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1. LOGGING ONTO PROFEX 2

If you are a renewal candidate, you must register using the email address and the passport or
identity document number that you used for the 2025-2026 school year. Do not create a new profile,
as Profex will not allow you to submit a renewal application.

We recommend that before accessing PROFEX 2, you should clear your browser's history. Make sure
that your browser has the most updated version.

If you are using a Mac, we recommend using the Chrome browser; if you are using Windows, please
use the Edge browser. Otherwise, Profex 2 may give you errors and prevent you from correctly
completing the application.

1. Access the PROFEX 2 LINK or directly from the Ministry of Education of Spain website clicking on

@ Acceso a la tramitacion en sede electronica

2. Loginwith the username and password thatyouregistered withand clickon Acceder (Enter).

E SRS FER B oo Sede electrénica

Sede Electronica - Ministerio de Educacion, Formacion Profesional y Deportes

Nuevo sistema de gestion de personal de programas en el exterior (Profex 2) ¢ w aeEm

Acceso como interesado

cl@wve ) — ; Acceder
(DNIe/Certificado electrénico, Ci@ve pin, Cl@ve permanefite, Ciudadanas UE)
a’m | Con mi usuario de la sede electrénica

Si no esta registrado, por favor Registrese ‘ Incidencias: Incidencias de acceso

3. Click on Acceso al tramite.

E ‘t‘ P — Sede electrénica
4N ¥ FORMACIGN PROFESIONAL

Sede Electrénica - Ministerio de Educacion y Formacion Profesional

“h wiem o
Sistema de gestion de personal de programas en el exterior (Profex) w2em

@ Mensajes
B n Medificar mis datos
+ Usted no tiene solicitudes en este tramite &
2+ Establecer contrasefia

® Cerrar sasidn
Buscar n
tramites
Mis P
expedientes b

If you get logged off because it’s taking you a while to complete the application:

Type in <PROFEX 2» in the search field of the following screen and click on «<BUSCAR» (Search)
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https://sede.educacion.gob.es/sede/login/inicio.jjsp?idConvocatoria=2518

Eﬁ e o Sede electronica

Sede Electronica - Ministerio de Educacion, Formacion Profesional y Deportes

Busqueda

Introduzca los criterios de busqueda (utilice las comillas para realizar una busqueda exacta del texto)

Texto: [profex 2 [ Buscar |

Plazo de presentacion: [ Abierto @

Plazo de presentacién: @ Abierto @ Cerrado
Nivel de acceso: N1 B3 ysuario/contrasefia N2 & Usuario verificado con registro no presencial

N3 B Certificados software y ofros N4 5 Ceriificado hardware
Ver mas info.

Tipe de identificacion: ' Usuario identificado mediante Clave

%E e Sede electronica

* ¥ %

Sede Electronica - Ministerio de Educacion, Formacion Profesional y Deportes

Busqueda

Introduzca los criterios de bisqueda (utilice las comillas para realizar una busquada exacta del texto):

Texto: |profex 2 |

Plazo de presentacion: [ Abierto &

Tramites obtenidos como resultado de su consulta. Seleccione el tramite deseado en el Ministerio de Educacidn, Formacién Profesional y Deportes

Niimero total de tramites abiertos en la pagina: 1

Nuevo sistema de gestion de personal de programas en el exterior (Profex 2) @ N1 AET3

Then click on ACCESO (Log in)

It will take you back to the log in. Please log on again with your username and password.

Eﬁ P Sede electronica

Sede Electronica - Ministerio de Educacion, Formacion Profesional y Deportes

Nuevo sistema de gestion de personal de programas en el exterior (Profex 2) ¢ wae3

Acceso como interesado

{DNile/Certificado electrénice, Ci@ve pin, Ci@ve permanente, Ciudadanos UE)

cli@ve

| ’g

:m ‘ Con mi usuario de la sede electrénica
L — pcsn
Sino esta mgis&), por favor Regfstrese Igidencias: Incidencias de acceso
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2. COMPLETING THE MY PROFILE

All the required documents needed to apply will be uploaded to the Mi perfil (My Profile) section of
PROFEXPleasefollowtheinstructionsbelow.

If you already had a resume in the old version of PROFEX, review your profile in case any errors occurred during
the data migration, paying special attention to the sections Direcciones (Addresses) (both permanent
and current addresses) and Formacion académica (Academic background) - country and university
whereyou studied. Please note that this information is optional and not necessary to apply.

ClickonMiperfil(MyProfile)todisplaythe sectionsthatyoucanfillin.

Youcanchange thelanguagebyclickingonCambiaridioma(Change language).

Theseinstructionswillbe usingthe English option.

CANDIDATO: E Desconectar

- 4 CCION P f
Eﬁ SRR EEEEe . B rofex

Inicio

Candidato / Mi perfil

Mi perfil Mis solicitudes Cambiar idioma ~

ESPANA

Datos g D Formacién 1 Formacién permanente Experiencia docente Idiemas Documentos anexos

ANENEN

ANRNEN

v

Youdo not need to complete allthe sections inthe MY PROFILE section.

The General Data, Addresses and Academic Training sections are mandatory.

You can leave the Permanent Training, Teaching Experience and Languages section blank. It will
not affectyourapplication.

