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How to Use the Recruiting Website

Overview

Introduction This document contains the procedures on how to use the Recruiting website
as an External Civilian Applicant.

Contents This publication contains the following topics:
Topic See Page
Recruiting Activities Overview 2
Registering as a New External Civilian Applicant 3to4
Viewing the Posting Details 5t07
Completing and Submitting Your Application 81053
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e Application Questionnaire, p. 18
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e My Education section, p. 27

e My Training section, p. 30

e My Licenses and Certificates section, p. 34
e My Languages section, p. 37

e My Skills section, p. 40

e My Referrals section, p. 41

¢ Additional Resume Information page, p. 44
e My Resume Preview page, p. 46

e Submit Confirmation page, p. 49

e Equal Opportunity Survey Invitation, p. 51
o My Applications page, p. 53

Logging in as a Returning External Civilian Applicant 54 to 55
Updating the My Profile page 56 to 59
Saving a Draft of Your Application 60
Completing Your Application that was Saved as Draft 61 to 65
Adding Additional Information to an Application with a 66 to 68
Status of Application Received

Creating a Saved Search Job Agent 69 to 75
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Registering as a New External Civilian Applicant

Purpose The purpose of this section is to provide the steps to successfully register as a
New External Civilian Applicant.

Navigation Civilian Careers home page > click on the “click here to Register” link
Quick Follow these steps to register as a New External Civilian Applicant.
Reference

Procedure Step Action

1 | Click on the click here to Reqister link.

2 | Enter your registration information in the following fields:
e User Name

e Password

e Confirm Password

3 | Click on the Register button to complete your registration.

Detailed The following pages provide the detailed procedure for registering as a New
Procedure External Civilian Applicant.
Step 1 Click on the click here to Register link.

Civilian Careers

W Are you looking for a rewarding and challenging career serving your
Community? Feel Regional Police is an Equal Cpportunity Employer,
seeking applicants who reflect the diversity of our Community.

Crwver ane third of our police service is comprized of Civilian mermbers.
The contribution made by our civilian support staff is vital to the
Service's mandate of providing the citizens of Bramptan and
Mississauga with the highest quality of palicing in the most efficient
and effective manner.

Enter your user name and passward to login. If you have not click here to Register,
yet registered,

Basic Job Search

Keywords: User
Posted: |LastManth v Name:
Password:

Search | Advanced SearchSearch Tips .
4 - Login | Login HelpRegister Mow

Continued on next page
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Registering as a New External Civilian Applicant, Continued

Step 2 Enter your registration information in the following fields:

e User Name
e Password
e Confirm Password

Identification

When you apply for the first time, you will need to provide a user name and password

so that you can sign in at a future date as a returning applicant to view the status of
your application.

Please enter your user name and your passward, then confirm your password and
click "Hegister". If you have already registered, please click the "Return to Previous
Fage" link.

Enter Registration Information

*User Name
*Password

*Confirm

Juliz Roberts
(X 1111 11)

Password

Reqister | Return tn Previous Pane

NOTE: Record your User Name and Password in a location where you can

easily reference it, should you require logging into this web site at a future
date.

Step 3 Click on the Register button to complete your registration.

Enter Registration Information

*User Name
*Password

*Confirm
Password

Juliz Roberts
(X 11111 )

I Register I?Etum to Previous Page

End of Procedure
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Viewing the Posting Details

Purpose The purpose of this section is to provide the steps to successfully view the
posting details of an External Civilian job opening.

Navigation Civilian Careers home page > Log in > Current Postings section
Quick Follow these steps to view the posting details of an External Civilian job
Reference opening.
Procedure
Step Action
1 | Go to the Current Postings section in the Careers Home Welcome
page.

2 | Click on the Posting Title link for the job posting for which you are
interested in.

Result: the posting details displays.

3 | Use the scroll bar to the right of your screen to scroll down and
review the posting details.

4 If you click on the... then...

Apply Now button to reference Step 4 in the Completing
apply for the job opening, | and Submitting Your Application
section of this document for steps
on how to complete your online
application.

Return to Previous Page | reference Step 1 in the Completing

link to return to the and Submitting Your Application
Careers Home Welcome | section of this document for steps
page, on how to select and apply to a job
opening.
Detailed The following pages provide the detailed procedure for viewing the posting
Procedure details of an External Civilian job opening.

Continued on next page
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Viewing the Posting Details, Continued

Step 1

Step 2

Go to the Current Postings section in the Careers Home Welcome page.

Careers Home

Welcome

Usze the links below to review andfor update information that you provided as part of the
application process.

Basic Job Search My Career Tools
Ke]rwords:| 0 Applications
Posted: |Last Yieek v | fly Profile

search | Advanced SearchSearch Tips

Current Postings (use next/previous to view additional postings)

First[<] Previous| MNext[r] Lastw]

l_ Opened Posting Title Job 1D Department

[ 08/14/200g Eulkre Onoortunity- 300336 HR Adrministratian
PoliceSuprt

[ 10/02/2008 Euture Cpportunity - [T 300126 HF Administration

[] 10/02/2008 Future Opportunity - HE 300123 HRE Administration

[ 10/2/200g SUture Opportunity- 300127 HR Adrministration
Management

O] 10/02/2008 Efl“re Opportunity-Public 555155 HR Adrministration

Click on the Posting Title link for the job posting for which you are
interested in.

Current Postings (use next/previous to view additional postings)

First[4] Previous) Mext[»] Last)w]

| |Opened [PostingTile ~ [JobID  [Department

4 Euture Opportunity- L
08M14/200 BuliceSuntt 300336 HFE Administration
O] 10/02/2008 Euture Cpportunity - IT 300126 HF Administration
] 10/02/2008 Future Opportunity - HE 300123 HR Administration
[ 10/02/200g Euiure Opportunity- 300127 HR Adrinistration

IManagement
] 10/02/2008 Efl“reo oriunity-Public - 595519 HR Administration

Select AllDeselect  Sawve Jobs
All

Result: the posting details displays.

Apply NDW‘

Continued on next page
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Viewing the Posting Details, Continued

Step 3 Use the scroll bar to the right of your screen to scroll down and review the
posting details.

Save Job| Apply Now|

©)

External Job Vacancy

Posting Future Opportunity- Human Resources -

Tile: FoliceSuprt Department: Admin
Status: Regular, Full-Tims Salary Rangs: NIA
Grade:  HIA Open

Positions:
Job 1D 300336 Additlenal Info: None
Opan Date: 2009-08-14 Clots Date:

Responsibilities:

re Opportunties - Fohce buppulljub atigory i includes pu |L such as
s Sy=tems Operator, Prison cort Officer, Security Consol f‘ Eratnr,
"aker and Communicator

re are currently no positions available in this job category, when you apply
u Ful.u Opportunities posting, you enable our Ru.rull.; i} ||J|.||l)yuu 5 a
otential candidate wWhen an opening becomeas available

Tou can also set up a Job Search Agent which wall automatscally nobiy you by ema
WREN NEw POSKiNGS Matching your search critena become svailabie

Thank you for your interest m PEEL REGIONAL POLICE

How To Apply:

Step 4

Save Job | | Apply Now I REHNHU]PEVDUSI

Page

{' PEEL REGIGNAL

| POLICE I

External Job Vacancy

If you click on the... then...
Apply Now button to apply for the job | reference Step 4 in the
opening, Completing and Submitting Your

Application section of this
document for steps on how to
complete your online application.

Return to Previous Page link to reference Step 1 in the
return to the Careers Home Welcome | Completing and Submitting Your
page, Application section of this

document for steps on how to
select and apply to a job opening.

End of Procedure
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Completing and Submitting Your Application

Purpose The purpose of this section is to provide the steps to successfully complete
and submit your online application to an External Civilian job opening.

Navigation Civilian Careers home page > Log in > Current Postings section
Quick Follow these steps to complete and submit your online application to an
Reference External Civilian job opening.
Procedure

Step Action

1 Go to the Current Postings section.
2 Select the checkbox for the posting for which you want to apply.
Result: the Apply Now button will no longer be grayed out.
3 Click on the Apply Now button.
Result: the My Profile page displays.
How to Complete the My Profile page

4 Use the scroll bar to the right of your screen to scroll down and
complete the following fields:
e First Name
e L ast Name
e Country
e Unit/Street
o City
e Province
e Postal
e Prime Email Type
e Email Address
e Prime Phone Type
e Phone Number
e SIN Identifier
5 Click on the Save button.
Result: the Application Questionnaire page displays.

How to Complete the Application Questionnaire page
6 Complete the Application Questionnaire page by selecting the
applicable answer.
7 Click on the Save as Draft button to ensure your answers are
saved.

Continued on next page
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Completing and Submitting Your Application, Continued

Quick Step Action
Reference 8 | Click on the Next link to continue.
Procedure

Result: the Resume Cover Letter page displays.
How to Complete the Resume Cover Letter page
9 Complete the Resume Cover Letter page by either typing in the
text box or by copying and pasting from a Word document.
10 | To perform a spell check, click on the book icon located near the
top right corner of the Resume Cover Letter text box.
11 | Click on the Save as Draft button to ensure your cover letter is
saved.
12 | Click on the Next link to continue.
Result: the My Resume page displays.
How to Complete the My Resume page
13 Use the scroll bar to the right of your screen to scroll down and
complete the applicable sections in the My Resume page.
How to Complete the My Preferences section

14 Provide your job preference by using the drop down arrow to
select the applicable option for the following fields:
¢ Regular/Temporary
e Full/Part Time
e Available for Shifts

How to Complete the My Work Experience section
15 | Click on the Add Work Experience link to add your work
history.
Result: the Add Employment History page displays.
16 | Enter your employment details in the Add Employment History
page:
o Start Date
e Employer
e Job Title
17 Enter the End Date (if applicable).
18 | List your Responsibilities/Job Description by either typing in
the text box or by copying and pasting from a Word document.
19 | To perform a spell check, click on the book icon located near the
top right corner of the Responsibilities/Job Description text box.
20 | Click on the Save & Add More button to add more work history.
21 Click on the Save & Return button to go back to the My Resume page.
Result: your employment details will default into the My Work
Experience section.

