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About My Account

After you are logged in, the "Careers Home" page contains links and tools to
* Resumes - Create and edit resumes and cover letters.

« Personal Contact Information - Edit contact and login information.

« Job Application History - View details of previous job applications.

« Browse and Search Jobs - View current job postings.

« Job Flashes - Receive automatic emails of new job postings that meet specified criteria.

Edit My Contact Info

To change contact information such as name and address or login information

« Login to the Careers area of the website.

« Click the "Edit My Contact Info" link on the "Careers Home" page.
« Make changes to the contact information.

« Click the "Next" button.

* Make changes to the address and user profile information.

« Click the "Save" button.

My Job Flashes

"Job Flashes" save specified search criteria so that it can be easily reused. If desired, Job Flashes also send you
automatic email notifications of new job postings that meet specified criteria.

Creating a Job Flash

To create up to 3 Job Flashes

« Login to the Careers area of the website.

« Click the "New Job Flash" button on the "Careers Home" page.

Note: The button is not visible if the maximum of 3 Job Flashes has been reached.
« Enter the search criteria.

« Type the name of the Job Flash.

« Select the frequency to indicate how often email notifications will be sent.

« Click the "Save" button

Running a Job Flash Search

: U
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To view jobs matching the criteria in a Job Flash
« Login to the Careers area of the website.
¢ Click the Run link in the row of the desired Job Flash on the "Careers Home" page.

Viewing or Editing a Job Flash

To view or edit a Job Flash

« Login to the Careers area of the website.

« Click the name of the Job Flash on the "Careers Home" page.
« If desired, make changes.

« Click the "Save" button

Deleting a Job Flash

To delete a Job Flash

« Login to the Careers area of the website.

¢ Click the "Delete" link on the "Careers Home" page.

Quick Job Search

To quickly search jobs

« Login to the Careers area of the website.

« Type a keyword(s) to search for jobs containing the keyword(s).

« Click the "Search" button.

« Click the title of a job posting to display it. To sort the search results, click the desired column heading.

See also
Applying for a Job

View My Job Applications

To view details of previous job applications and make notes

« Login to the Careers area of the website.

« Click on the "View My Job Applications" link on the "Careers Home" page.

« To write and store notes, click the "Notes" link in the same row as the desired job application.
« In the "Notes" window that opens, type the notes.

« Click the "Save and Close" button.
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Au sujet de mon compte

Une fois en ligne, la Page d'Acceuil de CarriA'res contient des liens et des aides pour:

« CrA©ez et rAGvisez vos CVs et lettres de couverture.

« Mettez A jour votre information d'ouverture et votre information personnel.

« Visionnez les dA®tails de votre histoire de demande d'emploi.

* Visionnez et faites des recherche d'emplois parmi les emplois courants.

« Les Flashes d'Emploi - Recevez des courriers AGlectroniques automatiques pour les nouveaux emplois en ligne qui
remplisse vos dACtails de critA'res.

Reviser mes details personnels

Pour changer vos dA®tails personnel comme vos dAGtails d'ouverture de session, votre nom ou votre adresse
« Mettez vous en ligne A la page d'Acceuil

» Choisissez 'RA©visez Mon Information De Contact'.

» Faites les changements nA©cessaires A vos dA®Gtails personnel.

* Cliguez sur Suivant.

« Faites vos changements d'adresse et de dA®tails d'utilisateur.

* Cliquez sur Sauvegarder.

Mes Flashes d'Emploi

"Les Flashes d'Emploi" sauvegardent les critAres de recherches spA©cifiA®©s pour qu'ils puissent Adtre facilement
rAoutilisA©s. Si dACsirA©, les Flashes d'Emploi peuvent vous envoyer des notifications courrier AGlectronique
automatique sur les nouveaux emplois basA®©s sur les critA res indiquA®©s.

CrA®©es des Flashes d'Emploi

Vous pouvez crA®er jusqu'A 3 Flashes d'Emplois Mettez vous en ligne A la page d'Acceuil.
¢ Cliguez le bouton "Nouveaux Flashes d'Emploi".

Notez : le bouton n'est pas visible si le maximum de 3 Flashes d'Emploi a AGtA®© atteint.

« Entrez dans les critA'res de recherche.

* Inscrivez le nom du Flashes d’Emploi.

« Indiquer combien de fois les notifications de courrier AGlectronique seront envoyA®es.

* Cliguez le bouton de "Sauvegarder"

Faire une recherche avec un Flashes d'Emploi

Pour voir les emplois correspondant aux critAres d' un Flashes d'Emploi

« Mettez vous en ligne A la page d'Acceuil.

« Cliquez commencer sur la ligne du Flashes d'Emploi dA©sirA©.

Visionner ou RA®viser un Flashes d'Emploi,

Pour voir ou rA©viser un Flashes d’Emploi

» Mettez vous en ligne A la page d'Acceuil.

* Cliquez sur le nom du Flashes d'Emploi.

« Si dA©sirA©, faites des changements.

* Cliquez le bouton "Sauvegarder"

o
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Effacer un Flashes d’'Emploi

Pour effacer un Flashes d'Emploi

« Mettez vous en ligne A la page d'Acceuil.

« Cliquez "Effacez" sur la ligne correspondant au Flashes que vous voulez effacer.

Recherche d'emploi rapid

« Mettez vous en ligne A la page d'Acceuil.

« Inscrivez un ou plusieurs mot-clA©s pour chercher des emplois les contenant.

¢ Cliquez le bouton de "Chercher".

« Cliquez le titre d'un emploi pour l'afficher. Pour classer les rA©sultats de recherche diffA©remment, cliquez I'en-tAdte
de la colonne dAGsIrAC.

A voir aussi
Demandez un emploi

Visionner mes demandes d'emploi

Pour voir les dA@tails des demandes d'emploi prA©cA©dentes et faire des notes

« Mettez vous en ligne A la page d'Acceuil.

« Cliquez "Regarder Mes Demandes d'Emploi".

« Pour ajouter des notes, cliquez 'Notes' sur la ligne correspondent A I'emploi dA©sirA®©./li>

« Inscrivez votre Note dans la fenA?tre qui s'ouvrit " Cliquez "Sauvegarder et Fermer la fenAdtre".
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Au sujet de mes CV

"Mes CVs" contient des listes de resumes actifs et inactifs, ainsi que les lettres d'accompagnement standard liA©es aux
CVs.

Employez "Mes CVs " pour

« CrA©ez un nombre illimitA© de resumes en ligne.

« A%oditez les CVs existants.

« CrA©ez les lettres d'accompagnement pour chaque CVs.

* Activez ou desactivez les CVs.

* Effacer les CVs.

» Exportez les CVs vers d'autres formats, tels que "Word", "PDF" et "HTML".
Voyez A©galement

Est-ce que je peux envoyer mon CVs dans un autre format?