Youdo notneedto uploadapicture.

Youwillbe uploadingyourcollege diploma ortranscriptinthe Academic Training section.

Only three documents are required: a copy of your passport, your School Evaluation
Report and your Health Statement and Statutory Declaration. These will be uploaded

to the Attached Documents section of the portal.

Alluploads mustbein PDFformat.

2.1. GENERAL DATA (GENERAL INFORMATION)

Inthis section, fillin your generalinformation. It is essential to keep this information updated at alltimes,
especiallyyourphone numberand emailaddress.

Youmustalso provide emergency contactinformation.

Tofillin or modify the information, click the Modify (Modificar) button at the bottom of each section.

Youdo notneedtofillinthe Banking Data sectionwhen applying.

VERY IMPORTANT: Do not leave the Nationality (Nacionalidad) box blank, as PROFEX 2 will not allow you
to apply if left blank. You will not receive a placement. Once you have written in your nationality YOU WILL
NOT BE ABLE TO CHANGE IT. (You will have to contact the program managers).
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If you have dual nationality and one of them is from one of the member countries of the European Union or
the Schengen Area, you can use this passport to enter Spain without applying for a visa. To apply, you will
need to select the Nationality for the UE country. Then under Interest Data you will select the organization
or embassy office through which you are applying.

Please note that copies of both passports must be uploaded.

The only exception is if you hold citizenship from Spain. In this case, you can only use one passport, and it
cannot be the Spanish one. Please follow the instructions as if you do not have dual citizenship

2.2. ADDRESSES

Indicate your permanent and currentresidentialaddresses inthis section. If both are the same, click Same
as Permanent (Igualque lapermanente), and the information willbe copied automatically.

Tofillinormodify theinformation provided, clickthe Modify button atthe bottom of each section.
2.3. ACADEMIC TRAINING (EDUCATION)

Enterthe informationrelatedtoyourcollege education orabove (bachelor'sdegrees, master's
degrees, and/or PhD).

Below are some terms used on the portalthat may be confusing and their meaning:

Center = Name of your college
Academic certificate = Transcript
Degree file = Degree

Rememberto upload a copy of both sides of the degree and/or the personalacademic certification
(transcript).

All documents provided must be OFFICIAL (issued and signed by the college which you
attend/attended), COMPLETE (with allits pages), and relevantto the degree you are submitting.

You need to repeat this process for each degree you are submitting.
2.4. PERMANENT TRAINING, TEACHING EXPERIENCE AND LANGUAGES

Please leave these sections blank. They are not mandatory to apply and willhave not any bearing on
your application.

2.5. ATTACHED DOCUMENTS

Aqui podrds consultar todos los archivos adjuntados en los diferentes apartados del perfil, asi como
afadir cualquier documento adicional diferente a los anteriores

Here you will upload your School Evaluation Report, a copy of your valid passport and your health
statement.

o Clickon & NUSY0 il in the required fields.

e Clickon o to delete.

e Clickon “ tomake any changes to the information already entered.
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ATTENTION DUAL CITIZENS WITH EU CITIZENSHIP: You will need to upload copies of your 2
passports. A copy of your EU passport if you have decided to use this one to enter Spain to avoid
applying for a visa and a copy of your other nationality in order to be eligible for the program.

3. CREATING AND SUBMITTING AN APPLICATION

Remember that before creating and submitting an application, you must fillin the MY PROFILE section
on PROFEX 2 and upload all the required documents.

3.1. GENERAL REQUIREMENTS

To create an application, click on Inicio (Home), and then on the Renewal Application (Solicitud
Renovacion) button in the box indicating the year and name of the application cycle: 2026-2027 Language
Assistants in Spain (Auxiliares de conversaciénextranjeros en Espafa).

— Convoecatorias abiertas del programa "Auxiliares de conversacion extranjeros en Espania’ —|

2026-2027 Auxiliares de
conversacion extranjeros
en Espafia

| Salicitud renovacion I

Aviso de confirmacion E]

& Usted va a iniciar un borrador para una solicitud
de RENOVACION para Auxiliares de conversacion
extranjeros en Fspdﬁa-?ﬂ?ﬁ-?ﬂ?? Auxiliares de
conversacion extranjeros en Espafia

Mo Si

The application will open in the Requisitos/Requirements section of the application.You mustcheck
off therequirementsyoumeetbyselectingthe Si(Yes)option.

The blue box located below some of the requirements will provide relevant information concerning
that specific requirement, in reference to the documents that you need to submit.
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Requisitos Datos de interss Destinos Resumen

— 1. Haber ocupado, dentro dal programa del Ministerio, una plaza de auyiliar de conversacidn en Espafia durante l curso 2024-2025.

Cumple el requisitd

1. Check Yes/Si to select the
H - requirements.

__ 2.Tener nacionalidad o residencia parmanente en alguno de los paises con los que se han suscrito Convenios Bilaterales de Cooperacién Cultural, Cientifica y Técnica o Memorandos de Educacion,
enumerados en el apartado 1 de la convecateoria.

Cumple el requisito

Si No

Informacicn
El requisito es obligatorio

) seleccione del mend desplegable una copia escaneada de |z pagina del pasaporte donde aparecen los datos personales y |a fotografiz.