(continued)

Continued on next page
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Completing and Submitting Your Application, Continued

Quick
Reference
Procedure
(continued)

External Civilian Applicant

Step

Action

22

Click on the Save as Draft button to ensure your work history is
saved.

How to Complete the My Education section

23 Select your Highest Education Level from the drop down arrow.
24 | To provide university or college information, click on the Add
Post-Secondary Education History link.
Result: the Add Post-Secondary Education page displays.
25 Enter your education details by completing the following fields:
e Country
e Province
e Institution
e Major
e Education Level
26 | Click on the Save & Add More button to add more education
details.
27 | Click on the Save & Return button to go back to the My Resume
page.
Result: your education details will default into the My Education
section.
28 | Click on the Save as Draft button to ensure your education details
are saved.
How to Complete the My Training section
29 | Click on the Add Job Training link to add training course you
completed or are currently taking.
Result: the Add Job Training page displays.
30 Enter your job training details by completing the following fields:
e Course Title
e Institution
e Course Start Date
e Course End Date
31 | Click on the calendar icon to enter the dates for the following

fields:

e Course Start Date

e Course End Date

Result: an online calendar displays.

Continued on next page
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Completing and Submitting Your Application, Continued

Quick
Reference
Procedure
(continued)

External Civilian Applicant

Step Action
32 | Select the following information from the online calendar:
e applicable month
e applicable year
e date associated with the month and year
Result: The date selected will default into the applicable date
field.

33 | Click on the Save & Add More button to add more job training
details.

34 Click on the Save & Return button to go back to the My Resume page.
Result: your job training details will default into the My Training
section.

35 | Click on the Save as Draft button to ensure your job training
details are saved.

How to Complete the My Licenses and Certificates section

36 | Click on the Add Licenses and Certificates link to enter the
licenses and/or certificates you have or are currently in the process
of acquiring.

Result: the Add License or Certificates page displays.

37 | Enter your license and/or certificate details by completing the

following fields:

e License/Certificate

e Issued By

e License/Certification Number
e Date Issued

38 Click on the calendar icon to enter the date for the Date Issued field.
Result: an online calendar displays.

39 | Select the issue date of the license and/or certificate from the
online calendar:

e applicable month

e applicable year

e date associated with the month and year

Result: The date selected will default into the Date Issued field.

40 | Click on the Save & Add More button to add another license
and/or certificate.

41 Click on the Save & Return button to go back to the My Resume page.
Result: your license and/or certificate details will default into the My
Licenses and Certificates section.

42 Click on the Save as Draft button to ensure your license and/or

certificate details are saved.

Continued on next page
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Completing and Submitting Your Application, Continued

Quick
Reference
Procedure
(continued)

External Civilian Applicant

Step |

Action

How to Complete the My Languages section

43

Click on the Add Languages link to provide your language
details.
Result: the Add Language page displays.

44

Enter your language details by using the drop down arrow to
select the most suitable option for the following fields:

e | anguage

e Speaking Proficiency

¢ Reading Proficiency

¢ \Writing Proficiency

45

Click on the Save & Add More button to add more language
details.

46

Click on the Save & Return button to go back to the My Resume
page.

Result: your language details will default into the My Languages
section.

47

Click on the Save as Draft button to ensure your language details
are saved.

How to Complete the My Skills section

48

Provide a proficiency level for each skill listed by using the drop
down arrow to select the most suitable option.

49

Click on the Save as Draft button to ensure your proficiency
levels for each skill listed are saved.

How to Complete the My Referrals section

50

Enter your referral details by using the drop down arrow to select

the applicable option for the following fields:

e How did you find out about the job?

e Sub Source

e Specific Referral Source (type in additional referral details, if
required)

51

If an employee at Peel Regional Police referred you to this job
opening then enter his or her name in the Referral Name field.

52

Indicate whether you are a former employee by selecting Yes or
No.

Result: if you select Yes, the Last Date of Employment field
displays.

53

Click on the calendar icon to enter the date for the Last Date of
Employment field.
Result: an online calendar displays.

Continued on next page
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Completing and Submitting Your Application, Continued

Quick
Reference
Procedure
(continued)

External Civilian Applicant

Step

Action

54

Select the last date of employment at Peel Regional Police from
the online calendar:

e applicable month

e applicable year

e date associated with the month and year

Result: The date selected will default into the Last Date of
Employment field.

55

Click on the Save as Draft button to ensure your referral details
are saved.

56

Click on the Next link to continue.

How to Complete the Additional Resume Information page

57

Complete the Additional Resume Information page by either
typing in the text box or by copying and pasting from a Word
document.

58

To perform a spell check, click on the book icon located near the
top right corner of the Additional Resume Information text box.

59

Click on the Save as Draft button to ensure your additional
information provided is saved.

60

Click on the Next link to continue.
Result: the My Resume Preview page displays.

How to Review the My Resume Preview page

61

Use the scroll bar to the right of your screen to review the
information in the My Resume Preview page.

62

Review all information entered in your online application.

If a section is not complete, you can Or, you can...
go back and correct it by...

clicking on any of the following links: click on the Next and
e Cover Letter (OPTIONAL) Previous links to go
e My Resume back and make

o Additional Info (OTPIONAL) changes to your
online application.

63

Click on the Preview link to go back to the My Resume Preview
page and review the changes you made.

64

Click on the Save as Draft button to ensure the changes you made
are saved.

65

Click on the Submit button to submit your application.
Result: the Submit Confirmation page displays.

Continued on next page
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Completing and Submitting Your Application, Continued

Quick Step |

Action

Reference

How to Complete the Submit Confirmation page

Procedure
(continued) 66

Confirm you have provided all relevant information pertaining to
the job opening by reviewing the Resume Validation Results in the
Submit Confirmation page.

67

If you need make a change:

e Click on the View Full Resume Preview link to go back to the
My Resume Preview page.

e Repeat steps 61 to 64.

68

The Verification Step in the Submit Confirmation page validates
that you reviewed your online application, are satisfied with the
completeness of it, and are ready to submit your application.

Select the checkbox “I have verified the completeness and
accuracy of My Resume”.

69

Click on the Submit button to continue.
Result: the Equal Opportunity Survey Invitation displays.

How to Complete the Equal Opportunity Survey Invitation

70

The Equal Opportunity Survey Invitation defaults to the “I wish to
participate” option.

Select the answer that applies to you.

71

If you previously participated in this survey, then select the option
“1 wish to decline”.

72

Review the Terms and Agreement section.

To confirm your agreement to these terms and agreement, select
the option “l agree to these terms”.

How to Submit Your Online Application

73

Click on the Submit button.
Result: the My Applications page displays.

How to Confirm the Status of Your Online Application

74

Confirm that the status of your application submitted is
“Application Received”.

75

Confirm that you received an email in your Inbox stating “Your
online application has been successfully submitted”.

External Civilian Applicant

Continued on next page
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Completing and Submitting Your Application, Continued

Detailed The following pages provide the detailed procedure for completing and
Procedure submitting your online application to an External Civilian job opening, and
include pictures of the Online Application.

Step 1 Go to the Current Postings section.

Careers Home
Welcome

Use the links below to review andfor update informatian that wou provided as part of the
application process.

Basic Job Search My Career Tools
Keywords:| 0 Applications
Posted: | v | tvhy Profile

3earch | Advanced SearchSearch Tips

Current Postings (use next/previous to view additional postings)

First[4] Previous) Mext[»] Last)w]

’_ Opened Posting Title Job 1D Department
] 10/02/200g Euiure Cpoortunity- 300125 HR Adrministration

FPoliceSuprt
O] 10/02/2008 Euture Cpportunity - IT 300126 HF Administration
] 10/02/2008 Future Opportunity - HE 300123 HR Administration
O] 10/02/2008 Euture Cpportunity-Facilities 300124 HF Administration
] 10/02/200g EUllre Opporiunity- 300127 HR Adrministration

Management
Select AllDeselect

All

Continued on next page
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Completing and Submitting Your Application, Continued

Step 2 Select the checkbox for the posting for which you want to apply.

Current Postings (use next/previous to view additional postings)

First[<] Previous| MNext[r] Lastw]

l_ Opened Posting Title Job 1D Department
Euture Qpportunity- M
| /022008 FoliceSunrt 300125 HF Administration
[ 10/02/2008 Euture Cpportunity - [T 300126 HF Administration
[] 10/02/2008 Future Opportunity - HE 300123 HRE Administration
[0 10/02/2008 Euture Opportunity-Facilities 300124 HF Administration
|| e et 300127 HR Adrministration
Managerment

Select AllDeselect  Save Johe
All

Apply NDW|

Result: the Apply Now button will no longer be grayed out.

Step 3 Click on the Apply Now button.

Current Postings (use next/previous to view additional postings)

First[«] Previous| MNext[v] Last]

10/02/2008 E,Etlfcreesaunﬂm“”‘“" 300125 HR Adrministration
[] 10/02/2008 Future Opportunity - [T 300126 HRE Administration
[ 10/02/2008 Euture Opportunity - HE 300123 HF Administration
[] 10/0272008 Future Opportunity-Facilities 300124 HRE Administration
[ 10/02/2008 Eﬂ:t;‘;efn?;?t““”‘“" 300127 HR Adrministration

Select AllDeselect  Save Jobsf§ Apphy Mo

All

Result: the My Profile page displays.

Continued on next page
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Completing and Submitting Your Application, Continued

Step 4 Use the scroll bar to the right of your screen to scroll down and complete the
following fields:

e First Name

e Last Name

e Country

e Unit/Street

o City

e Province

e Postal

e Prime Email Type
e Email Address

e Prime Phone Type
e Phone Number

¢ SIN ldentifier

My Profile O

Please enter your name, address, telephone number(s), email addresses, and SIN
identdier m order 1o continue with the applicabon. This mformabion may be used to
contact yau regarding your application. Changes made o your contact detads on this
page wil be updated on all of the jobs you have applied 1o

Save |

Member Information

User Hama: bamzi
| Password:

‘ |

“First Name:
Middle Name:
{asthame: )

( l

*Country: Canada

‘Address 1

Address 2.