Mettre en vigueur et effacer un CV

PlutA't que d'Adtre effacer, un CV peut Adtre dA©activA© de sorte qu'il puisse Adtre facilement rA@utilisA© A I'avenir.
Le contenu d'un CV inactif peut A2tre modifiA©, mais il ne peut pas Atre lu par des employeurs. Les CVs inactifs
peuvent facilement Adtre rA©activA©s A tout moment.

Inactivation d'un CV

» Mettez vous en ligne A la page d'Acceuil.

* Cliguez "Mes CVs".

* Cliquez le lien"actif" sur la ligne du CV en question.

Effacer un CV

» Mettez vous en ligne A la page d'Acceuil.

* Cliquez sur "Mes CVs".

* Cliquez le nom du CV dAGsirA©.

* Cliquez le bouton "Effacez".

« Cliquez "Oui, Effacer" pour effacer A toujour le CV.

CrA®©er une lettres d'accompagnement

Il existe deux types de lettres d'accompagnement - gA©nACral et travail-spA©cifique. Les lettres d'accompagnement ne
sont pas obligatoires pour faire une demande d'emploi, mais elles sont recommandA®©es.

1. Lettres d'accompagnement GA©nAGrales

Les lettres d'accompagnement gA©nA®rales sont associA©es A un resume existant et ne sont pas habituellement
visA©es pour

un emploi particulier, Si une lettre d'accompagnement gA©nAGrale existe, elle est automatiquement incluse quand vous

faites une demande d'emploi A moins qu'une lettre d'accompagnement travail-spA©cifique soit crA©ACe.
Pour crA©er une lettre d'accompagnement gA©nACrale

« Mettez vous en ligne A la page d'Acceuil..

* Cliqguez "Mes CVs"

« Cliquez "Ajouter" le lien sur la ligne du CV dAG©sirA©.

o
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» Coupez, collez ou crA©ez votre lettre d'accompagnement dans la case appropriA©e.

« Cliquez le bouton "Sauvegarder'Pour A©diter une lettre d'accompagnement gA©nACrale, cliquez "AGditent" le lien A
la page de "Mes CVs".

2. Lettres d'accompagnement Travail-SpA©cifiques

les lettres d'accompagnement Travail-spA©cifiques sont crA©A©es quand vous faites un demande pour un emploi
particulier et sont habituellement visA©es spA@©cifiquement A cet emploi. Si une lettre d'accompagnement
travail-spA@©cifique n'est

pas crA©ACe, la lettre d'accompagnement gA©nACrale, si elle exist, est automatiquement incluse avec I'application.
Pour crA©er une lettre d'accompagnement travail-spA©cifique, voyez Demander un emploi.

CrA®er un CV en ligne

CrA®©er un CV devrait prendre environ quinze minutes si vous avez deja crA©e un CV.

Pour crA©er un CV en ligne

« Mettez vous en ligne A la page d'Acceuil.

* Cliguez "Mes CVs".

« Cliquez le bouton"CrA©ez nouveau CV".

« A%ocrivez les dAGtails de CV sur la page "Information GA©nAGral" et cliquez "Suivant”.

« Choisissez les qualifications A partir des diverses AGtiquettes des qualifications Matrix si dA©sirA©. Cliquez le
"prochain” bouton. (voyez Matrice de CompA®tences).

Note : Si aucune qualification n'est choisie, passez A I'AGtape 7 aprA’s avoir cliquA®© "aprA’s".

« Si des qualifications AGtaient choisies, indiquez le niveau de compA©tence appropriA© pour chaque compAGtence
choisie en cliquant les boutons par radio correspondants. Cliquez le "Suivant" bouton.

» Le copy et la pA¢te ou dactylographient le texte de resume dans les champs correspondants. Utilisez les outils au
dessus de la boA®te des textes Composition de CV.

» Cliquez le bouton "PrA©-vision".

Note : Seulement un objectif est exigA®© (*).

Confirmez que toute l'information est correcte. Pour faire des changements, choisissez le bouton appropriA© et faites
les changements dA©sirACe.

Une fois fini, cliquez "Sauvegarder" pour terminer.

Voyez A©galement

Faire acte de candidature pour un travail

Est-ce que je peux envoyer mon resume dans un autre format?

"vous avez le travail non fini!" Que ce moyen ?

CrA©er un CV : Technique et Conseils

Choix d'une profession

Ce choix est trA’s important pour le succA’s d'une demande d'emploi. La profession choisie pour un resume
dAotermine quelles compAGtences sont disponibles dans la Matrice de CompA®©tences. Et les compA©tences choisies
aident les employeurs A trouver et examiner les resume.

Fabrication des choix multiples pour un champ

Des choix multiples peuvent Aétre faits pour le type champ du travail.

HIREGROUN
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Texte De Composition De Resume

CrA©ant un resume en collant le texte dans les diverses boA®tes des textes sur la page "texte" , le style du text ne peut
Aatre maintenu. Pour empA2cher l'apparition de caractA res A©tranges, sauvegardez votre texte en texte simple avant
de la coller dans la boA®te de textes. Le code de HTML peut A2tre employA© pour accentuer les mots (caractA'res en
gras par exemple), ou les blocs de texte.

Choix Des CompA®Gtences,

Choisissez les compA®©tences sous une ou plusieurs AGtiquettes dans la Matrice de CompA®©tences pour crA©er un
resume qui ressort de la foule. (voyez Matrice de CompA®©tences). Pour trouver une CompA®©tence spAGcifique,
cliquez le lien "Recherche par CompA®©tence" pour apprendre quelle AGtiquette la compA©tence est dessous.

Si la compA®©tence ne peut pas A?tre trouvA©e, cliquez "Demande de CompA®©tence".

Soyez sA»r de fournir une courte description de la compA©tence.
Note : A€ moins qu'un profil soit sauvA®©, il demeurera inachevA®© et
page de mes resumes A la".

vous avez le travail non fini "avertir apparaA®tra”

RA®viser un CV

Pour RAGviser un CV

« Mettez vous en ligne A la page d'Acceuil.

* Cliguez "mes CVs".

« Cliquez le CV dAGsirA®©.

» Cliquez "RA®viser" en haut de la page.

« Choisissez le bouton appropriA®© et faites les changements dA©sirACs.

« Une fois fini, cliquez "Sauvegarder" en bas de la page de "PrA©-vision".

Note : Sile CV AGtait employA© dans des demandes d'emploi prA©cA©dentes, ces demandes d'emploi sont
automatiquement mises A jour avec la version la plus rA©cente du resume.

Voir A©galement: "Vous Avez du Travail InachevA©!" Qu'est ce que A8a veut dire?