Documento justificativo

— 1

k| :alar.
Idioma - Aleman (ppvv_23-
24 wocator S [ 1).pdf) - a
—comoesiena prishes e 2. Open the drop down ment and select the required document. Remember that
=s5.meyfp. apizse rest.dio. TituloAcademice . .
- ) L you must have previously uploaded it to Attached Documents.
- Graduadoe o Graduada en Traduccion

& Interpretacidn por la Universidad
Autdnoma de Barcslona

=s.meyfp. apizee rest dio. TituloAcademics
-

4
O SEECOIONE 08 MEnU oeEspiegame el aoclmento del informe favorable del centro escolar, que debes haber subido previamente en fu perfil de Profiex 2.

Documento justificative

Guardar

You must select the documents you have previously uploaded to your PROFEX 2 profile. As a reminder,
the documents are the following:

- A copy of your valid passport

- Your School Evaluation Report

Click on the tab labeled Datos de interés

/Ot

@ s=lecciona del mend desplegable &l documento del infg

Click Save/Guardar when you have finished including the

documents or want to continue with the application at a later
3 MNo time.

Cumple el requisito

Guardar

Whenyou havefinished, click Save/Guardar atthe bottom, then gotothe top and clickonthe tab labeled
Datos deinterés/Otherrelevantinformationto continue with the application.

Inicio Mi perfil Mis solicitudes Cambiar idioma *

Candidato | Mis solicitudes

Datos de la solicitud

Candidato: Documento: Convocatoria:

Tipo de Situacion: N°
2025-2026 Auxiliares de conversacion extranjeros en solicitud: Borrador solicitud:
Espaia Renovacion

her relevant information to continue.

Histdrico del candidato

Requisitos Datos de interés Destinos Resumen
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https://www.educacionfpydeportes.gob.es/dam/jcr:ce0dbfea-e465-4c65-b19e-1d9ecd181f02/informe-centro-renovaciones-2025.pdf

IMPORTANT: Even ifitis notrequested inthe 2026-2027 application, you should have the signed Health
Statement and Statutory Declaration uploaded to your Profex 2 profile If you uploaded it when you
applied for the 2025-2026 school year, you do not need to upload it again. If it was not submitted, you
must upload it. It is available in Spanish, English and French on the official website.

INTEREST DATA (OTHER RELEVANT INFORMATION)

Inthis section, you will provide the following information:

e Selecttheinternational organization or Education Office of the Embassy of Spain through
which you are participating. (Please refer to the last section in this handbook-
International Organizations or Education Offices of Spain).

e The language you are going to teach (your native language).

e [fyourpartner/friend is also applying to the program, please provide us with their passport number
and complete name field as follows: Document, Last Name, First Name (for example:
1234A Smith, John). Your partner/friend needs to do the same on their application. Both
applications need to be submitted at the same time to try to ensure being placed
together. It is never guaranteed as it depends on many variables.

e Information concerning any relevant special needs you may have for placements.

e What renewal year you are (keep in mind that 3" year renewal is the last renewal
permitted; some nationalities may even have a shorter limit).

o Secondyearin the program (1% year renewal)
o Third year in the program (2" year renewal)
o Fourth and last year in the program (3" year renewal)

e The name of the school and location where you are currently placed for the 2025-2026
schoolyear.

e The regional education office where you are currently placed for the 2025-2026 school
year.

e Where you would like to be placed for the 2026-2027 school year — remain at same
school, remain in same location or change to another regional education office

Please keep in mind that every effort will be made to accommodate your selections but that these
choices are not guaranteed. They are subject to the needs of the regional education offices and the
schools.

Requisitos Datos de interés Destinos Resumen

— 1. ;Qué idioma desea ensefiar?

2. Inglés

b, Francés You are required to answer certain fields
N in this section.

c. Portugues

d. Ching

2 Aleman

f. ltaliano

Informacion

El campo es obligatoric

@ Informacion
Seleccione una de |as opciones siguientes
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https://www.educacionfpydeportes.gob.es/dam/jcr:96affc48-cfa0-4753-95a3-e3db46cd4af2/2026-2027-declaraci-n-responsable-espa-ol-autorellenable-v2.pdf
https://www.educacionfpydeportes.gob.es/dam/jcr:67346d3e-383f-47d8-93a7-fbb328f2107a/2026-2027-declaraci-n-responsable-ingles-autorellenable-v2.pdf
https://www.educacionfpydeportes.gob.es/dam/jcr:c47d3200-c347-4c8b-9c35-c17847e7fbef/2026-2027-declaraci-n-responsable-franc-s-autorellenable-v2.pdf
https://www.educacionfpydeportes.gob.es/servicios-al-ciudadano/catalogo/general/99/998188/ficha/998188-2026-2027.html

— 2. %i es renovador indique &l ndmere de rencvacien que solicita para el curse 2025-2026. Recuerde que no puede participar en el pregrama mas de 5 cursos escolares. —
a.- Primera renovacién {segunde afio en el programa)
b.- Segunda rencovacion (tercer afio en el pregrama)
Select your correct renewal year.

©.- Tercera renovacion (cuarto afio en el programa)

d.- Cuarta renovacidn {quinto y ullimo afio en el

programs)

Informacion
El campo es obligatorio

— 2. Indique centro educativa y localidad de destino en el curso actual 2024-2023.