*City: “Province:
|"Pestal:

NOTE: there is an asterisk beside each field that is required.

You are only required to enter this information once. The next time you apply
online this information will be included in your application and you will only
be required to change it if necessary.

Continued on next page
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Completing and Submitting Your Application, Continued

Step 5 Click on the Save button.

Telephone Inquiries

Enter the drd, Bth, and 3th digits of vour Social Insurance Mumber. This information
will only be used to validate your identity when making telephone inquiries.

*SIN 123

Identifier

Feturn to Previous Page

Result: the Application Questionnaire page displays.

Step 6 Complete the Application Questionnaire page by selecting the applicable
answer.

Apply Now

Complete Application

Previous SAVE as DRAF| Subrmit Cancel Careers Home Next[r]

Application Questionnaire

Application Questionnaire
| am at least 18 years of age.
QO Mo
@ Yes

| am a Canadian Citizen or permanent resident and legally entitled to work in
Canada.

O Mo
® Yes

Continued on next page
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Completing and Submitting Your Application, Continued

Step 7 Click on the Save as Draft button to ensure your answers are saved.

Apply Now

Complete Application

g You have successfully saved a DRAFT copy of your application.

- PLEASE READ CAREFULLY -
DRAFT applications will not be considered for any posting. The SAVE as DRAFT

hutton is intended to save your entries to your current application and then return
to submit your application at anather time. In order to be considered, make sure

you SUBMIT your application prior to the JOB POSTING EMD DATE.

Previouf SAVE as DRAF|Y  Submit Cancel Careers Home Next[r]

Application Questionnaire

Step 8 Click on the Next link to continue.

Previous SAVE as DRAF| Submit | Cancel Careers HDme

Application Questionnaire

Result: the Resume Cover Letter page displays.

Continued on next page
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Completing and Submitting Your Application, Continued

Step 9 Complete the Resume Cover Letter page by either typing in the text box or
by copying and pasting from a Word document.

Apply Now

Complete Application

[{lPrevious SAVE as DRAF| Submit | Cancel | Careers Home MNext[v]

Application Questionnaire Cover Letter (OPTIONAL)

This optional section is available far you to provide your Cover Letter infarmation that will be
included with your anline resume.

NOTE: bullets/symbols used in a Word document appear as question marks
when text is copied and pasted. You are able to edit the question marks and
replace them with dashes for the bulleted text.

You are only required to enter this information once. The next time you apply
online this information will be included in your application and you will only
be required to change it if necessary.

Continued on next page
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Completing and Submitting Your Application, Continued

Step 10 To perform a spell check, click on the book icon located near the top right
corner of the Resume Cover Letter text box.

This optional section is available for you to provide your Cover Letter infarmation that will be
included with your online resurmne.

Dear Sir andfor Madam,
Please consider my application for upcoming Police Support positions.

| heliewe my current job skills and previous wark experience will complement
your arganization.

Sincerely,
Jdulia Roberts

Step 11 Click on the Save as Draft button to ensure your cover letter is saved.

Apply Now

Complete Application

4 You have successfully saved a DRAFT copy of your application.

--- PLEASE READ CAREFULLY -

DRAFT applications will not be considered for any posting. The SAVE as DRAFT
hutton is intended to save your entries to your current application and then return
to submit yaur application at another time. In order to be considered, make sure

wou SUBMIT yaur application priar to the JOB POSTING END DATE.

|I|Previou| SAVE as DRAF ! Submit | Cancel | Careers Home Next[v]

Application Questionnaire Cover Letter (OPTIONAL)

Continued on next page
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Completing and Submitting Your Application, Continued

Step 12 Click on the Next link to continue.

[Previous SAVE as DRAF|  Submit | Cancel Careers Home

Application Questionnaire Cowver Letter (OPTIONAL)

Result: the My Resume page displays.

Step 13 Use the scroll bar to the right of your screen to scroll down and complete the
applicable sections in the My Resume page.

Apply Now ( = )

Complete Application

[Elpravious SAVE as DReF|  Submit | Cancel | Careers Home  Naxe(3]

Application Questannalre Cover Lamar [OPTIONAL) My Rezume

My Preferences

Indicata your job praferances an thie page. Thie anables ue to search for your application
whan job opponunities matching your qualific ions bacoma avaiable

RegulariTemporary: |Edther 8
FulliPart-Time: Edther
ble for Shifrs: -

Pronida 3 wark sxparisnce including sxpariancs with Peal Ragional Palics) that you helisvs is
rafevant to 1he posdion for which you & applying

“fiou beanve ngt added arry employrment infomation 19 your miew application

] Add Work Expenence

Highest Education | A-Not Indicated -
Level:

Continued on next page
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Completing and Submitting Your Application, Continued

Step 14

Step 15

Provide your job preference by using the drop down arrow to select the
applicable option for the following fields:

e Regular/Temporary

e Full/Part Time

e Available for Shifts

My Preferences

Indicate your job preferences on this page. This enables us to search for your application
when job opportunities matching your qualifications become available.

Regular/Temporary: Regular i
Full/Part-Time: Full-Time v

I

Available for Shifts:

Click on the Add Work Experience link to add your work history.

Provide all work experience (including experience with Peel Regional Police) that you believe is
relevant to the position for which you are applying.

My Work Experience
ou have naot added any employment infornation to your news application.

Add Waork Exneriencel

Result: the Add Employment History page displays.

Continued on next page
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Completing and Submitting Your Application, Continued

Step 16 Enter your employment details in the Add Employment History page:

e Start Date
e Employer
e Job Title

Add New Application
Add Employment History

Save & Return ‘ Save & Add Mure| Cancel ‘ Return to Previous Page

*“Start Date: 05/30/200° )

End Date: B (Mote: leave blank if currently employed.)
*Employer: |OF'F'

*Job Title: |CDmmunicatiDr

Responsibilities &
Job Description:

Step 17

Enter the End Date (if applicable).

Enter Employment Details

“Start Date: 05/30/200

End Date: | [ (MNaote: leave blank if currenthy Empluyed.)l
*Employer: |OPF
*Job Title: |CDmmunicatiDr

Responsibilities A2
Job Description:

External Civilian Applicant

Continued on next page
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Completing and Submitting Your Application, Continued

Step 18 List your Responsibilities/Job Description by either typing in the text box or
by copying and pasting from a Word document.

Enter Employment Details
*Start Date: 05/30/200° )

End Date: [ (MNote: leave blank if currently employed.)
*Employer: |OF'F'

*Job Title: |CDmmunicatiDr

Responsibilities /- Police support for 811 calls. A2

Job Description: |- Determine sewverity of calls and redirect accordingly.

NOTE: bullets/symbols used in a Word document appear as question marks
when text is copied and pasted. You are able to edit the question marks and
replace them with dashes for the bulleted text.

Step 19 To perform a spell check, click on the book icon located near the top right
corner of the Responsibilities/Job Description text box.

Enter Employment Details
*Start Date: 05/30/2007

End Date: [ (MNote: leave blank if currently employed.)

*Employer: |OF'F'

*Job Title: |CDmmunicatiDr

Responsibilities /- Police support for 811 calls. @

Job Description: |- Determine sewverity of calls and redirect accordingly.

Step 20 Click on the Save & Add More button to add more work history.

Add New Application
Add Employment History

Save & Return I Save & Add Murel Cancel | Return to Previous Page

Continued on next page
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Completing and Submitting Your Application, Continued

Step 21 Click on the Save & Return button to go back to the My Resume page.

Add New Application
Add Employment History

Save & Feturn § Save & Add Mure‘ Cancel | Return to Previous Pace

Result: your employment details will default into the My Work Experience
section.

NOTE: you are only required to enter your employment details once. The
next time you apply online this information will be included in your
application and you will only be required to change it if necessary.

Provide all work experience (including experience with Peel Regional Police) that you believe is
relevant to the position for which you are applying.

My Work Experience
Employer Job Title Start Date |End Date r
PP Communicatior 05/30/2007
Taronta Police Recards Clerk 04/05/2004 D5/25/2007 'ﬁl
Step 22 Click on the Save as Draft button to ensure your work history is saved.
Apply Now

Complete Application

4 You have successfully saved a DRAFT copy of your application.

-— PLEASE READ CAREFULLY -
DRAFT applications will not be considered far any posting. The SAYE as DRAFT

button is intended to save your entries to your current application and then return
to submit yvour application at another time. In order to be considered, make sure

you SUBMIT vour application prior to the JOB POSTING END DATE.

IIlPreviouI SAVE as DRAF|! Submit Cancel Careers Horme Next[v]

Application Questionnaire Cover Letter (OPTIONAL] My Resume

Continued on next page

External Civilian Applicant 26



Completing and Submitting Your Application, Continued

Step 23 Select your Highest Education Level from the drop down arrow.
My Education |

Highest Education |G-Bache|ur's Lewel Degre(v ’
Level

You must indicate your highest completed education level on this page. Click the "Add Post-
Secondary Education History " link to provide details about your post-secondary education.
Mote that education may be a requirernent for the position(s) you have applied for and will be

used to determine if you meet the minimurn qualifications. Proof of education will be required
during the selection process.

You have not added any education information to your application.

[*+]Add Post-Secondary Education History

Step 24 To provide university or college information, click on the Add Post-

Secondary Education History link.

ou have not added any education infomation to your application.

[+]Add Post-Secondary Education History

Result: the Add Post-Secondary Education page displays.

Continued on next page
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Completing and Submitting Your Application, Continued

Step 25

Step 26

Enter your education details by completing the following fields:
e Country

e Province

e Institution

e Major

e Education Level

Add New Application
Add Post-Secondary Education

Save & Return | Save & Add MDrE| Cancel | Return to Previous Page

Enter Post-Secondary Education Details

Country Canada v
Province: Cntario v

lUse the Other fields to provide details of yvour education Major or Institution, if they are not in
the lists provided.

*Institution: |YDrI«<University

*Major: |Mass Communications
*Education |Bachelur of Arts v
Level:

Average [l Graduated

Grade:

NOTE: there is an asterisk is beside each field that is required.

Click on the Save & Add More button to add more education details.

