be taken to the My Subway® Career Dashboard.
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HOW TO CREATE AND PUBLISH A JOB VACANCY
To create a new vacancy within My Subway® Career,
click on Jobs in the top naviga�on menu and select
Add New Job

1. Job Templates

To create a new job post you will need to select one
of the templates from the dropdown menu:
•
•
•

Sandwich Ar�st
Store Manager
Team Member

Team Member – Important Informa�on!

The purpose of the Team Member job post is to allow applicants to register their interest with your store
when you don’t have any actual posi�ons available. If you remove this job post and do not have any ‘live’
vacancies, then your store will not be visible to job seekers. Only list a maximum of one Team Member role
per store. All exis�ng stores will have been created with a Team Member role listed. All new stores (created
a�er launch of the pla�orm) will not have a Team Member role listed.

2. Assign a Store For This Job

Once you have selected a template, you will need to select the relevant store that this vacancy should be
assigned to.
Click on the dropdown and select one of your store(s) from the list:
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3. Job Details

There are several ﬁelds in this sec�on. Some of these are locked (as they have been pre-deﬁned by your
choice of template) and cannot be edited, whilst others need to be completed:

LOCKED FIELDS
JOB TITLE
JOB REFERENCE
JOB CATEGORY
WORKING HOURS
CONTRACT DETAILS
SALARY CURRENCY
SALARY
SALARY FREQUENCY
SALARY TEXT
LOCATION
POST / ZIP CODE
JOB ADVERT MAP
COST CENTRE
ASSIGN ROLES FOR THIS JOB
JOB APPLICATION SETTINGS
CANDIDATE PROCESSING

EDITABLE FIELDS
NUMBER OF POSITIONS - This ﬁeld should be
updated to reﬂect the number of posi�ons you have
available for a speciﬁc role. e.g. if you are recrui�ng
for two Sandwich Ar�sts® you need to change this
number to ‘2’
CONTRACT TYPE - Select the relevant contract
type (e.g. Full Time, Part Time) from the dropdown
JOB DATES - To add the required valid from and
job expiry dates, just click the associated date picker
icons. This will display a calendar enabling the
correct date to be selected. If you select the Team
Member template the dates will be locked, and the
post will not expire. This template should not be
used when lis�ng actual ‘live’ vacancies.

4. Job Descrip�on

This is the second stage of crea�ng a job post. All the ﬁelds on the Job Descrip�on screen have been
pre-populated based on the template selected. Scroll down to the bo�om of the page and click ‘Publish’.
Addi�onal Screen - Create / Edit Interview Slots - Please do not use this feature (as it is currently disabled).
Your job has been published. Interview details can be entered in an email when you progress a
candidate to the interview stage (via the Applica�ons Dashboard).
Click any menu in the naviga�on bar or click cancel at the bo�om of the page and you will be redirected to
your Job List, where you can view the published job.

HOW TO VIEW JOB APPLICANTS
The Applica�ons Dashboard (found under the Jobs tab on the top naviga�on
menu), is where you can ﬁnd a list of all applicants who have applied for your
jobs. This will open the New Applicants tab, which lists all candidates (at each
stage of the process) in date applied order (most recent applica�ons ﬁrst).

Click the candidate name to view
their proﬁle, or the head icon to
the right to view their mini proﬁle.
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