Write in your school and location for the
2025-2026 school year.

— 4. Indique |z regién o ciudad auténoma de desting en el curso actual 2024-2025. —
1. Andalucia
10. Extremadura
1. Galicia

12. Islas Baleares

13. Madrid Select your current regional education
office

14. Murcia

15. Navarra

18. Pais Vazco
17. La Rigja
18. Cauta

18, Melills

— 5. Elija |a preferencia dessada.
3. Permanecer en el mismo centro escolar.
b. Cambiar de centro pero permanecer en la misma localidad.

c. Cambiar de localidad y permanecer en la misma Comunidad

Autonoma.
Select your preference for the 2026-

d. Cambiar de Cormunidad Autdnoma. 2027 school year.

Informacion
El campo es obligatorio
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| 6. 5i su pareja también participa en el Programa de Auxiliares de Conversacin, y desea que se tenga en cuenta para |z adjudicacion de destinos carcanos, indique apellidos, nombre y nimero de pasaporte o
documento de identidad con el que participa en el Programa.

Write in the complete name and
passport number of your partner/friend if
they will be participating in the program

|— 7. Sitizne alguna condicion especial que s2 deba tener en cusnta para la adjudicacion de desting indiquels (problemas de movilidadienfermeadades erénicas/discapacidad) y grado, si lo hubiere.

If you have any special condition (illness
or other condition) relevant to the
assignment, please indicate it here.

|— &. Se requisre una persona de contacts, indicanda nombre y zpellidos, nimers de teléfono y correa electrani

Guardar

Whenyou havefinished, click Save/Guardar atthe bottom, then gotothe top and clickonthe tab labeled
Destinos(Placements)to continue withthe application.

3.2. DESTINATIONS (PLACEMENTS)
Next you must select your placement choices. There is only one country you can choose - Espana.

Click Si and the window with the three groups of regional education offices will open

Requisitos Datos de intergs Destinos Resumen

) Para ordenar los destinos por arden de prioridad haga click sobre el destino, arrastrelo sin soltar y coléquelo en &l orden deseado

_ ESPANA -

Solicitar

Si No

Guardar

You need to choose one region in each group and place each group from left to right. The selection
placed on the left will be your first choice and the farthest to your right will be your last one. To select
the differentregional placements in order of preference, click on your first preferred placementanddrag
ittothe left. Then your second, also moving it the left and finally, your third option.
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— Seleccionar grupos

@ seleccione una regign de cada uno de los grupos. Establezca el orden de preferencia del grupo arastrandolo a derecha o izquierda

Preference 1 Preference 2 Preference 3
— Grupo C — Grupo A ————— — Grupo B
W Andalucia () Asturias () Aragdn
) Ceuta () Canarias

() Castilla y Ledn
2. Select 1 region per group.

() Comunidad Valenciana / Comunitat () Extremnadura ® Cantabria
Valencizna ® Lz Rioja () Castilla-La Mancha

O Islas Baleares / llles Balears 1. Drag the groups of regions into

) '*' your preferred order. The one on

L Madrid the left will be your first choice and

() Mureiz () Pais Vasco

Remember that you must always click on Save/Guardar) at the bottom to keep all the changes made.
ThengotothetopandclickonthetabSummary(Resumen)to continuewiththeapplication.

3.3. SUMMARY

Inthe SUMMARY section, youwillbe able to review all the fields of the application before submitting. The
completedfieldswillbe marked with ¥ andthe emptyoneswith ¥.

Flesgquirgmanty Indiprast data Drrstinatiany Summary

+ |, Have previously been a language assistant in Spain, through the Ministry's program, during the COUrse,

Il. Have citizenship in one of the following countries: Australia, Belgium, Bulgaria, Canada, China, Denmark, USA,
+ Philippines, Finland, Fiji, France, Hungary, ndia, ireland, Luxembourg, Solomon lslands, Malta, Morocco, Morway, New
Zealand, Natherlands, Poland, Portugal, Singapore, Sweden, Kingdom of Tonga, Tunisia, Vanuatu.

< lIL Submit a favorable report on the school center,

D0 e iRl

+ A.Which llﬂﬂl.llﬂﬂ dio you wish to teach?
Opacianes selecdonadas: 3 English

B. M you are a renewal, plaase, provide the number of renewal that you are requesting for tha COHIras.

Remember that you can not participate in the program for more than 5§ school years

Opcianes selecconadas: a - First renewal

If there were to be an issue in any section, the portal will highlight it in red text, indicating that it is
mandatory information and must be filled out to process the application (Obligatorio para poder

tramitar la solicitud).

To proceed, you must return to the applicable tab of the application and edit it
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® C. Indique centro y localidad de destino actual.

Obligatorio para poder tramitar la solicitud

Once the section is modified and corrected, it will appear with a green check.

v C. Indique centro y localidad de destino actual.
|IES Blas de Otero, Madrid

**Please note that some information may appear with an ¥ if it is blank. Do not worry; it is not incorrect. It
simplyindicatesablankfieldand willallowyouto continue and completethe application

v 1. Which language do you wish to teach?

Opciones seleccionadas: a. English

v 2. Are you planning to travel to Spain with your partner/spouse/family member(s)?
Opciones seleccionadas. a. No

3. If your partner is also taking part in the program, and you would like us to take this into account, write their full
name here.