Add New Application
Add Post-Secondary Education

Save & Return | Save & Add Morgll  Cancel Return to Previous Pags

Continued on next page
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Completing and Submitting Your Application, Continued

Step 27 Click on the Save & Return button to go back to the My Resume page.

Add New Application
Add Post-Secondary Education

Save & Feturn | Save & Add MDrE| Cancel | Return to Previous Page

Result: your education details will default into the My Education section.

NOTE: you are only required to enter your education details once. The next
time you apply online this information will be included in your application
and you will only be required to change it if necessary.

Highest Education |G-Bache|ur's Level Degree v|

Level:

You must indicate your highest completed education level an this page. Click the "Add Post-
Secondary Education Histary " link to provide details about your post-secondary education.
Mote that education may be a requirernent for the position(s) you have applied for and will be
used to determine if you meet the minimurn qualifications. Proof of education will be required
during the selection process.

Post-Secondary Education

Eachelor of Arts Mass Communications York University m

[+]add Post-Secondary Education History

Continued on next page

External Civilian Applicant 29



Completing and Submitting Your Application, Continued

Step 28 Click on the Save as Draft button to ensure your education details are saved.

Apply Now

Complete Application

4 You have successfully saved a DRAFT copy of your application.

-— PLEASE READ CAREFULLY -
DRAFT applications will not be considered for any posting. The SAYE as DRAFT

hutton is intended to save your entries to your current application and then return
to submit your application at another time. In order to be considered, make sure

you SUBMIT your application priar to the JOB POSTING END DATE.

EPreviouI SAVE as DRAF ! Submit Cancel Careers Home Next[r]

Application Questionnaire Cover Letter (OPTIONAL] My Resume

Step 29 Click on the Add Job Training link to add training course you completed or
are currently taking.

Provide details on any training courses you have taken that you believe is relevant to the
position for which you are applying.

You have not added any training infornation to your application.

Add Job Training I

Result: the Add Job Training page displays.

Continued on next page
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Completing and Submitting Your Application, Continued

Step 30

Step 31

Enter your job training details by completing the following fields:
e Course Title

e Institution

e Course Start Date

e Course End Date

Add New Application

Add Job Training

Enter Job Training Details

“Course Title: |Effective Communications

*Institution: |Ryersun Palytechnic University

*Course Start Date: [
Course End Date: [

Save & Return | Save & Add MDrE|

Cancel | Feturn to Previous Page

NOTE: there is an asterisk is beside each field that is required.

Click on the calendar icon to enter the dates for the following fields:
e Course Start Date
e Course End Date

Enter Job Training Details

“Course Title: |Effeu:tive Caommunications

*Institution: |Ryersun Faolytechnic University
“Course Start Date:
Course End Date: i

Result: an online calendar displays.

Continued on next page
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Completing and Submitting Your Application, Continued

Step 32

Step 33

Select the following information from the online calendar:
e applicable month

e applicable year

e date associated with the month and year

L &
ugust (2 2004(3)
S M T wT F 55
1
2345678
910 11 12 13[14] 15
16 17 18 18 20 21 22
23 24 25 26 27 28 29
30 31

@ Current Date [¥

Result: The date selected will default into the applicable date field.

Enter Job Training Details

“Course Title: |Effective Communications

*Institution: |Ryersun Palytechnic University
“Course Start Date: |03/07/199%%
Course End Date:  |12/16/188¢[

Click on the Save & Add More button to add more job training details.

Save & Return | Save & Add Morell  Cancel Return to Previous Page

Continued on next page
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Completing and Submitting Your Application, Continued

Step 34

Step 35

Click on the Save & Return button to go back to the My Resume page.

! Save & Return ISave & Add MDFE‘ Cancel ‘ Return to Previous Page

Result: your job training details will default into the My Training section.

NOTE: you are only required to enter your job training details once. The next
time you apply online this information will be included in your application
and you will only be required to change it if necessary.

Provide details on any training courses you have taken that you believe is relevant to the
position for which you are applying.

My Training

Training Institution Start Date

Effective Communications Ryersnr_w Polytechnic 09/071999 i}
University

[+]£dil Job Training

Click on the Save as Draft button to ensure your job training details are
saved.

Apply Now

Complete Application

4 You have successfully saved a DRAFT copy of your application.

-— PLEASE READ CAREFULLY -
DRAFT applications will not be considered far any posting. The SAYE as DRAFT

button is intended to save your entries to your current application and then return
to submit yvour application at another time. In order to be considered, make sure

you SUBMIT vour application prior to the JOB POSTING END DATE.

IIlPrevioul SAVE as DRAF|! Submit Cancel Careers Horme Next[v]

Application Questionnaire Cover Letter (OPTIONAL] My Resume

Continued on next page
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Completing and Submitting Your Application, Continued

Step 36

Click on the Add Licenses and Certificates link to enter the licenses and/or
certificates you have or are currently in the process of acquiring.

Click the "Add Licenses and Certifications” link to enter any licenses or cerifications relevant to

the job posting(s) for which you are applying. Please note that you will be requested to provide
proof of Licenses and Certifications during the hiring process.

My Licenses and Certificates
You have not added any licenses ar certificates to your application.

IAdd Licenses and Certificatesl

Result: the Add License or Certificates page displays.

Step 37 Enter your license and/or certificate details by completing the following
fields:

e License/Certificate

e Issued By

e License/Certification Number

e Date Issued

Add New Application
Add License or Certificates

License or Certificate Details

*LicenselCertificate | CPR - All Levels v |
Issued By: |Ontariu Health & Safety
LicenselCertification CPR24880

Number:

Date Issued: ]

Save & Return ‘ Save & Add MDFE‘ Cancel ‘ Return to Previous Page

NOTE: there is an asterisk is beside each field that is required.

Continued on next page
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Completing and Submitting Your Application, Continued

Step 38 Click on the calendar icon to enter the date for the Date Issued field.

License or Certificate Details
*Licensel/Certificate | CPR - Al Levels v |
Issued By: |Ontariu Health & Safety
Licensel/Certification CFR24680
Number:
Date Issued: ‘

Result: an online calendar displays.

Step 39

¢ applicable month
¢ applicable year

e date associated with the month and year

@ Current Date [¥

Select the issue date of the license and/or certificate from the online calendar

Result: The date selected will default into the Date Issued field.

License or Certificate Details

*LicenselCertificate | CPR - All Levels v |
Issued By: |Ontarin Health & Safety
License/Certification CPRZ46380

Date Issued: 07/02/200¢ )

External Civilian Applicant

Continued on next page
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Completing and Submitting Your Application, Continued

Step 40 Click on the Save & Add More button to add another license and/or
certificate.

Save & Return l Save & Add Mare I Cancel Return to Previous Pags

Step 41 Click on the Save & Return button to go back to the My Resume page.

I Save & Return I Save & Add MDrE| Cancel | Return to Previous Page

Result: your license and/or certificate details will default into the My Licenses
and Certificates section.

NOTE: you are only required to enter your license and/or certificate details
once. The next time you apply online this information will be included in
your application and you will only be required to change it if necessary.

Click the "Add Licenses and Certifications” link to enter any licenses or cerifications relevant to
the job posting(s) for which you are applying. Please note that you will be requested to provide
proof of Licenses and Certifications during the hiring process.

My Licenses and Certificates

License or Certification Date Issued License # Issued By

CPR - Al Levels 07/02/2009 CPR24680 g;}:t;'f Heath& g

[+]add Licenses and Certificates

Continued on next page
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Completing and Submitting Your Application, Continued

Step 42

Step 43

Click on the Save as Draft button to ensure your license and/or certificate
details are saved.

Apply Now

Complete Application

(2 You have successfully saved a DRAFT copy of your application.

--- PLEASE READ CAREFULLY ---
DRAFT applications will nat be cansidered far any posting. The SAVE as DRAFT

hutton is intended to save your entries to your current application and then return
to submit your application at another time. In order to be considered, make sure

you SUBMIT your application prior to the JOB POSTING END DATE.

IIlPreviouI SAVE as DRAF|! Subrmnit Cancel Careers Home Next[r]

Application Questionnaire Cover Letter (OPTIONAL) My Resume

Click on the Add Languages link to provide your language details.

Click the "Add Languages” link to list your language skills. Please note that if you are hired
and you have identified yourself as proficient in a language, you may be asked to provide
translation serices within the Peel Regional Police Service.

My Languages
You have not added any languages to your application.

IAdd Languagesl

Result: the Add Language page displays.

Continued on next page
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Completing and Submitting Your Application, Continued

Step 44

Step 45

Enter your language details by using the drop down arrow to select the most
suitable option for the following fields:

e Language

e Speaking Proficiency

¢ Reading Proficiency

e Writing Proficiency

Add New Application
Add Language

Enter Language Details

‘Language: Spanish v |
Speaking 3-High v

Proficiency:

Reading

Proficiency:

Writing

Proficiency:

Save & Retumn ‘ Save & Add Mure‘ Cancel ‘ Return to Previous Page

Click on the Save & Add More button to add more language details.

Save & Return I Save & Add Murel Cancel Return to Previous Page

Continued on next page

External Civilian Applicant 38



Completing and Submitting Your Application, Continued

Step 46

Step 47

Click on the Save & Return button to go back to the My Resume page.

Save & Return || Save & Add Mure‘ Cancel ‘ Return to Previous Page

Result: your language details will default into the My Languages section.

NOTE: you are only required to enter your language details once. The next
time you apply online this information will be included in your application
and you will only be required to change it if necessary.

Click the "Add Languages” link to list your language skills. Please note that if you are hired
and you have identified yourself as proficient in a language, you may be asked to provide
translation services within the Peel Regional Police Service.

My Languages

Speaking Reading
Language Proficiency Proficiency Pruf‘clen

Spanish J-High 2-Moderate 1-Lowy

[+]Add Languages

Click on the Save as Draft button to ensure your language details are saved.

Apply Now

Complete Application

2 You have successfully saved a DRAFT copy of your application.

-— PLEASE READ CAREFULLY -
DRAFT applications will not be considered for any posting. The SAYE as DRAFT

hutton is intended to save your entries to your current application and then return
to submit your application at another time. In order to be considered, make sure

you SUBMIT your application priar to the JOB POSTING END DATE.