RAOviser les compA®Gtences

Pour rA®viser les compA®©tences d'un resume en utilisant la Matrice de CompA®©tences:

» Mettez vous en ligne A la page d'Acceuil.

* Cliguez "Mes CVs".

* Cliquez le CV dAGCsirA©.

» Cliquez "RA®©viser" en haut de la page.

* Cliquez le bouton "Matrice de CompA®©tences".

« Choisissez ou dA©@sA®Clectionner les compAGtences dans les catA©gories de compA©tence dACsirA©es en cliquant
I'Actiquette appropriA©e et puis en cliquant la case A cAtA© de la compA®©tence appropriA©e. Cliquez "Suivant" une
fois fini.

« Indiquez le niveau de compA®©tence appropriA© pour chaque compA®©tence choisie en cliquant les boutons radio
correspondants. Cliquez "Suivant" une fois fine.

« Pour terminer cliquez "Sauvegarder" en bas de la page de "PrA©-vision".
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La Mise en page d'un CV

Pour changer la mise en page d'un texte, tel que caractA'res gras, italiques etc. CrA®er un CV en ligne, utilisez les
outils A ce but au dessus des boA®tes de textes du resume.Conseils De Compositions Quand vous copiez et collez le
contenu d'un autre programme tel que Microsoft Word, sauvegardez d'abord le document comme fichier texte (txt),
rouvrez le, et puis copiez et collez le contenu dans les boA®tes de textes appropriA©es. Ceci empAache les rA©sultats
imprAGvisibles de mise en page en enlevant tous les caractA'res de contrA’le existant.

« Faite la mise en page du texte en dernier, aprA’s avoir finis de composer la description.

« Pour ne pas avoir d'espace entre vos paragraphes, maintenez la touche MAJ. lorsque vous appuyez sur la touche
Enter.

« Pour modifier la mise en page utilisez les outils en dessus de la boite de texte.

Choisir les CompA©tences A base de la Matrice de CompA®©tences.

La "Matrice de CompA®©tences" est une liste de CompA©tences industrie-spA©cifiques classA©es par catA©gorie. Les
CompAotences disponibles dA©pendent sur la profession choisie lors de la crA®ation d'un CV.

Chaque AGtiquette de la Matrice de CompA®©tences reprA©sente une catA©gorie diffAGrente d'oA! vous pouvez faire
votre choix. Les compA®©tences peuvent Adtre choisies d'une ou plusieurs catA©gories.

Voyez A©galement Pourquoi est-ce que je devrais choisir des qualifications A partir de la 'Matrice de
CompA®tences'?,CrA©er un resume en ligne.

G
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About My Resumes

"My Resumes" contains lists of all active and inactive online resumes as well as standard cover letters associated with
each resume.

Use "My Resumes" to

¢ Create an unlimited number of online resumes.

« Edit existing resumes.

« Create cover letters for each resume.

« Activate or inactivate resumes.

 Delete resumes.

« Export resumes to other formats, such as Word, PDF and HTML.

See also
Can | send my resume in another format?

Activating and Deleting a Resume

Rather than being deleted, a resume may be inactivated so that it can be easily reused in the future.

When marked as "Inactive," a resumes content may be modified , but it cannot be read by employers. Inactive resumes
can easily be reactivated at any time.

Inactivating a Resume/b>

« Login to the Careers area of the website.

« Click the "My Resumes" button or link on the "Careers Home" page.
« Click the "Active" link in the row of the desired resume.

Deleting a Resume/b>

« Login to the Careers area of the website.

« Click the "My Resumes" button or link on the "Careers Home" page.
« Click the name of the desired resume.

« Click the "Delete" button.

« Click the "Yes, Delete" button to confirm the deletion.

Creating a Cover Letter

Two types of cover letters exist - general and job-specific. Cover letters are not required when applying for a job, but are
recommended.

1. General Cover Letters
%
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General cover letters are associated with one existing resume and are usually not targeted for a specific job. If a general
cover letter exists, it is automatically included when applying for a job unless a job-specific cover letter is created.

To create a general cover letter

* Login to the Careers area of the website.

* Click the "My Resumes" button or link.

* Click the "Add" link in the row of the desired resume.

» Copy and paste or type the cover letter in the appropriate text box.
* Click the "Save" button at the bottom of the page.

To edit a general cover letter, click the "Edit" link on the "My Resumes" page.
2. Job-Specific Cover Letters
Job-specific cover letters are created when applying for a particular job and are usually targeted specifically at that job. If

a job-specific cover letter is not created, the general cover letter, if it exits, is automatically included with the application.

To create a job-specific cover letter, see Applying for a Job.

Creating an Online Resume

Creating a resume should only take about fifteen minutes if you have a current resume available.

To create an online resume

* Login to the Careers area of the website.

* Click the "My Resumes" button near the top of the page.

* Click the "Create a New Resume/b>" button.

« Enter the resume specifics on the "Resume Details" page and click the "Next" button at the bottom of the page.

* Select skills from the various tabs of the Skills Matrix if desired. Click the "Next" button. (See Selecting Skills from the
Skills Matrix).

Note: If no skills are chosen, go to step 7 after clicking "Next".

« If skills were selected, indicate the appropriate skill level for each skill chosen by clicking the corresponding radio
buttons. Click the "Next" button.

» Copy and paste or type the resume text into the corresponding fields. Use the tools at the top of the text box when
formatting the resume/a>.

* Click the "Preview" button.

Note: Only an Obijective is required (*).

« Confirm that all the information is correct. To make changes, select the appropriate button near the top of the page and
enter the desired information.

» When finished, click the "Save" button at the bottom of the "Preview" page.

8 H|REGROUN
,,‘ c areet-rws

23




2. My Resumes
é'b'plicéht-track'i'ngﬁsyé"téfh

See also

Applying for a Job

Can | send my resume in another format?

"You have unfinished work!" What does that mean?

Creating a Resume: Tips & Techniques

Selecting a Profession

This field is very important to the success of a job application. The profession chosen for a resume determines which
skills are available in the Skill Matrix. And the skills selected in the Skills Matrix help employers to find and examine the
resume.

Making Multiple Selections for One Field
Multiple selections may be made for the Job Type field.

Formatting Resume Text

When pasting text into the various text boxes on the "Text" page while creating a resume, some formatting (such as
bullets) may not be retained. To prevent strange characters from appearing, save the text in plain text format before
pasting it into the text box. HTML code may be used to bold words, create bulleting lists and apply other formatting
styles.

Selecting Skills
Select skills under one or more tabs in the Skills Matrix to create a resume that stands out. (See Selecting Skills From

the Skills Matrix).

To find a specific skill, click the "Skill Search" link to learn which tab the skill is under. If the skill cannot be found, click
the "Request a Skill" link. Be sure to provide a brief description of the skill.