You will also be able to check the groups and regions you have requested in the Destinations
section.Remember, regions are arranged from left to rightin order of yourpreferences.

— Destinos

«~ ESPANA

— Grupos

Grupo B: Cantabria Grupo A: La Rioja Grupo C: Andalucia

Remember to check all the information carefully; you can modify the information while the
application is in Draft (Borrador) status. When you are sure that your application is correctly filled out,
click on Presentar solicitud (Submit application) at the bottom. A confirmation prompt will appear,
showing the selected regions in order of preference:

If you click Si the submission process will be complete, and your application will go to En
revision/Under Review status.

If you click on No, the application will return to the Summary tab

Presentar solicitud || Anular borrador
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Aviso de confirmacidn *®

A os destinos que ha solicitado en orden de
preferencia han sido:

1 ESPANA
Grupos
Grupo B: Canarias
Grupo C: Castilla y Ledén
Grupo A: Extremadura

Una vez presentada la solicitud no se podra
modificar. ;Seguro que quiere continuar?

No Si

Informacion x

@ La solicitud se ha presentado correctamente

Descargar documento  Registrar solicitud

You can download the application PDF under Descargar documento. Do not click on Registrar la
solicitud; an error message will appear (don't worry, your application will correctly remain in the En
revision status).

To check the status of your application,please gotothe Missolicitudes(Myapplications)section of
your PROFEX 2 profile. You will see the name of the application cycle, your application number, and
your application status.

By clicking on e you will be able to view the sections you have filled out.

By clicking on i you will be able to download a copy of a summary of your application in PDF for your
records

En

wlianes di ESACON extranjs r ari Fs 1
Aundiares de comeersacion exdranjeros &n Expania AAEXTO421000001 reviskin

Fb

We recommend downloading and saving the PDF summary of your application for your records.

4. APPLICATION IN DRAFT STATUS

Always remember to save the changes made as you progress in your application. By doing so, the
application will remain in draft status, and you will be able to continue completing it at any time (as long as it is
while applications are open). You will not be able to submit an application after the closing date of
applications.

Toresume an application you have already started, simply click on the Mis solicitudes (My applications) tab
in the top menu and thenonthe ' © to the right of the application
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CANDIDATO: E Desconectar

E iioms sm, | o Profex

Inicio Mi perfil Mis solicitudes Cambiar idioma

Candidato | Mis solicitudes

Listado de solicitudes

Convocatoria N° solicitud Situacion  Tipo

Profesorado Visitante espariol en Estados Unidos, Canada Borrador | Nueva

If you would like to delete a draft application and start over, go to the bottom of Summary and click
on Anular borrador. You can begin your new application in the Inicio (Home) section.

Presentar solicitud Anular borrador

You may also delete your application once submitted while the application period is still open and
and begin a new one. Keep in mind that, in this case, the application number will be a higher number.
To delete your application, go to the bottom of the Summary section and click on Anular borrador
(Cancel Draft).

5. APPLICATION REVIEW

As soon as you correctly submit your application, your status willautomatically go to Under Review/
(En revision) status. This allows for the review of your application and that you have correctly
submitted the required documents.

Oncereviewed, yourapplication may change to the following statuses:

o Admitted (Admitida): Your paperwork is in order, and you have correctly provided the
required documentation.

o Excluded (Excluida): You do not meet one of the requirements or there maybe
issuesthat may have come up andhave notbeen corrected.

You can check the status of your application at any time in the Mis solicitudes (My applications) tab on
PROFEX 2. Regularly check your email inbox or junk folder as you will receive messages informing you
about the progress of your application or alerts to inform you that a required document is missing. Please
follow the instructions provided closely.

During the application review, you may receive an email with an expiration date. This expiration date only refers
tothe emailinitself. It has nothing to do with your application.

6. HOW TO MODIFY YOUR APPLICATION

If you are missing any mandatory documents for your application to be admitted, you will receive a
notification in one of two possible ways:

e |f you receive an email from auxiliares.extra@educacion.gob.es,
auxiliares.conv@educacion.gob.es, or from an Education Office advisor, you
must follow step '6.1 Via email' in this section.

e |f you receive it from eadministracion@educacion.gob.es, you must follow step
'6.2 Via Profex 2" in this section."
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6.1. VIAEMAIL

When the Program managers review your application, they may notice that you have missed a
mandatory document or that the document you provided is incorrect. In this case, they will send you
an email indicating which documents are missing and will request you to submit the proper
documentation.

Your application status will not change from Under Review (En Revision) to Admitted (Admitida) until
you provide the required documentation and notify them by replying to the email sent by the managers.

6.1.1. ACCESSING PROFEX 2

If you are using a Mac computer, it is recommended to use the Chrome browser, and if you have a
computer with Windows, please use the Edge browser. This will prevent Profex 2 from encountering
issues when uploading files.

Before accessing Profex 2, itis advisable to always clear browsing data in the browser to ensure you are
using the latest version of the application.