IIlPreviouI SAVE as DRAF ! Subrmit Cancel Careers Home  Next[b]

Application Questionnaire Cover Letter (OPTIONAL] My Resume

Continued on next page
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Completing and Submitting Your Application, Continued

Step 48 Provide a proficiency level for each skill listed by using the drop down arrow
to select the most suitable option.

The following skillis) may be relevant to the job(s) for which you are applying. Please indicate
your proficiency level for each skill listed below. A proficiency rating selection must be made for
each skill listed.

sii |Proficiency

Knowledge of CAD |2—|ntermediate v J
M5 Access |D—Nune 7|
WS Excel |3—Advanced v |
WS Cutlook |3—Advanced v |
M5 PowerFoint | 1-Basic v |
WS Wyord |3—Advanced v |
CRIC Systems |3—Advanced v |
Step 49 Click on the Save as Draft button to ensure your proficiency levels for each

skill listed are saved.

Apply Now

Complete Application

2 You have successfully saved a DRAFT copy of your application.

-— PLEASE READ CAREFULLY -
DRAFT applications will not be considered for any posting. The SAYE as DRAFT

hutton is intended to save your entries to your current application and then return
to submit your application at another time. In order to be considered, make sure

you SUBMIT your application priar to the JOB POSTING END DATE.

|I|Previoul SAVE as DRAF|I Subrmit Cancel Careers Home  Next[¥]

Application Questionnaire Cover Letter (OPTIONAL] My Resume

Continued on next page
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Completing and Submitting Your Application, Continued

Step 50

Step 51

Enter your referral details by using the drop down arrow to select the
applicable option for the following fields:

e How did you find out about the job?

e Sub Source

e Specific Referral Source (type in additional referral details, if required)

Select a Referral Source and SubSource to indicate how you found out about our
organization by using the drop down list provided (e.g. Advertiserment and Radio). If you can
provide further detailed infarmation, please complete the Specific Referral Source field to
indicate those additional details (e.q. the Radio Station where you heard our
advertisernent). If you select Employee as your Referral Source, an additional Referral
Mame field will appear where you may type in the employee's name.

How did you find out about @

the job?

SubSource =

Specific Referral Source:

Are you a former O Yes @No
employee?

If an employee at Peel Regional Police referred you to this job opening then

enter his or her name in the Referral Name field.

Select a Referral Source and SubSource to indicate how you found out about our
organization by using the drop down list provided (e.g. Advertisement and Radio). If you can
provide further detailed information, please complete the Specific Referral Source field to
indicate those additional details {e.g. the Radio Station where you heard our
advertizsement). If you select Employee as your Referral Source, an additional Referral
Mame field will appear where you may type in the employee's name.

How did you find out about Employee v
the job?
SubSource he

Specific Referral Source:

Referral Name: Sherry Barnes I
Are you a former OYes @No
employee?

Continued on next page
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Completing and Submitting Your Application, Continued

Step 52 Indicate whether you are a former employee by selecting Yes or No.
Are you a former O Yes @®No
employee?

Result: if you select Yes, the Last Date of Employment field displays.

Step 53 Click on the calendar icon to enter the date for the Last Date of Employment
field.
Are you a former ®Yes O No

employee?
Last Day of Employment:

Result: an online calendar displays.

Step 54 Select the last date of employment at Peel Regional Police from the online
calendar:
e applicable month
e applicable year
e date associated with the month and year

August = 2003 ()

S M T W T F §
1

23456 78
810 11 12 13 [14]15
16 17 1819 20 21 22
23 24 25 26 27 28 29
30 31

@ Current Date [¥

Result: The date selected will default into the Last Date of Employment
field.

Are you a former ®Yes O No
2
Last Day of Employment: 07/11/1934 [:i}

Continued on next page
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Completing and Submitting Your Application, Continued

Step 55 Click on the Save as Draft button to ensure your referral details are saved.

Apply Now

Complete Application

4 You have successfully saved a DRAFT copy of your application.

- PLEASE READ CAREFULLY -

DRAFT applications will not be considered for any posting. The SAYE as DRAFT
hutton is intended to save your entries to your current application and then return
to submit your application at another time. In order to be considered, make sure

you SUBMIT your application priar to the JOB POSTING END DATE.

|1|Previoul SAVE as DRAF|! Submit Cancel Careers Home Next[r]

Application Questionnaire Cover Letter (OPTIONAL] My Resume

Step 56 Click on the Next link to continue.

Apply Now

Complete Application

[Previous SAVE as DRAF|  Submit Cancel Careers Horme

Application Questionnaire Cover Letter (OPTIONAL) My Resume

Result: the Additional Resume Information page displays.

Continued on next page
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Completing and Submitting Your Application, Continued

Step 57 Complete the Additional Resume Information page by either typing in the
text box or by copying and pasting from a Word document.

Apply Now

Complete Application

[{]Previous SAVE as DRAF| Submit Cancel Careers Home Next[v]

Application Questionnaire Cover Letter (OPTIONAL) My Resume Additional Info (OPTIONAL)

Additional Resume Information

This optional section is available for you to provide any additional information that was not
addressed in your Cover Letter and Online Resume. e.q., volunteer activities, awards, etc.

NOTE: bullets/symbols used in a Word document appear as question marks

when text is copied and pasted. You are able to edit the question marks and
replace them with dashes for the bulleted text.

You are only required to enter this information once. The next time you apply
online this information will be included in your application and you will only
be required to change it if necessary.

Continued on next page
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Completing and Submitting Your Application, Continued

Step 58 To perform a spell check, click on the book icon located near the top right
corner of the Additional Resume Information text box.

Additional Resume Information

This optional section is available for you to provide any additional infarmation that was not
addressed in your Cover Letter and Online Resume. e.g., volunteer activities, awards, etc..

My volunteer experience includes the following:
- Block Parent (2006 to current)

Step 59 Click on the Save as Draft button to ensure your additional information
provided is saved.

Apply Now

Complete Application

4 You have successfully saved a DRAFT copy of your application.

- PLEASE READ CAREFULLY ---

DRAFT applications will not be considered for any posting. The SAVE as DRAFT
hutton is intended to save your entries to your current application and then return
to submit your application at anather time. In order to be considered, make sure

you SUBMIT your application prior to the JOB POSTING END DATE.

[{IPrevious SAVE as DRAF| Submit Cancel Careers Home MNext[r]

Application Questionnaire Cover Letter (OPTIONAL}) My Resume Additional Info (OPTIONAL)

Continued on next page
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Completing and Submitting Your Application, Continued

Step 60

Step 61

Click on the Next link to continue.

Apply Now

Complete Application

[{]Previous SAVE as DRAF| Submit Cancel

Careers Home

Application Questionnaire Cover Letter (OPTIOMNAL) My Resume Additional Info (OPTIONAL)

Result: the My Resume Preview page displays.

Use the scroll bar to the right of your screen to review the information in the

My Resume Preview page.

Apply Now

Complete Application

i Pravious SAVE 35 DRAF|  Submit | Cancel | Carpers Home Mext

o

Application Ousstionnairs Covar Lemsr (OPTIONAL} My Resums Additianal info (OPTIOMAL) Preview

eel Regional Police My Resume Preview

Julia Reberts

Contact Information
Addvess: 35 Pony Valley Crescent Phone: 7057211234
Bame, oM Email: ulerobert s home. com

Cover Letter

iy application fir upcoming Palice Suppont postions

I b miy curment job skills and privious work sxperience will camplomant your srganization

Sincoral

Prior Work Exverlence

External Civilian Applicant

Continued on next page
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Completing and Submitting Your Application, Continued

Step 62 Review all information entered in your online application.
If a section is not complete, you can go Or, you can...
back and correct it by...
clicking on any of the following links: click on the Next and Previous
e Cover Letter (OPTIONAL) links to go back and make
e My Resume changes to your online
o Additional Info (OPTIONAL) application.

NOTE: you are able to print your Resume Preview page and review it on
hard copy by selecting: File > Print > in your Internet browser.

Step 63 Click on the Preview link to go back to the My Resume Preview page and
review the changes you made.

Apply Now

Complete Application

[{]Previous SAVE as DRAF| Submit Cancel Careers Home MNext[v]

Application Questionnaire Cover Letter (OPTIONAL}) My Resume Additional Info {OPTIONAL

Continued on next page
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Completing and Submitting Your Application, Continued

Step 64 Click on the Save as Draft button to ensure the changes you made are saved.

Apply Now

Complete Application

& You have successfully saved a DRAFT copy of your application.

--- PLEASE READ CAREFULLY ---

DRAFT applications will not be considered for any posting. The SAVE as DRAFT
button is intended to save your entries to your current application and then return
to submit your application at another time. In order to be considered, make sure

wou SUBMIT wour application prior to the JOB POSTING END DATE.

EPrevioEE SAVE as DRAF|! Submit Cancel Careers Home Mext

Application Questionnaire Cover Letter (OPTIONAL) My Resume Additional Info (OFPTIONAL) Preview

Step 65 Click on the Submit button to submit your application.

Apply Now

Complete Application

[{Previous SAVE as DRAF Cancel Careers Horne  MNext

Application Questionnaire Cover Letter (OPTIONAL) My Resume Additional Info (OPTIOMAL) Preview

Result: the Submit Confirmation page displays.

Continued on next page
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Completing and Submitting Your Application, Continued

Step 66 Confirm you have provided all relevant information pertaining to the job
opening by reviewing the Resume Validation Results in the Submit
Confirmation page.

Apply Now
Submit Confirmation

Confirm the completeness of your application:

Resume validation  ‘iew Full Fesume ):

results Preview
©  Cover Letter (OPTIOMNAL) Section - completed.
© My Waork Experience Section - completed.
©  Post-Secondary Education Section - completed.

My Licenses and Certificates Section - has not been completed [Warning].
My Skills Section - completed.

My Languages Section - completed.

My Training Section - campleted.

2 Additional Info (OPTIOMNAL) Section - completed.

©0 006

Verification Step:

Please review any warnings listed above to confirm you have completed all areas of
your anling resume which are relevant to the position for which you are applying.