Note: Unless a profile is saved, it will remain incomplete and a "You have unfinished work!" warning will appear on the
"My Resumes" page.

Editing a Resume

To edit a resume

* Login to the Careers area of the website.

* Click the "My Resumes" button or link.

* Click the name of the desired resume.

* Click the "Edit" button near the top of the page.

: U
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* Select the appropriate button near the top of the page and make the desired changes.

» When finished, click the "Save" button at the bottom of the "Preview" page.

Note: If the resume was used in previous job applications, these job applications are automatically updated to include
the most recent version of the resume.

See also
"You have unfinished work!" What does that mean?

Editing skills using the Skills Matrix

To edit skills in a resume using the Skills Matrix

* Login to the Careers area of the website.

* Click the "My Resumes" button or link.

* Click the name of the desired resume.

* Click the "Edit" button near the top of the page.

* Click the "Skills Matrix" button near the top of the page.

* Select or deselect skills in the desired skill categories by clicking the appropriate tab and then clicking the checkbox
next to the appropriate skill. Click the "Next" button at the bottom of the page.

« Indicate the appropriate skill level for each skill chosen by clicking the corresponding radio buttons. Click the "Next"
button.

» When finished, click the "Save" button at the bottom of the "Preview" page.

Formatting a Resume

To apply formatting such as bolding, italics etc. when creating an online resume/a>, use the formatting tools at the top of
the resume text boxes.

Formatting Tips

* When copying and pasting content from another program such as Microsoft Word, first save the Word document as a
plain text (.txt) file, reopen it, and then copy and paste the content into the appropriate text boxes. This prevents
unpredictable formatting results by removing any existing formatting.

* Apply formatting last, after all of the content for the job description has been entered.

* To create paragraphs without space between them, hold the Shift key down while pressing the Enter key.

» To remove formatting, use the "Remove formatting" tool.
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Selecting Skills from the Skills Matrix

The "Skills Matrix" is a list of categorized, industry-specific skills. The skills available depend on the profession chosen
when creating a resume.

Each tab in the Skills Matrix represents a different category of skills to choose from. Skills may be chosen from one or
more skill categories.

See also

Why should | select skills from the Skills Matrix?
Creating an Online Resume/a>.

: G 1 GROUND




2. &™'c8,ax¥az e

B CORPORATE SOLUTIONS

applicant-tracking system

4...%38%7™ 3, A+¥azZt

"e S, ALYAT TR ACE. . Aecae »AS CS,, A vae »AS C8,A00 (O, CREAZ TR EA. . 38" CS, ot &eEAL |.
Alhe G e CE, AEYAT TR ™ AT

o 8»0Cce— E™e§ fape°E1ecS, AR 6 ™Mec®EAZ T

o CY—0¥4'8-"802"¢8,cREAZT.

* 8 % +4,2CREAZTA» ¢, 80 (EHL |.

o @€ e —aYs CREAZTA e »8S .

+ & é™ogREAZT.

. &Y ALOCEEAZTAA.. [A® e VidYie, 4%4A!, Word, PDF &'E HTML.

é., e §.
& A»¥C " 80lA €a VidYashe' €€ ™ ¢S, CREAZ TE—?

@ E€R »CREAZ T —aYse Ald, s »aS”

& 7epU-8" 6™o, CREAZTeC«e®Y4E 04, sce »AS 8°+as A»¥Ace & Teee¥atec" .

vt e®¥44,° "4, see »aS "ee—1, CREAZ TGS, AT... A1y A»¥el«d, ®ee™, AYaTa, e fYet«é>Ta »caed ™.
& e »aS ¢S, CREAZTAs Ar¥ice ar»alsree—TaE™et«étee—"aes € ».
A°TCREAZTE®YE 8, v »8S"

o CTM»3Yeed et e (EEjUéeC.

o« Qoo "aet, @ (EA, »Ej "G, taT» "ee ™S, A1 YA T " e E%eE R & ZRZY.

* 408" CREAZ Tar%oEace & (EG,at» "a »aS™ & ZaeZ¥.

& é™ac®EAZT

o CTM»3Lsed et @e(EEj € C.

o 402 "ot Be(EA, »6 "G, 18T » "ae™ ¢S, 81 XA Te ™" ee(E%eé'®ae —&¢ Zae Y.
o GYAT»CREAZTaseCE".

e ¢laf» "a" é™n" e(E%E'®.

e ¢At» "™, & é™n" e(E%E'®CiRA®SA” é™n,

&’°at ™aet,e«Eay

®m%od, ac8ecet e Ea | - €E5C" ¢S, &' EA "¢V CS,. ¢3¢ e EaYorre—Taet,ee(Ed, (8, 2™ Ac,...6)»CS,, a¥staZ el c .
1. é€5¢" et e EAL

E€3¢" st 0o (E4 8 EA,€4,28-"802C8,CREAZTA. .. 38274, "8, *& 1c%o AR5 ¥alhoe. 8),ae7008,€4,26€5¢ st e« (E4  ja-"ace",
¢3e -a Yavseeee—Ta®fava5et2aS ACE. . A« ¢3¢ At ...,

€™oée7aee%od, €4,°¢ ¥A - ¥alL0ec%old «at ™cS, set,ee(Ed s, ja-"ae .

@lege’° 4T ™Z €8°+6€5¢" et e (EA(
* C™M»3Lsed et e (EE[Ié0C.

HIREGROUND

carese

27

,,‘



2. &™'c8,ax¥az e

ébplic\aht-tr'ackxi'ngﬁsyé"‘[éfﬁ

* G1at» " ™S, a1 ¥aZ e " e E%E' R —&¢ zarZY.

* G,1aT»CREAZ Tae%oCace &GS, "ae-»aS " &¢ zaZY.

» Ao a2t —ajteece &' EcTe @& -3, 4.. . ¥aet,e«E4s |.
e Ao éjUéetE, e—1¢,1at» "di va- " e (E%E'®.

@leCYu—RY4' 8, €8°0EE€5C rt, 2ol |, A0 "™ CS, A1 ¥AZ TR "éjuéeCC, lat» "as P &¢ ZaeZY.

2. &-¥aYed ‘¢ aet,ee AL

8-¥aYh008 ¢ et 0o (Edy joe” AR (0 e Y 4, 28 (EaYseae—ar0C« G, A, "8, "6— 6 & 18 ¥ ¥4l €EAT ™S,
a4}, @eZee?joee%od, €4,24,°4-¥as0ed, “é— at ™¢s, et 8o (E4  ja-"ace”,

€€5¢" et,8+(Ea, | (4],8200a- A0 )A°+aVSEC«AE. .. d«ame ¢3¢ -asjat....
Ble8»OCcd, €4, 28 ¥aYo00d "¢ tet, 0o (B |, &° 08¢ ("38 4 €4, 20 (EaYse.

a»°c e o CREAZT

&l eez008Ys se%o@¥ileee%oCZ°a0e ¢S,CREAZT, é,£418»0c«d, €4,2808 ¢O CREAZ TAs2é €154 TE'Y

@led»Oc«<é, €8,2800¢O¢ CREAZ T

* C™»aLhed aet, ee(EE{UESC.