1. Go to the 2026-2027 call/announcement website and «click on the button

Acceso a la tramitacion en sede electronica

2. Enter your username and password and click on Acceder (Access).

Sede Electronica - Ministerio de Educacién, Formacién Profesional y Deportes

Nuevo sistema de gestion de personal de programas en el exterior (Profex 2) ¢ w1
Acceso como interesado

an cigve |+

clig've

Uiuzaria (DNINEE) Cortriinda €

%1 no esti reglatrado, por favor Bagistress | Incldencles: Incidencias ds gocesy

3. Click on Acceso al tramite (Access to Procedure) to enter Profex 2.

Sede Electronica - Ministerio de Educacién, Formacién Profesional y Deportes

Nuevo sistema de gestion de personal de programas en el exterior (Profex 2) wze=
@ Mensajes x

» Usted no tiene solicitudes en este tramite

6.1.2. CORRECTING THE REQUIRED DOCUMENTS

The email you receive will outline all the reasons. Once you have revised all the issues and have the
correct documents, upload the documents to the appropriate sections of the Profex 2 profile. Click on
My profile.

| My Profile | My Applications Change language ~

Candidato / Mi perfil

Upload the documents to the correct section.
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If the required document is the academic certification/transcript, you should do so in the Academic
Training section.

If the documents are motivation/recommendation letters, passports, or the School Evaluation Report
(only if you are a renewing candidate), you should do so in the Attached Documents section.

General Data Addresses | Academic Training | Permanent Training Teaching Experience Languages Attached Documents

# Nuevo
To include a new document, click on and fill in all the necessary fields. If you need to

o &
replace a previously submitted document, click the Modify button located at the far right
of each record and change the file, never delete it.

Itis advisable to verify that the (new) submitted document can be viewed correctly. You can do this

.. [+ e . . .
by clicking the button to download and verify it. It is recommended that the file name does not
contain special characters (accents, commas, etc.).

If you encounter any issues when uploading or replacing a document in the Academic Training
section, you can upload it directly in the Attached Documents section.

Once the corrected documents have been replaced/included in the Profex 2 profile, reply to the email
you received to inform them that the required documents have been uploaded. The Program manager
will review it and, if everything is correct, will change your application status to Admitted (Admitida).

6.2. VIAPROFEX 2

Upon reviewing your application, the reviewers may notice that a required document is missing or
that the document you have handed in is not the correct one. In these cases, your application will
be marked as Excluida subsanable (excluded remediable) and you will be asked to provide the correct
documentation.

6.2.1. EMAIL NOTIFICATION

You will receive an email from eadministration@educacion.gob.es. Please check your email
regularly, including the spam/junk folder.

This email will briefly inform you that your application is missing a document or documents and will
instruct you to go to your application on Profex 2, correct/complete the documents in your profile, and
finish the process to resubmit your application.
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iHola Norberto!

Su solicitud con nimero 24AEXT0041003991 ha sido Excluida
subsanable. El motive de su exclusion es: You still need to provide your
passport and academic certificate on your profile in Profex 2.. Para realizar
la subsanacion debe entrar a la aplicacion Profex? a su solicitud, realizar
las modificaciones que se le piden y subsanar la solicitud. Your application
with number 24AEXT0041003991 has been Excluida subsanable. The
reason for your exclusion is: You still need to provide your passport and
academic certificate on your profile in Profex 2.. To make the correction,
please log in to the Profex2 application, access your application, make the
required medifications and correct the application.

Por favor, no responda a este correo dado que no sera atendido.

The email will state the deadline that you have to correct the application: 20 calendar days.
Please follow these instructions carefully at all times

6.2.2. ACCESSING PROFEX 2

If you are using a Mac computer, it is recommended to use the Chrome browser, and if you have a
computer with Windows, please use the Edge browser. This will prevent Profex 2 from encountering
issues when uploading files.

Before accessing Profex 2, itis advisable to always clear browsing data in the browser to ensure you are
using the latest version of the application.

4. Go to the 2026-2027 call/announcement website and click on the button

Acceso a la tramitacion en sede electronica

5. Enteryour username and password and click on Acceder (Access).

Sede Electronica - Ministerio de Educacion, Formacidn Profesional y Deportes

Nuevo sistema de gestion de personal de programas en el exterior (Profex 2) « w e

Acceso como interesado

Caon clghve | hfumacibn
Unusaric (DRISIE] Cortrasndin € m
5i no est registrado, por favor Begisirese | Inchdenclas: Incidencias e acceso

6. Click on Acceso al tramite (Access to Procedure) to enter Profex 2.

Sede Electrénica - Ministerio de Educacion, Formacién Profesional y Deportes

Nuevo sistema de gestién de personal de programas en el exterior (Profex 2) w 2e=
© Mensjes x

¥ Usted no tiene solicitudes en este tramite

6.2.3. CHECKING NOTIFICATIONS IN THE APPLICATION

When accessing Profex 2, remember that you can change the platform language to Spanish, English,
or French.
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Inicio Mi perfil Mis solicitudes Cambiar idioma =

Candidato / Inicio English

Click on My Applications.

Home My Profile Change language *

My Applications

Candidato / Inicio

You will see your application and its current status. Click on “ toenterthe application.

2024-2025 Auxiliares de conversacion extranjeros en Espafia 24AEXT0041003991 Excluida subsanable Nueva S0

In Requirements, you will be able to see the sections where it is required to provide documents.