When you are satisfied select the acknowledgment below and then press Submit.

If vou need to make changes use the Return to Previous Page link at the bottomn of this
page.
[l have verified the completeness and accuracy of My Resume.

M Feturn to Previous Page

Continued on next page
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Completing and Submitting Your Application, Continued

Step 67 If you need make a change:
e Click on the View Full Resume Preview link to go back to the My
Resume Preview page.
¢ Repeat steps 61 to 64.

Confirm the completeness of your application:
Resume validation § Yiew Full Besume }:
results ( Preview

Cover Letter (OPTIONAL) Section - completed.

My Work Experience Section - completed.

Post-Secondary Education Section - completed.

My Licenses and Certificates Section - has not been completed Warning].
Wy Skills Section - completed.

My Languages Section - completed.

Wy Training Section - completed.

Additional Infa (OFPTIOMNAL) Sectian - completed.

©000Oe000

Step 68 The Verification Step in the Submit Confirmation page validates that you
reviewed your online application, are satisfied with the completeness of it,
and are ready to submit your application.

Select the checkbox “I have verified the completeness and accuracy of My
Resume”.

Verification Step:
—

Please review any warnings listed ahove to confirm you have completed all areas of
your anline resume which are relevant to the position for which wou are applying.

When you are satisfied select the acknowledgment below and then press Submit.

If vou need to make changes use the Return to Previous Page link at the bottorm af this

ge.
( .have verified the completeness and accuracy of My Resume.

.

m Feturn to Previous Fage

Continued on next page
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Completing and Submitting Your Application, Continued

Step 69 Click on the Submit button to continue.

Verification Step:

Please review any warnings listed ahove to confirm you have completed all areas of
your anline resume which are relevant to the position for which wou are applying.

When you are satisfied select the acknowledgment below and then press Submit.

If vou need to make changes use the Return to Previous Page link at the bottorm af this
page.

M1 have verified the completeness and accuracy of My Resume.

IE Return to Previous Page

Result: the Equal Opportunity Survey Invitation displays.

Step 70 The Equal Opportunity Survey Invitation defaults to the “I wish to
participate” option.

Select the answers that apply to you.

Submit Online Application O

Equal Opportunity Survey Invitation

A Puel Reganal Palice we val
of thought, purspectse, expen:

Ay because we undurstand the strengths that drorsity
i talend bnmg 1o 1he acknivement of our mesgion, i
smportant 10 us thal out work ermionmont £ free of discrimination and that our processes and
practices ae free of bias and systemie barmers, To accomplish Uhis @ i importart thal we
undurstand and can manilar, the changing demographics of our workfarce and apphcants for
ermploymund, AN apphcants are therefore asked to parlicmate m this selidentiication sury to
provide us with an accurale infmation base. Complotion of thes survey 15 voluntary

The infarmation calloctd is reconded confidonially and is used solofy for diorsity planning and
ripnrting. Access 10 thi information is nestrictod 10 thos indsaduabs with this respansiisty. All
nporing i arigatie ensring that the identit b e nol compramisid
By fillng o wy . you arw granting i the ngh mation for thi abime
notid pairpose. Any quistions concurming this form should bo dieciod 1 th Manages of
Corparate Recuting and Diewlopmont, Human Resources of to the Director of Human
Resources.

@1 wish te participate O | wish to decline

= Voluntary Self Identification
Pluase road each of the following quostions carofully and check 1ho respanso that apgbos 10
you
MNote: Click on each question for more detalled explanations.
1. Pleasw indicate your sex:
' Male = Female

* 2. Please indicate whether you are an Aboriginal persen:
OYes = He

Continued on next page
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Completing and Submitting Your Application, Continued

Step 71 If you previously participated in this survey, then select the option “I wish to
decline”.

Equal Opportunity Survey Invitation

At Peel Regional Police we value diversity because we understand the strengths that diversity
of thought, perspective, experience, and talent bring to the achievernent of our mission. It is
important to us that our work environment is free of discrimination and that our processes and
practices are free of bias and systemic barriers. To accomplish this it is important that we
understand and can monitar, the changing demographics of our workforce and applicants far
employment. All applicants are therefore asked to participate in this sel-identification survey to
pravide us with an accurate infarmation base. Completion of this survey is voluntary.

The information collected is recorded confidentially and is used solely for diversity planning and
reparting. Access to the information is restricted to those individuals with this responsibility. All
reparting is done in aggregate ensuring that the identities of individuals are not compromised.
By filling out this survey, you are granting us the right to utilize the information for the above
noted purpose. Any guestions concerning this form should be directed to the Manager of
Corporate Recruiting and Development, Human Resources or to the Director of Hurman
Resources.

O wish to participate @ | wish to decline

Step 72 Review the Terms and Agreement section.

Terms and Agreements

Applicants to Peel Regional Police will be required to successfully complete a
background check and criminal investigation, including employment, personal
references and verification of education, prior to any offer of employment being
extended.

'l agree to these terms C | do not agree to these terms

| Cancel ‘ Feturn to Previous Page

To confirm your agreement to these terms and agreement, select the option “I
agree to these terms”.

Terms and Agreements

Applicants to Peel Regional Police will be required to successfully camplete a
background check and criminal investigation, including employment, personal
references and verification of education, prior to any offer of employment being
extended.

@® 1 agree to these termsIOI do not agree to these terms

Submit | Cancel ‘ Return to Previous Page

Continued on next page
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Completing and Submitting Your Application, Continued

Step 73 Click on the Submit button.

Terms and Agreements

Applicants to Peel Regional Police will be required to successfully complete a
background check and criminal investigation, including employment, personal
references and verification of education, prior to any offer of employment being
extended.

@1 agree to these terms C | do not agree to these terms

| Cancel Feturn to Previous Page

Result: the My Applications page displays.

Step 74 Confirm that the status of your application submitted is “Application
Received”.
My Applications

™ You have successfully submitted your job applicatian.

My Applications

Display applications |LastYear v| Refresh |

from:

Application |Statu:

Future Opportunity-PoliceSuprt Application Received

Firstl4] Previous| Nest[-] Last

Application Date

18/14/2008
2:27PM

Step 75 Confirm that you received an email in your Inbox stating “Your online
application has been successfully submitted”.

Subjeet: Were arine spph aton b een Autteytuly wbedted
Dear Julia Roberts,

This email is automatically generated and is intended for notification purposes only. Please do not respond to this email as a reply will
not be provided.

Thank you for your application for the position(s) of:

00125-Future Opportunity-Policesuprt

with the peel Regional Police Service.

In the event that any of your contact or other application information changes, please return to the Peel Regional Police Employment
website at www,peelpolice,ca to ensure that we have your current information. vYou may revisit this website at any time to view the status

of your application.

This site works best with Internet Explorer version 5.5 or higher. Please be sure to disable your popup blocker, if enabled, before
logging on to the site.

If you have additional questions, please contact Human Resources at 905-453-2121 extension 4112.

End of Procedure

External Civilian Applicant



Logging in as a Returning External Civilian Applicant

Purpose The purpose of this section is to provide the steps to successfully log in as a
Returning External Civilian Applicant.

Quick Follow these steps to log in as a Returning External Civilian Applicant.
Reference
Procedure Step Action

1 Go to the Login section of the Civilian Careers home page.
2 Enter your login details in the following fields:

e User Name

e Password

3 Click on the Login button.

Result: the Careers Welcome page displays.

Detailed The following pages provide the detailed procedure for logging in as a

Procedure Returning External Civilian Applicant, and include pictures of the Online
Application.

Step 1 Go to the Login section of the Civilian Careers home page.

Civilian Careers

W Areyou looking for a rewarding and challenging career serving your
Zommunity?

ver one third of our police service is comprised of Civilian members.
The contribution made by our civilian support staff is vital to the
Service's mandate of providing the citizens of Brampton and
Mississauga with the highest quality of policing in the mast efficient
and effective manner.

Enter your user name and passwaord to login. If you have not click here to Reaister,

vet registered,
Basic Job Search

Keywords: User
Posted: |Last Maonth w Name:
Password:

Search | Advanced SearchSearch Tips .
Q b Login | Login HelpRedister Mo

Continued on next page
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Logging in as a Returning External Civilian Applicant, Continued

Step 2 Enter your login details in the following fields:
e User Name
e Password

Enter your user name and passwaord to login. If you have not
vet registered,

Basic Job Search

Keywords:| User |Ju|ia Raberts
Posted:  Last Month v | Name:

Password:|"""u
w Advanced SearchSearch Tips

click here to Renister.

Login | Login HelpRegister Moy

Step 3 Click on the Login button.

Enter ywour user name and password ta login. If you have not
vet registered,

Basic Job Search

Keywords:|
Posted: | Last Month v|

Search Advanced SearchSearch Tips

click here to Feqgister.

User |Ju|ia Fobherts
Name:
Password:|""""

Login HelpREegister Mow

Result: the Careers Welcome page displays.

End of Procedure
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Updating the My Profile page

Purpose The purpose of this section is to provide the steps for updating the My Profile
page.
Quick Follow these steps to update the My Profile page.
Reference
Procedure Step Action
1 Click on the My Profile link in the Careers Home Welcome
page.

Result: the My Profile page displays.

2 The My Profile page contains your contact information.

Use the scroll bar to the right of your screen to scroll down and

make any necessary changes to your contact information.

3 Click on the Save button.

Result:

¢ You will receive an email in your Inbox stating you updated
your contact information.

e The Careers Home Welcome page displays.

4 From the Careers Home Welcome page, you are able to perform

the following actions:

¢ Re-apply to the same job opening to provide additional
information not previously supplied in your original on-line
application.

e Apply to a new job opening.

o Apply to multiple job openings at once.

Detailed The following pages provide the detailed procedure for updating the My
Procedure Profile page, and include pictures of the Online Application.

Continued on next page
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Updating the My Profile page, Continued

Step 1 Click on the My Profile link in the Careers Home Welcome page.

Careers Home
Welcome Julia

Usze the links below to review andfor update information that you provided as part of the
application process.