« A02 B Z¥e¢ '€i1cS,EiTc« an, g, lat» "™ cs,at¥az te| ™ e E%E'®.

o Glat» "8 faveced, €arviae—"at¥az " eeE%eé'®.

« 400" "cREAZ TR Ter " éjUeYa A, . ¥CREAZ TC%la®3As jeee , G, TasZc 1 af»a0e éjuéeta, @—1cS, "4, & €ae-¥" E%E'®.
* & ezoeéoe€lle, A»ZeSELfYACYOE A, -GS, €% @R SERf Y. ¢, T8°Z¢,1at» "4, & €e-¥" @ E%€'®. (&e,&8¢
a»ZaeSERfYACYOE YA, -6€%oe O SERfY5).

®3', & eZoeee?isee %% ©rSERfYs, ¢ 1aT» "8 <A, Ea-¥" 87834 T a-¥.

* & se70eee0e %% @R SERfYs, ¢ taT»ame%bod...3ee— GO E%E’ ®aeE T8, c8aeSERf14CS,Ci®& T &L,
C,&sZc,Y&t» "4 <4, Ea-¥" eeE%E'®.

¢ 4027¢>,8...3¢{l0@48 -2 v&'ECTe @ Y4 4. . ¥CREAZ Tee—ta-—. Vs éoEe!e A ICREAZTC%o aYae®¥e®) se—T,
aYec G eYsA.. ¥ TéiTc« G5, A¥A. ...

. C1&1» "6¢,88™ EE%E'®.

2%, alaem%hd ¥aleo®ae tae” as...eaeEcs, (¥).

* Ci®e®uaeY%o€ar %oy jce ce-£Ci®. ec¥eleds®ae™,

E€%oe©8[ECE{TC« 005>, a...3eE %€ ®ATEYa"a.. . ¥are%od. . .3a¢ jaee

« 3@Ea ve—T, G 1af»A0e" "6¢,88™" i, @e—1cS, "ac A" e E%eE'®.

&e,280

384 €4, 20 (EaYse

8 B»¥C" 8. TARf e VallVasde' 6o ™ C8, A1 ¥AZ TR —?
"z, aee%iee?a®(Ear A ¥alme!" e ar€al e, ee€e?

HIREGROUND

carese

28

,-l



2. &™'c8,ax¥az e

ébplic\aht-tr'ackxi'ngﬁsyé"‘[éfﬁ

& 7a%%0ec®EAZTa e SE€A-§

€€%oce«©OA €4,%4,"4,8

& ™A, 2610>@8 18 -¥alaeg e -ae «aS Y4, Z8elaece%ea¥s an8a. .. 3¢3».
4,€4,2CREAZTEE%oar OGS, 4, 8, A T3a®3A°TAce e SER fLA0YOE A, -&s €€%0CS, 2 SER Y4,
EEER ™MA%EE%oa OGS, aSELf 1L ™ ®ASOE T4, »& »ae%e¥sd EREEEAECREAZT.

80874, €4 %6{10@RY4 Y. . ¥ANSA 26E%06 !
A-¥aYL0eCt»aZ<As a»¥ae™ AnSE€%oEil.

A 1cREAZTee—1a—C%o aYaedE—
avs ar»°c««c®EAZTa tee—ta-—cze e—fa-—e¥"a.. . ¥" éjucS, e—Fa-—aejtae—1, 4,€4%a YuaVse (8344}, dceteef)
Ae ef YLl cefYeic a-". ,°a°Ta,-e®©a¥;tae€a<;s,,ae—:ta——a:t°(;2°,

é°Tae—1:é——a»¥g°_ae—;taeoe—|ae 1Aé1/4-a(;-é “atecTe & ae—ta-—aeita,-. HTML 8»£¢ 8¢ a»¥a°tae—1a-—=a"¢>—
a»°cwdceteefa™—ei &' Ea°'¢"a...1a®f e VadVasdVaser -.

"°"o " “we

é€%oe©SERf1s

a»ZaeSERfYACYOE YA, -6€%oe©d €8 2o —8n3E 2o SER f1LEEAYL: AYs C8,CREAZTCAaT0. (&e,880
a»ZeSERf1acYOE UEEKoR O SER[YA).

@lege%o¥sd €4,2C %o a®SCS, e SER YL, C,1aT» "seeceg CarSERfYL" &¢ZeeZ¥a7»e7 cY¥aSER flra0e 8 a8, 20», 8«4, ..
&l seZea%o¥sd, &, ¢Lat» "a-»a&S & €4 2e—@SEeflL" & 7@ZY.
& -8Sjdc ... 4, e SER fYrapeea¥nd €4,2CREACS, 20008 °.

&, eifeiaviSe” ea®EsR (> 138 t«as 8-, A" "a ¢S, A+ ¥aZTe| "éjuaYs AY4Scoed e
"8, %o e?A®Eae *a ¥als0e!" &-14'SatocZe.

4c @@ Ic®EAZT

@ledy ®ae"Ic®EAZT

s C™»3Y%ed e, (EE[éC.

* G1at» " ™cS,at¥aZ e " e (E%eE' R —&¢ zaeZY.

* Glat»ae%oEe|od, Pae ¢S, cREAZT.

o GlAt»aeZ¥e s 'EjuéeCéifc CS, "as P eE%E'®.

e Q02 éjéeta, SEf E€%oce©EmER! ¢S, e E %€ ®e >ejEEoeER!CS, 8¢ ®ar™.
e A®EaR 87, &0 "E¢,28™ éjud, @e—1C,tat» "dc A" @ E%E'®.

@&, &l,e70ee ¥CREAZ Ta>Y4ae aL@%osC™ ¥ 38 & TA - ¥alsce,
&¢ ™ME%C™e A TAYA3e128S ey a4, S e€ae—°¢%0 ¢S, CREAZT.

e &8e
"R, %o 2aARE L A ¥aleme!" & ArEal e, seete?