Interest data Destinations Summary

In the section(s) that require correction, there will be a yellow alert indicating exactly what is missing
in that section and how to resolve it.

1. Tener nacionalidad de alguno de los siguientes paises: Alemania, Australia, Austria, Bélgica, Brasil, Bulgaria, Canadd, China, Costa de Marfil, Dinamarca, Estados Unidos, Filipinas, Finlandia, Francia,
— Hungria, India, Irlanda, ltalia, Luxemburgo, Malta, Marruecos, Noruega, Nueva Zelanda, Paises Bajos, paises de Oceania (Fiyi, Islas Salomén, Tonga y Vanuatu), Polonia, Portugal, Reino Unido, Republica —
Checa, Singapur, Suecia, Suiza y Tinez.

2 Revision administrativa

The provided passport is not valid. You must upload a PDF file of your valid passport in the Attached Documents section of your Prefex 2 prefile. Once this is done, return to the application, select the new
document from the dropdown menu, and rectify the application from the SUMMARY tab

6.2.4. CORRECTING THE REQUIRED DOCUMENTS
6.2.4.1. ONTHE PROFEX 2 PROFILE

Once you have revised all the issues and have the correct documents, upload the documents to the
appropriate sections of the Profex 2 profile. Click on My profile.

| My Profile | My Applications Change language ~

Candidato / Mi perfil

Upload the documents to the correct section.

If the required document is the academic certification/transcript, you should do so in the Academic
Training section.

If the documents are motivation/recommendation letters, passports, or the School Evaluation Report
(only if you are a renewing candidate), you should do so in the Attached Documents section.

General Data Addresses Academic Training Permanent Training Teaching Experience Languages Attached Documents
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Muevo
To include a new document, click on and fill in all the necessary fields. If you need to

o &
replace a previously submitted document, click the Modify button located at the far right
of each record and change the file, never delete it.

Itis advisable to verify that the (new) submitted document can be viewed correctly. You can do this

L. © . . .
by clicking the button to download and verify it. It is recommended that the file name does not
contain special characters (accents, commas, etc.).

If you encounter any issues when uploading or replacing a document in the Academic Training
section, you can upload it directly in the Attached Documents section.

Once the corrected documents have been replaced/included in the Profex 2 profile, go to the
application. You can return to it by clicking on My Applications and selecting your application.

6.2.4.2.  ONTHE APPLICATION

Click on the dropdown menu in the sections where you need to select the necessary document and
choose the new document. Don’t forget to click “Si “(Yes) on Subsanado. Repeat this process for each
section that needs correction.

Revision administrativa
Debes subir un pasaporte con una validez mas alla del 1 de noviembre de 2027

Subsanado
>

Cumple el requisito

No

@ Seleccione del menii desplegable una copia escaneada de la pagina del pasapo
noviembre de 2027 Este documento debera haberlo subido previamente al apar

Documento justificativo
passport X &

— 2 a na del Mii
informe renovacion

_|

Remember to always save the changes by clicking on the Save button located at the bottom of the
application.

Save

To complete the modifications, go to the Summary tab and click on the Subsanar solicitud (Correct the
application) button at the bottom. A popup window will appear asking you to confirm the correction. If
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you click no, it will return you to the application to review whatever you consider appropriate. If you
click yes, a confirmation window will appear that you must accept.

Requirements Interest data Destinations Summary Situations

Subsanar solicitud

Aviso de confirmacion x Informacién

AlUna vez subsanada la solicitud no se podra _—
. . . P @ La solicitud se ha subsanado correctamente
modificar. ¢ Seguro que quiere continuar?

No Si Aceptar

If you accept the second message, the application takes you to the My Applications tab, where you can
verify that the application has changed to the Subsanada (corrected) status. The reviewers will be able
to access your application and review the new documents. If everything is correct, your application

will change to the Admitida status.
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7.HOW TO ACCEPT OR RESIGN A POSITION AS A LANGUAGE
ASSISTANT/CULTURAL AMBASSADOR IN SPAIN

7.1. EMAIL NOTIFICATION

When you are assigned a position as a language assistant, you will receive an email from
eadministracion@educacion.gob.es notifying you of:

- The assignment.
- Theregionyou've been assigned to.
- The deadline to accept.

To accept or reject the position, you will need to log in to your Profex 2 profile. You will have a 2-day
deadline to accept.

7.2. ACCESING PROFEX 2

1. Go to the website for the 2026-2027 call
https://sede.educacion.gob.es/sede/login/inicio.jjsp?idConvocatoria=2518 and click on

Acceso a la tramitacion en sede electronica

2. Enter the passport number or identity card (if you are from a Schengen Area country) with which you
applied for the username, your password’, and click on Acceder.

Sede Electrénica - Ministerio de Educacion, Formacion Profesional y Deportes

Nuevo sistema de gestion de personal de programas en el exterior (Profex 2) ¢ w23

Acceso como interesado

cli@ve

{DNle/Certificado electronico, Cl@ve pin, Cl@ve permanente, Ciudadanos UE) Acceder
a'ms | Con mi usuario de la sede electrénica

Si no esta registrado, por faver Registrese | Incidencias: Incidencias de acceso

Click on Acceso al tramite (Access to the procedure) to access Profex 2.