Basic Job Search My Career Tools

Ke]rwords:| 5 Applications

Posted: | v | IM Frofile I
search | Advanced SearchSearch Tips

Current Postings (use next/previous to view additional postings)

First[<] Previous| MNext[r] Lastw]

l_ Opened Posting Title Job 1D Department

[ 08/14/200g Eulkre Onoortunity- 300336 HR Adrministratian
PoliceSuprt

[ 10/02/2008 Euture Cpportunity - [T 300126 HF Administration

[] 10/02/2008 Future Opportunity - HE 300123 HRE Administration

[ 10/2/200g SUture Opportunity- 300127 HR Adrministration
Management

O] 10/02/2008 Efl“re Opportunity-Public 555155 HR Adrministration

Select AllDeselect | |
All

Result: the My Profile page displays.

NOTE: reference the Logging in as a Returning External Civilian Applicant
section of this document for the associated steps.

Continued on next page
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Updating the My Profile page, Continued

Step 2 The My Profile page contains your contact information.
Use the scroll bar to the right of your screen to scroll down and make any
necessary changes to your contact information.

My Profile O
‘fou can update your name, address, telsphane number(s), emad addresses, and SIN

identifier here, This mformation may be used to contact you regarding your application
Changes made to your contact detals on this page will be updated on all of the jobrs you
have applied to

=i Retum tn Previcus Page
Member Infarmation
User Name: |uliz roberts
[Password: _Change Passeord A
“First Name: Julla
Middle Name:

['Last Name: Roberts

“Country: Canada -

“Address 1: |35 Summer Valley Crescent

Address 2:

“City: Bame “Province: Ontano -
|Postal: Lam 0T

Step 3 Click on the Save button.
My Profile

ou can update your name, address, telephone number(s), email addresses, and SIk
identifier here. This infarmation may be used to contact you regarding vour application.
“hanges made to vour contact details on this page will be updated on all of the johs yaou
have applied to.

Feturn to Previous Page

Result:

e You will receive an email in your Inbox stating you updated your contact
information.

e The Careers Home Welcome page displays.

Subject: Your contact information has been successhully updated

Dear  Julia Roberts, 3

This email is automatically generated and is intended for notification purposes only. Please do not respond to this email as a reply will
not be provided.

Thank you for updating your contact information

The caresr site works best with Internet Explorer version 5.5 or higher. To upgrade to the latest version of Internet explorer, click
here: www microsoft.com/windows/iefdefault . mspx

Please be sure to disable your popup blocker, if applicable, before logging on to the career site.

some internet links referenced in this email may not appear as a hyperlink due to restrictions from your internet provider, please copy
and paste the path information into the address line of your browser in order to access the page,

1f you have additional questions, please contact the Recruiting Bureau at: 9@5-453-2131 extension 4118 or 4154,

Continued on next page
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Updating the My Profile page, Continued

Step 4

From the Careers Home Welcome page, you are able to perform the

following actions:

¢ Re-apply to the same job opening to provide additional information not
previously supplied in your original on-line application.

o Apply to a new job opening.

o Apply to multiple job openings at once.

Careers Home
Welcome Julia

Usze the links below to review andfor update information that you provided as part of the
application process.

Basic Job Search My Career Tools
Ke]rwords:| 5 Applications
Posted: | v | fty Profile

search | Advanced SearchSearch Tips

Current Postings (use next/previous to view additional postings)

First[<] Previous| MNext[r] Lastw]

l_ Opened Posting Title Job 1D Department

[ 08/14/200g Eulkre Onoortunity- 300336 HR Adrministratian
PoliceSuprt

[ 10/02/2008 Euture Cpportunity - [T 300126 HF Administration

[] 10/02/2008 Future Opportunity - HE 300123 HRE Administration

[ 10/2/200g SUture Opportunity- 300127 HR Adrministration
Management

O] 10/02/2008 Efl“re Opportunity-Public 555155 HR Adrministration

Select AllDeselect | |
All

NOTE: reference the Completing and Submitting Your Online Application
section of this document for the associated steps.

End of Procedure
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Saving a Draft of Your Application

Purpose

Save as Draft
Button

Required to
Submit
Application

The purpose of this section is to explain what the Save as Draft button is used
for.

Any time when applying online, you can use the Save as Draft button to save
a copy of your online application.

Apply Now

Complete Application

4 You have successfully saved a DRAFT copy of your application.

--- PLEASE READ CAREFULLY ---
DRAFT applications will not be cansidered for any posting. The SAVE as DRAFT

button is intended to save your entries to your current application and then return
to submit your application at another time. In order to be considered, make sure

wou SUBMIT wour application prior to the JOB POSTING END DATE.

EPreviouI SAVE as DRAF I Submit Cancel Careers Home MNext

Application Questionnaire Cowver Letter (OPTIONAL) My Resume Additional Info (OPTIONAL) Preview

NOTE: using the Save as Draft button ensures the information you entered
for your current application is saved, after which you are able to return to
your online application to complete it at a later date.

You are still required to submit your online application (prior to the job
posting end date) in order to be considered for the job for which you are

applying.
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Completing Your Application that was Saved as Draft

Purpose The purpose of this section is to provide the steps to complete your online
application that was saved as draft.

Quick Follow these steps to complete your online application that was saved as
Reference draft.
Procedure
Step Action
1 Go to the Civilian Careers home page and log into the Online
Application.

Result: the Careers Welcome page displays.

2 Click on the Applications link in the My Career Tools section.

Result: the My Career Tools page displays.

3 Review the status of each application listed:

e The status of Application Incomplete identifies that the
application was saved as draft.

e The status of Application Received identifies that the application
was submitted.

4 Click on the Application link (e.g. job opening title) to open your

online application that was saved as draft.

Result: the Application Questionnaire page displays.

5 Complete and submit your online application prior to the job

posting end date.

Result: after submitting your application, the status will change to

Application Received.

Continued on next page
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Completing Your Application that was Saved as Draft,
Continued

Detailed The following pages provide the detailed procedure for completing your

Procedure online application that was saved as draft, and include pictures of the Online
Application.

Step 1 Go to the Civilian Careers home page and log into the Online Application.

Civilian Careers

™ Are you looking for a rewarding and challenging career serving your
Zommunity?

ver one third of our police service is comprised of Civilian members.
The contribution made by our civilian support staff is vital to the
Service's mandate of providing the citizens of Brampton and
Mississauga with the highest quality of policing in the mast efficient
and effective manner.

Enter your user name and passwaord to login. If you have not click here to Reaister,
vet registered,

Basic Job Search

Keywords: User Julia Roherts

Posted: ||_ast Manth v Name:
Password; *sesssss

Search | Advanced SearchSearch Tips .
Q b Login | Login HelpRedister Mo

NOTE: reference the Logging in as a Returning External Civilian Applicant
section of this document for the associated steps.

Result: the Careers Welcome page displays.

Continued on next page
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Completing Your Application that was Saved as Draft,
Continued

Step 2 Click on the Applications link in the My Career Tools section.

Careers Home
Welcome Julia

lUse the links below to review and/or update information that vou provided as part of the
application process.

Basic Job Search My Career Tools
Keywords:| 3 Applications

Posted: | v |

Search | Advanced SearchSearch Tips
Current Postings (use next/previous to view additional postings)

First[4] Previous) Mesxt[v] Last)]

[ 08/14/2009 ELD“”L‘JSSOU”?”“”W' 300336 HR Administration
] 10/02/2008 Future Opportunity - 1T 300126 HR Administration
] 10/02/2008 Euture Dpportunity - HE 300123 HFE Administration
O] 10/02/2008 W 300127 HR Administration
] 10/02/2008 Efl“re Opportunity-Public  gnp10g HR Administration

Select AllDeselect ‘ ‘
All

Result: the My Career Tools page displays.

Continued on next page

External Civilian Applicant 63



Completing Your Application that was Saved as Draft,
Continued

Step 3 Review the status of each application listed:

o The status of Application Incomplete identifies that the application was
saved as draft.

¢ The status of Application Received identifies that the application was
submitted.

My Career Tools

Julia Roherts
35 Pony Valley Crescent
Barrie QN L4M 0%7

Edit Profile

My Applications

Display applications | Last Year v | Refresh |
from: First'<] Previous| Next[r| Last
Application |Statu: Application Date
- ] Application 08202009
Future Opportunity - HE Incomplete 0PN
Future Opportunity-PoliceSuprt Application Received Séégﬁﬂﬂg
Future Opportunity-Public Fel Application Received DMDHDDQ
1:39F M
Step 4 Click on the Application link (e.g. job opening title) to open your online

application that was saved as draft.

My Applications

Display applications | Last Year

" | Refresh
from:

First4] Previous| Next[r] Last
Application |Status Application Date

y _ Application
Future Oppartunity - HR Incomplete

Result: the Application Questionnaire page displays.

Continued on next page
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Completing Your Application that was Saved as Draft,
Continued

Step 5 Complete and submit your online application prior to the job posting end
date.

Apply How

Complete Application

Previous SAVE a5 ORAF|  Submt | Concel | Camarsiiome Mest(s]

Application Questlonnalre Cover Lerrer (OPTIOMAL) My Resume Additonal Info (OPTIONAL) Preview

Application Questonnalre

| am at least 18 years of age.

O No

& Yes

| have never been convicted of a criminal effence, or if conviered. | have
received a full pardon.

O No

& Yes

NOTE: reference the Completing and Submitting Your Online Application
section of this document for the associated steps.

Result: after submitting your application, the status will change to
Application Received.

My Applications

™ You have successfully submitted your job applicatian.

My Applications

Display applications | Last Year v | Refresh |
from: First'<] Previous| Next[r| Last
|Ali|:atinn |Statu: Application Date
) i — . [18/21/2009
Future Cpportunity - HE Application Received 19 9B
Future Opportunity-PoliceSuprt Application Received ?Séégﬁﬂﬂg
Future Opportunity-Public Fel Application Received ?aéggﬁuue

End of Procedure
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Adding Additional Information to an Application with a Status
of Application Received

Purpose The purpose of this section is to provide the steps to add additional
information to an online application with a status of Application Received.