HIREGROUND

carese

29

,-l



2. &™'c8,ax¥az e

ébplic\aht-tr'ackxi'ngﬁsyé"‘[éfﬁ

C"'aeSERfYAcYOE Nas P taeSERfYs

lec" mSERfYACYOE Pace CREAZTA, -4, Par e SERf Y2

* C™»aLhed aet, ee(EE[UESC.

o G18T» " ™S, 81 ¥AZ TR " se(E%ee ®ar —&¢ ZaeZY.

o 1Atr»eled; Pae"1cS,CREAZ TAreCE".

o Glatr»aeZ¥e s éjuéeta, Sae—1c8, "ds @™ eeE%E'®.

o G lat»aeZ¥e s ‘éjueeta, Sae—1c8, "eeSELfYAcYOE " eE%E'®.

o 6€%o0e O SER 120,807, ¢ aT»aSERfYomr—ecS @ Ar—e—18—EE€%or©mRSER f Yoo —&r—a Y aZ»E€%oe O SES [ Y.
c.laf»éjuéeta ce-1¢S, "4, <4, €e-¥" @E%E'®.

* G1a»0, 8., 3 — g0 E%ee ®eeETaT0% 4, 2 SERf14CS,ci®a tae® &1, ¢,tat»cS, "4, A, €ae-¥" E%E'®.

w

» 32" A@E® 807, ¢,1aT» "€C,28™ &juéeCa, 1G], "dc A" E%E'®.

AIC@EAT TR ¢" ¢ %0 AVasAE~

&le80e" AnOC«@ce (O CREAZT ae— A0 G0 Alae, AYacA!,G2—aYs", Be—RaYs"G-Yo,
alh¢ 0 Ae CREAZ Tee—ta-—eeiTé{ 10« C5,C%0 alaed -¥a. .. -.

C%o AV aE—2SE€A-§

o &2 a»7Z4.. ‘|]a®f ¢ @0+a%4<d!,Microsoft Word ae<-& «a'E¢ze”” &t...a®%e—1, él-4..."4°t Word

“l

@-feeifdela-"4,%4, €4,2¢0 ae—teee (.ixt) ee—1a»T, éteae—"a%o aV4EAZ,

Aoed & EcZ e at...a®18 °¢>,4°"¢8, e—ta-—aejta,-.

&¢ ™A TAZ»aeZ %08 2ee e %0 YValYasdnZ@EEE 2e-Cae%od, sas €¢,8®cS, 2 Vidlaeé—REC”,
* ®%o€eme%odeeel Y a. . . ¥asZe e €A ZE°"C" ¢ aYse.

o Bledilog RS Yob— 2] 08%CO%6— , Br7eYslae— (e E%odlle Shift €°®.

o 81e87»87 %0z Yadlae, Y20 ¢ "A7 »eR7 %0 ValYas" AY¥A....

a»Z@SERfYACYOE UA, -E€%oeOmSERfYs

"eeSERfLACYOE™ " ™ 4, €8,287TC»,C8,, C%ola®3e|(E4 3¢S, SERfLs.
&c ™A% SERf Voo™ Aolde ¢ aYaP—ECZ8»°C««CREAZ Tar—T€€%oae<©CS, 4, "4, 8

& 8,780 e SEL YC YOGS, 28 $¢-%8»EQ| 8, 8-S, S Yag», & «. 8Y2 & Br¥i»rZ4,€8,% &"-4n8a
2SR fUag», & «H, €%z ORSEL [V,

é.’ e §.
4 Car€alelearZaeSERfLACYOE UA, -E€%ose O SERf12?
a»°c«@ae o CREAZT.

HIREGROUND

carese

30

,-l



2. &™c8, at¥ee--ei”

B CORPORATE SOLUTIONS

applicant-tracking system

é—meae-Yie™ ¢S, at¥ee--

"ge™cS, at¥ee--@i ™" AE...d«a »aceCS,, 4,03 »acecS, a0 ¢ -Sat¥ee- &' Eé—eee ¢S, et,80-80 .

alhe 7 "ar™cS, At ¥ee--8 " 87>

* A»0C«<C, & ™ed (aee, éFecS, a0 ¢ -S4t Yee--

* ¢ 84 a-"ace ¢S, at¥ee-.

o ¢,0 *a€@t¥oe--A»OCc«aet,8e-d¢ .

e o€ »ar —alss At Yee- A sae »ace.

* §"3¢™Mod+¥ee--.

. &Y, 43°8+¥ee--&"°4... 1A®f & Valls, 4%4<4!, Word, PDF &E HTML.

asfelk
& A»¥C T 80lA, €a VudYasg ™MY4EEea ™S, At Yae--8—27?

& €r »at¥ee--e —al¢ ald e »ace

& 7eU-d"e ™, d+¥ee--20«e-C,04, v »aced’+a ar¥aoe 8°tavatatec.

CeT&"-C0 "4 s »ac"e™,, A+¥ae--¢8,4...88®14 Ar¥et«d,,®ae™, aYata, sefLeC«é>Ta »coed ™.
4,00 »&ceCS, at¥ee--4e Ar¥ace dr»aleeae™ aE™eC«étear—rs € ».
a°tat¥ee--€7-¢,04, s »ace

. CTMECE, A et 206 o6eC,

o BoE Rt 20 06 EnTae"S " CE, At¥ae- &) e E%ob e —6ELRTY.
o Q02 8+ ¥oe--3e%€A0e €jEbnzae"S " »ac" 6ELRZY.

d"3é™pa+¥ee--

o CTM»E(E, & e, 8e-€ o69C.

* A0 "Eet, 804, 7€ "énze"S "ge™cs, at¥ee- @™ 2 E %l v —ELR7Y.
o é»7e“Sht¥ae--8eeC t.

o é»7ae"S "&2E™o" (E%oE .

o é»7ae"S "@™”, &2 ™o" (E%E *¢EOA®SE 2 ™r,

&’°q «aet,e-a¢

®0e%d...O¢ Reet,ee-ds | - €567 ¢S, A EA G CS,. ¢ Be«e -dlosa™ ot 8084 i, 2™ A¢,...€ ¢S, aYetaeZ e—laVei .
1. é€5¢"et,e0-as |

€€3¢ et 08,8 (E4, €84€@-"a0e ¢S, A ¥oe--6—0ele 4,"8,°8°*C%0'a®3a ¥alsre. &) ceZ0ed, €4€EESC st e8¢ ja-"ace",
¢le«@-¥aloeae™ A®faecefet2aaE. . . d«dme ¢e« ... §,

€™oéeZaee%od, €¢,°6024 -¥aY40e¢%01a ¥ «GS,at,e0-47 j4-"ace".

G

HIREGROUN
P‘ careert-rds

31




2. &™c8, at¥ee--ei”

ébplic\aht-tr'ackxi'ngﬁsyé"‘[éfﬁ

@lee’°d «A €A°*€€3C et e8¢

e CTM»E(E, & et 06 o6eC.

e é»7a"S "®™¢8,at¥ae--8) " eeE%ob ve —EELRZY.

o é»7a"Sa+¥ee--a%oCace @jECS, "a-»aS " eELRZY.

e A0 8, e—ta-—ajtae @24 EcT e -V 4., . ¥aet 8040 .
o 40076 +6oCH —1En7ae"S "Hc 08" B E %ol .