Sede Electronica - Ministerio de Educacion, Formacion Profesional y Deportes

Nuevo sistema de gestion de personal de programas en el exterior (Profex 2) w aem

Resultados del 1 al 10 de 27 solicitudes recuperadas - . 2 3 Siguiente

You will arrive at the initial page of your Profex 2 profile. Click on My applications.

Home My Profile My Applications Change language ~

Candidato [ Mis solicitudes

" If you don't remember your password, click on Incidencias de acceso and follow the indicated steps.
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You will see that the status of your application has changed to Candidato seleccionado (Selected
Candidate).

2024-2025 Auxiliares de conversacidn extranjeros en Espafia 24AEXT0041001721 Candidato seleccionado Nueva AVer| B

EVer

You should click on View . It will take you to your application, and you will notice that a new
window called Acceptance or rejection appears. Click on this tab.

7.3. ACCEPTANCE OR REJECTION OF THE POSITION

Home My Profile My Applications Change language ~

Candidato / Mis solicitudes

Datos de la solicitud

Candidato: Documento: Convocatoria: Tipo de Situacion: N° solicitud:
2024-2025 Auxiliares de conversacion extranjeros en solicitud: Plaza 24AEXT004100 1
Espafia Nueva aceptada

Historico del candidato

Requirements Interesidata  Destinatons ~ Summary  Siuations | Acceptance o rejection

The assigned position will show you at least the autonomous community awarded, the language and
the quota category of the position (Autonomous Community cohort or Ministry cohort). Sometimes, it
may also display the selected educational center(s), depending on when the position is assigned.

Requisitos Datos de interés Destinos Autorizaciones Resumen Situaciones Aceptacion o rechazo

© Estado de la solicitud
La plaza le ha sido concedida. Tiene que aceptarla o rechazarla

Datos de la plaza

Destino  Region Centro . ) Idioma Asignatura Cupo
ESPANA  Asturias 33022335 - Col. "San Lorenzo” - Travesia S. Vicente de Paul, s/n - GIJON/XIXON Inglés Sin informacion Ministerio
33006093 - Col. "Santo Angel de la Guarda" - Campo Valdés, 5 - GIJON/XIXON

Aceptar plaza | Rechazar plaza

Requisitos Datos de interés Destinos Autorizaciones Resumen Situaciones Aceptacion o rechazo

@ Estado de la solicitud
La plaza le ha sido concedida. Tiene que aceptarla o rechazarla
Datos de la plaza

Destino  Regiéon Centro Idioma Asignatura Cupo
ESPANA  Asturias Inglés Sin informacion Comunidad

Aceptar plaza = Rechazar plaza

Below, you will have the option to Accept the position or Reject it.

If you accept the position, your application will change to Plaza aceptada (Accepted position), and you
will only need to wait for the official appointment or for the educational centers' managers or
responsible parties to contact you.

You can revisit your application in Profex 2 if you need to review the details of the awarded position.
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Requirements Interest data Destinations Summary Situations Acceptance or rejection

@ Application status
The position has been accepted

Datos de la plaza

Destino Centro Idioma Asignatura
ESPANA (Navarra) Inglés 5in informacidn

If you reject the position, the application will change to Rejected position. In this case, you will not
receive any further offers, and your participation in the current call will be concluded.
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8. INTERNATIONAL ORGANIZATIONS OR EDUCATION OFFICES OF SPAIN

In the Interest Data section, you must select the organization through which you are applying to the
program. It is important that you indicate this correctly, especially in the case of applicants who have
dual nationality and, especially, when at least one of those nationalities is a member of the European
Union and/or the Schengen Area countries.

NALCAP (USA)

NALCAP (Canada)

British Council

France Education International

Austria - KulturKontakt, Servicestelle flr Mobilitatsprogramme des BMUKK
Germany - Kultusministerkonferenz, Padagogischer Austauschdienst (PAD) Nationale Agentur
fur EU-Programme im Schulbereich

Australia - Education Office of Spain in Australia

Belgique/Bélgica - Wallonie-Bruxelles International/ Education Office of Spain in Belgique
Brasil - Education Office of Spain in Brazil

Bulgaria - Education Office of Spain in Bulgaria

Coéte d'lvoire - Education Office of Spain in Ivory Coast

Czechia - Education Office of Spain in the Czech Republic

Denmark, Finland, Iceland, Norway and Sweden - Education Office of Spain in Sweden
Fiji/Tonga - Education Office of Spain in New Zealand

Hungary - Education Office of Spain in Hungary

India - Education Office of Spain in India

Ireland - Department of Education

e Italy - INDIRE

e Malta - Ministry of Education, Directorate for Quality and Standards in Education
e Morocco - Education Office of Spain in Morocco

o Netherlands/Luxembourg - Education Office of Spain in the Netherlands

o New Zealand - Education Office of Spain in New Zealand

e Philippines - Education Office of Spain in New Zealand

e Poland - Education Office of Spain in Poland

e Portugal - Education Office of Spain in Portugal

e Schweiz/Suisse/Svizzera - MOVETIA

e Singapur - Education Office of Spain in Singapur

e Solomon Islands/Vanuatu - Education Office of Spain in Australia

e Thailand - Education Office of Spain in Thailand

e Tunisia - Education Office of Spain in Morocco
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