Quick Follow these steps to add additional information to your online application
Reference with a status of Application Received.
Procedure
Step Action
1 Go to the Civilian Careers home page and log into the Online
Application.

Result: the Careers Welcome page displays.

2 To add additional information to an application with a status of
Application Received, you must re-apply to that job opening and
submit your changes prior to the job posting end date.

Result: when re-applying, you will receive a warning message
stating that you have already applied to this job opening; do you
wish to re-apply?

3 Click on the OK button to continue, complete the required
updates, and then submit your changes prior to the job posting end

date.
Detailed The following pages provide the detailed procedure for adding additional
Procedure information to your online application with a status of Application Received,

and include pictures of the Online Application.

Continued on next page
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Adding Additional Information to an Application with a Status
of Application Received, Continued

Step 1 Go to the Civilian Careers home page and log into the Online Application.
Civilian Careers

™ Are you looking for a rewarding and challenging career serving your
Zommunity?

ver one third of our police service is comprised of Civilian members.
The contribution made by our civilian support staff is vital to the
Service's mandate of providing the citizens of Brampton and
Mississauga with the highest quality of policing in the mast efficient
and effective manner.

Enter your user name and passwaord to login. If you have not
vet registered,

Basic Job Search

click here to Renister.

Keywords:|

User \uliz Roberts
Name:
Password:»sesssss

Login | Login HelpRedister Mo

NOTE: reference the Logging in as a Returning External Civilian Applicant
section of this document for the associated steps.

Posted: ||_ast Month v

Search Advanced SearchSearch Tips

Result: the Careers Welcome page displays.

Continued on next page
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Adding Additional Information to an Application with a Status
of Application Received, Continued

Step 2 To add additional information to an application with a status of Application
Received, you must re-apply to that job opening and submit your changes
prior to the job posting end date.

Current Postings (use next/previous to view additional postings)

First[«] Previous| MNext[v] Last]

[ 08/14/2008 E,Etlfcreesaunﬂm“”‘“" 300336 HR Adrinistration
[] 10/02/2008 Future Opportunity - [T 300126 HRE Administration
10/02/2008 Euture Opportunity - HE 300123 HF Administration
O] 10/02/2008 W 300127 HR Adrministration
[] 10/02/2008 Eﬁ“re Opportunity-Public  g5p155 HR Adrinistration

Select AllDeselect  Sawve Johs
All

Apply NDW|

Result: when re-applying, you will receive a warning message stating that
you have already applied to this job opening; do you wish to re-apply?

Step 3 Click on the OK button to continue, complete the required updates, and then
submit your changes prior to the job posting end date.

ou have already applied to job number 300123 - Future Opportunity - HR. Would vou like to apply again?

QK | Cance||

NOTE: reference the Completing and Submitting Your Online Application
section of this document for the associated steps.

End of Procedure
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Creating a Saved Search Job Agent

Purpose The purpose of this section is to provide the steps on how to create your
personal saved search job agent.

Once set up is complete, you will be notified by email (by the Online

Application) of any current job openings that match your job search criteria.

Quick Follow these steps to create your personal job search agent.
Reference
Procedure Step Action
1 Go to the Civilian Careers home page and log into the Online
Application.
Result: the Careers Welcome page displays.
2 Click on the Job Search link in the Careers Home Welcome
page.
Result: the Job Search page displays.
3 Select the job type by clicking on the option in the Select Job
Families list.
Result: the job type selected will highlight in blue.
4 Select the Date Posted option for the Display Results Sorted By
field, and then click on the Save Search button.
Result: the Save Search page displays.
5 Complete the following fields:
e Name your search
e Select the Use As Job Agent check box
e Enter your business email address in the Send Job Agent
notification to field
Click on the Save Search button.
6 My Saved Searches page contains the Saved Search job agent
you just created.
Click on the Run Search button to see if a current job opening
matches your search criteria.
7 If a job opening matches your Saved Search job agent, then the
Online Application will automatically generate and send you an
email in your Inbox with the applicable job opening(s) currently
posted.
Detailed The following pages provide the detailed procedure for creating your personal
Procedure job search agent, and include pictures of the Online Application.

External Civilian Applicant

Continued on next page
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Creating a Saved Search Job Agent, Continued

Step 1

Go to the Civilian Careers home page and log into the Online Application.
Civilian Careers

"W Are you looking for a rewarding and challenging career serving your
Community

Crwer ane third of our police service is comprized of Civilian members.
The contribution made by our civilian support staff is vital to the
Service's mandate of providing the citizens of Brampton and
Mississauga with the highest quality of policing in the most efficient
and effective manner.

Enter your user name and password to login. If you have not click here to Register.
vet registered,

Basic Job Search

Keywords:|
Posted: |Last Month v

3earch | Advanced SearchSearch Tips

User \Julia Roberts
Name:
Password:|""""

Login | Login HelpRegister Moy

NOTE: reference the Logging in as a Returning External Civilian Applicant
section of this document for the associated steps.

Result: the Careers Welcome page displays.

Continued on next page
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Creating a Saved Search Job Agent, Continued

Step 2 Click on the Job Search link in the Careers Home Welcome page.

Careers Hom¢=22 My Saved JobsMy Saved SearchesMy Career ToolsLogout

Careers Holne
Welcome Julia

IUse the links below to review andfor update information that you provided as part of the
application process.
Basie Job Search

My Career Tools

Keywords:| 5 Applications
Posted: | V| Iy Profile

Search Advanced SearchSearch Tips

Current Postings (use next/previous to view additional postings)

First[«] Previous| MNext[v] Last]

[ 08/14/2008 E,Etlfcreesaunﬂm“”‘“" 300336 HR Adrinistration
[] 10/02/2008 Future Opportunity - [T 300126 HRE Administration
[ 10/02/2008 Euture Opportunity - HE 300123 HF Administration
O] 10/02/2008 W 300127 HR Adrministration
[] 10/02/2008 Eﬁ“re Opportunity-Public  g5p155 HR Adrinistration

Select AllDeselect | |
Al

Result: the Job Search page displays.

Continued on next page
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Creating a Saved Search Job Agent, Continued

Step 3

Select the job type by clicking on the option in the Select Job Families list.

Job Search

Use this page to search for Job Postings using one ar mare of the Search Criteria option:
pravided. Having trouble finding postings using the Advanced Job Search? Click the
Search Tips link for some helpful tips.

Advanced Job Search

Search ‘ Clear‘ Save Search‘ Basic Search Tips

Search

Select Job FRP Human Resources
Families: IPRF Information Technoloogy
FRF Paolice Support Services
PRF Puhlic Relations =
PRF Supervisory / Management ¥
Full/Part Time: | v |
Regular/Temporary: | hd |

Job Opening ID: |

Find Jobs Posted |Last tonth v |
Within:
Display Results | v |
Sorted By:
Search ‘ Clear‘ Save Search‘ Basic Search Tips
Search

Result: the job type selected will highlight in blue.

NOTE: to broaden your search results, leave the following fields blank:
e Enter Keywords

e Full/Part Time

e Regular/Temporary

e Job Opening ID

e Find Jobs Posted Within

Continued on next page
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Creating a Saved Search Job Agent, Continued

Step 4 Select the Date Posted option for the Display Results Sorted By field, and
then click on the Save Search button.

Advanced Job Search

Search ‘ Clear‘ Save Search‘ Basic

search Tips
Search
Enter Keywords: |
Sele_c_t Job FPRP Human Resources ~
Families: PRF Information Technolog -

FREF Paolice Suppaort Services

PRF Puhlic Relations =
PRF Supervisory / Management ¥

Full/Part Time: | v |

Regular/Temporary: | hd |

Job Opening ID: |

Find Jobs Posted |Last Month v |
_Within:

Display Results |Date Posted  + ||

Sorted By: I

Search ‘ Clear‘ Save Search‘ Easic
Search

Search Tips

Result: the Save Search page displays.

Continued on next page
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Creating a Saved Search Job Agent, Continued

Step 5

Step 6

External Civilian Applicant

Complete the following fields:

e Name your search

¢ Select the Use As Job Agent check box

e Enter your business email address in the Send Job Agent notification to

field

Click on the Save Search button.

Save Search

Use this page to save your search criteria for future use (persaonal
searches can he selected from the search page) or set it up as a Job
Agent soyou can be notified of new postings that match your criteria.

*Name your search: |F'U|ic:e Suppart
Use As Job Agent
Send Job Agent [julia.ruber‘[s@hume.cnm

notification to:

My Saved Searches page contains the Saved Search job agent you just
created.

Click on the Run Search button to see if a current job opening matches your
search criteria.

My Saved Searches 0

Saved Searches and Job Agents

Saved Search Created On |Job Agent Email Address Run Search

POLICE SUPPORT 2009-08-20 julia roberts@home.com Edit Delete ‘

Feturn to Previous Pagedob Search

NOTE: you can use the Edit link to change your current search criteria or the
Delete link to delete your Saved Search and create another one.

Continued on next page
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Creating a Saved Search Job Agent, Continued

Step 7

If a job opening matches your Saved Search job agent, then the Online
Application will:

e Display the results found in the Job Search page.

e Send you an email in your Inbox with the applicable job opening(s)
currently posted.

Job Search

lUse this page to search for Joh Postings using one or more of the Search Criteria options
pravided. Having trouble finding postings using the Advanced Job Search? Click the
Search Tips link for some helpful tips.

Use Saved | v | Search‘

Search

* Click icon to view Advanced Search criteria

[ 1 Results Found

Search Results

Select AllDeselect ‘ ‘ First “IPrevious! Next[r] Last
All
Select|Created Posting Title ob Family Location
Future Opportunity- PEF Folice HF
L] WEiicZ0e PoliceSuprt S Support Services  Administratig

Select AllDeselect ‘ ‘
All

NOTE: if a job opening does not match your search criteria (at the time you
ran the search), then the Online Application will automatically send you an
email when a job opening that matches your search criteria is posted.

End of Procedure

External Civilian Applicant
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Change History

Change History The following is a list of changes made to this document:

Date Change Author

10-Feb-09 | Initial Release Sherry Barnes

21-Aug-09 | Completed Info-mapping document | Sherry Barnes
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