Blec"BY4 B, ER°GESC Bt @0 8¢, AR "R CE, At ¥ae-- @[ 6 *EeCénZae"S "ae e 6ELRTY.

2. 4-¥8%0ed° ¢ et 8044 |

A ¥8L5008°°C  at, @ A [0 A08 ¢T38« Y s A€ e HYa0ae ™ 8»0CkcCS, A, "8 6—€6 T+ 820024 ¥ 200 0EES «C8,.
al,;eZ0eae? see %0, €AE<C,PA - ¥ae0ed é—€a «CS,2et,8e-84,j8-"a0e",

€€3¢" ek, 80-84i(8),2e2008-"ae At feC«AE... d*«Am ¢ 3e«d  ja.. . 8.

@lea»0c«d €8£E<A-¥a10ea° ¢  get,8e -8, Aof el C"30«<d, €AEcRe-aY5e.

a»°c«<aoe ¢-Sat¥ee--

&l ee7008Ys 8e%0é, Saee%oCeY4A0e ¢S, At ¥ee--, € £E6%V48»00«<d, E4€@A0me ¢-3a+¥ee--a2eE€154 Tés .

eled»c«<d €4€ace c-Sat¥ee-

* CTM»E(E, & %cet,80-€ «EeC.

« Qoe EZ¥e¢ 6 °CS,6 ,C @™eén7r"S "ae ™S, At ¥ee--@i " B E%oe ..

.« énzee"S "4 aYe008 €a»Yrae—"8t+¥ae-" EeE%e ..

o Qoo "&t¥ae--R03¢ " € @Y, 8. ¥at+¥ee--C%old®34  jare, C,TAYaEE»Zar "SAce é «EeCa, e—1cS, "4 A, Ea-¥" E %ol .
. 8l eZeéoetele, a¥i7aeSERfYACYOE™ES -¢8 60 o “taeSERfYs. ¢, TaYaEE»Zar"S "8 <&, €a-¥" eE %ol . (Aofelc

%7 SERfYACYOE™ES -6 a"tarSERfYs).

@3, & e7oeee? %o e teeSERfls, érzaetS "4, 8 €ae-¥" AYER 38 °¢Te-Y.

« 8l aeZemeoe%ots e taeSERfls, érZae"Saeme%boé—OoeC, ¢ -SaE %o vaeE+a108s,c ®aeSEL 14, ¢4 ta &3,

G, TAYEérzae"S "4 4 €ae-¥" e @E%oE .

¢ A ,6—eé ...0®4, <628 (ECT e e ™—€Y4,A.. . ¥at¥ee--oe—1a-—. ¢eTéoe€e]s d°+at¥ae--ae1%oC" %o aVae 8™,
Alsc G eV A.. . ¥eeité G« G5, A¥A. .. .

. é»2"S "6 15" R E %ol .

&3, Alme%hod ¥alroe>®@a@ ™ae™ d¢, ... RECS, ().

* Lo %o€R R %0d(, jaR B-£GC0. e¥e|ed; ®ae™, €o,a 1€ *€2CE ¢« ¢-5¢>,6—rE%o€ sateeVs ... ¥oee%o—aeds jaee
¢ ARER R ™,, é»zee“Sace” "é 114" € +8 @—1CS, "as *a-"" e E%oe ..

asfej«
C 30« €aEcee-alle
&8 ar¥eA.. . TA®f ee YalYasg™Y4EE€er ™S, At ¥ee--8—27?

"als see%ocee2a®@Ese va - ¥avece!" ™ ar€Eéoime, eae€e?

G

HIREGROUN

32

,,‘careers




2. &™c8, at¥ee--ei”

B CORPORATE SOLUTIONS

applicant-tracking system

A alleit+¥ee--4°SE€A-§

ge 2“18, €€ A° Y-

EETMAEE .. .0 B8 & -¥aYr0e( 3@« v aS Ve Tl aee%od¥s dagé—aec3».

4,€4€AtYae--€o 2 1CS5,8° e ¥-2+ AR5t A e SERfLACYOE T™MES -8e €0, ¢S, 2eSERf Y.
EEEE™ENEe 108, SEL f1La%01a1«ASOETE, »8° %ol ER2CEO—Aat+¥ee--.

Ao a €4€<€ ...0>®RY, A... ¥an34€Eé. €

A-¥aYeeéjZazde a»¥aee™ ansés é .

a°eat¥ee--oe—1a-—C%o aYadE—

CoTa»oc«dt¥ee--a°Fae—1a-—CTe2Y4a"° "ae—14-—eVs A...¥" € ¢S, —ta-—aejtee™,, 8 €4%a Y4dVae (4%<@), Ace“cef)
Ae efYed ef e8¢ 0a-". 08014, «e®" A¥tae€acS, e—1A-—Aatoc ¥4,

&°Fee—1a-—ar¥C "ee—taeoeae YadViehs e8-"atTecT @248 ae—1ta-—aeiT4,-. HTML &»£¢tYsde a»¥a°tee—1a-—e®Sce—,
A»°g«cdce gefa—ei &' Eaet%oc  a... T1a®f e YVadYasdYavee E.

e "taeSELfYs
%7 SERfYACYOE™ES -6 a"té €8€ar —AnSaE@SERfYREEaYs aYs S, At ¥ae--G2eat0. (Aefek
832 SE fYACYOR™ESe se“taeSERfYr).

@lea%o¥48, €A%t ABSCS, e SERYs, é»Zae"S "apeceg taSERfYS" EELRZYAZ»Go2CY Y SERf LA 8 A€, A ¥4 <.
&l ee7oeee%o¥ad, & °, é»zee"S "ee-»aS 4 €aEw@e—eSEefYL" é€LRZY.

E«@™y ...l SER fYramesaYard, EAEC°|A—BCS, Be008( °.

®¥e,r Ve erefe” ertd®ER ¢ ef3et«dsd-", dce” "™ ¢S, at¥e- e "é als ;e fceed™
"ae, de%ocee?a®E s «&-¥avsce!" &-18'S&1oc .

4@ 1a+¥ee--

&ledi; ®ae"1&t¥oe--

« GM»E(E, A"t 806 +6eC.

o é»7e"S "™ c8 At ¥ee--& " eeE%oe e —EEERZY.

o é»7“Sae%oEeled s ®ar"cS, A Yee- .

. 070" SERTYE 6 *6elE TS, "AL " e E%oE .

© ARG +6eCA, SEf 6e B TE0RERCE, B E Yol €28 | (EERER!CE, Ac @™,
* AREX"a%E, doe™ "é «2l%" é -é,<ae—1é»2ae“é "&e 08" eE%o€ .

