
Applying for Job 
Tips on how to apply for a job “online” 



Click on Jobs 



Once you have chosen the job that you want to apply for you will  

Click Apply Online. 



All first time applicants must register first.  To do this you will enter 

your desired username and password and then click on New User. 

Jane Doe 

******* 



You will complete the questions – you can see where you  

are in the process by looking at the left hand menu (under 

profile) – the page that you are currently on will be Bold. 



You will continue on through the application and will see the Green Check 

beside the sections that have been completed properly. 



Once you have completed the application you can upload your resume by 

clicking upload documents here. 



Now you will click on Browse to 

find your resume.  Once you 

have located it you will click 

Upload. 



You will know the upload was successful when you see your document here 

JaneDoeResume.docx 



Now you are 

ready to submit 

your application 



You will receive this message once your application has been  

Successfully submitted.   



You will also see the positions that you have applied for in your 

application history. 