@&%¥'e,r: &l,e70e02i+Yee- e Yaace 4l@%oe ¢ YT 30« 28 ¥alhe,

HIREGROUND

carese

33

,,‘



2. &™c8, at¥ee--ei”

B CORPORATE SOLUTIONS

applicant-tracking system

EE™HEOC e« @  tarce f@12acae> aa—°C 2eee€ae—°C%o0 ¢S, at+¥ee- .

aefelk
"R, e %o ea®E " a -¥alsoe!" &&™ A»€éYime, eeefe?

C"'aeSERfYCYOE™ES; Pae” laeSEefYs

glec" @ SERfYLCYOE™EA R At Yae--4 -4, e e SER f1s

« CTM»E(E, A et 206 +6eC.

o« é»7e"S "@™c8 At ¥ee--8 " eE %o e —EEERZY.

o é»7e Seled, ®ee"lcS, At ¥ae--AeeC k.

. Er3aR"SRTNE; ‘6 +6e0A Soo1c8, "Aac ®R™" B E %ol .

o é»7e“SaZ¥e ¢ «éeta, Sae—1c3, " SERfYCYOE™E" se(E %ol .

o éo @t SELfYoCU,AVAE, érZar SaSEeflra—cs e dr—e—18iSés @ taeSeeflra —ar— aZ»é. “teeSEefls.
é»7ae“Sé +€etd -GS, "4, <&, Er-¥" @E %o .

o é»73“Se> 6—eG,ic-SEE%e e EFat00 «a€@SERfY4CS,cC08 Fae® 413, é»Zae"ScS, "4 <4, €ae-¥" EeE%oe .

o CTARER “AUE, br2a"S "¢ «@l14" & «6eCH, -1, "¢ 8" B E %06 .

a°eat¥ae--a1%oC” "¢ %o aYae

@ledce” a»°c«Ace ¢-Sat¥ae-- 8™, 1%0C" ¢%o aae, 4¥ad),c2—E«”, e—0eé«"g-%o,
als¢,¢"ace at¥ee--e—1a-—aeité ¢« ¢8,0%0 aYaea-¥a. . .

C%o AV aE—2SE€A-§

o ¢o7a%4z74...1a®f ¢ «@%a%u<al , Microsoft Word ae«-&2a'Ecz eV, ...84®e™,, é!-3a..."a°t Word
e—1e®ael4-7¢ .04, €a€«C "ee—tae e (.txt) ae—1a»T, éteae—"e %o “é—A¥%i(E,

A0 & EgTe2Y44... 8a®18™°¢> et %ocS, se—1a-—aei T4, -.

EE™E°TE7 »ae7 %ol 2 e%0ce YVidYidYaZ@EEE 2a-Carte%od 2ar € *& ¢S, e ViaYaedeéi(E.

» &%o€R0e%0dre*e ¢, °eYs ... ¥aYsEre€aVsEaet%oC™ %o aVae.

o &letilhg ROUSLHE— B2 B 0R%eCO%—*, Ar7enSae™ s E%edYse Shift e,

o &leAZ»aeZ%0ce Yadlas, Y24 G "AZ» L %0ce VadYae" A-¥A..

&Yz SERfYCYOR™ES -éo " tarSELfYs

"EeSERfLACYOE™E" ae™ &, €4,28 T, S, CHhola®Se | Eer¥-c8,eS€ef s,
EE™EOESERflhe™ Aolde 7 AYa0R% se—Yud»OCw@tYae--e™ ée s 1(S,8° Y-,

HIREGROUND

carese

34

,,‘



B CORPORATE SOLUTIONS

applicant-tracking system

2. &™c8, at¥ee--ei”

& +AEAm @SELfLCYOE™ECS, 8 ™M YLa»ER| A, v (ECS, e SERfYACIL A Y. AYs 8¢ a»¥aYiz4a, €€« @ —&nSaE

2SERfYACI,A YA, -6 "t SERfYs.
asfel

COA»EEOY,R 087 SERfLACYOET™MES -€o se“tarSERf14?
A»°c«<doe ¢-Sat¥ee--.

35

i

HIREGROUND

c areet-rws




3. Searching and Applying for Jobs

appl icé.nt-track;i ng' system

Faire une demande d'emploi

Vous devez avoir un CV actif et en ligne pour faire une demande d'emploi. (voyez CrA®er un CV en ligne, ou Activer un
CV). Pour faire une demande d'emploi en utilisant un CV en ligne:s Mettez vous en ligne A la page d'Acceuil.
Rechercher et fouiller les emplois disponiblee Cliquez le titre de I'emploi pour voir les details de I'emploi.s Cliquez le
bouton "Faites demande".» Choisissez le CV dA©sirA© du menu de CVs. Choisissez une source du menu "comment
vous avez entendu parler de nous?". Puis cliquez "Suivant".» VA®rifiez que tout les dA®tails sont corrects.Pour faire des
changements:s Cliquez le lien "RAGvisez ce CV". » Choisissez le bouton appropriA© pour les dAGtails que vous
dA®©sirez modifier.» Une fois fini, cliquez "Sauvegarder” sur la page de "PrA©-visionner" pour retourner au procA©dA©
de demande.+ Cliquez "Suivant" sur la page "PrA©-visionner le CV".» Si dA©sirA©, crA©er ou copiez et collez une lettre
d'accompagnement travail-spA©cifique dans la boA®te pour texte correspondante. Note : Cette lettre
d'accompagnement sera incluse avec I'application au lieu de la lettre d'accompagnement gA©nACrale qui a pu avoir
ACtA© crA©e prA©cA©demment.

Recevoir des avis d'emploi par courrier AGlectronique

"Les Flashes d'Emploi" sauvegardent les critAres de recherches spA©cifiA®©s pour qu'ils puissent Adtre facilement
rAoutilisA©s. Si dACsirA©, les Flashes d'Emploi peuvent vous envoyer des notifications courrier AGlectronique
automatique pour les nouveaux emplois basA®©s sur les critA'res indiquA©s. (Voir Mes Flashes d'Emploi).

Chercher et Fouiller les Emplois courants

Recherche D'emploi
Pour chercher parmi tous les emplois couremment affichA©s

» Mettez vous en ligne A la page d'Acceuil.

« Cliquez sur "recherche " prA’s du dessus de la page.

« Choisisez les critA'res de recherche applicable.

* Apres avoir cliquez sur "recherche " la list d'emploi sera cree.
* Cliguez le titre du post pour voir les details de la position.
(voir A©galement: Mes Flashes d’Emploi,)

Fouille d'emploi

Pour visionner tous les emplois couremment affichA©s, commenA8ant par le plus rAG©cent,
« Mettez vous en ligne A la page d'Acceuil.

« Cliquez sur "recherche " prA’s du dessus de la page.

* Cliguez "visionner tous les travaux" .

* Cliguez le titre du post pour voir les details de la position.

Searching: Tips & Techniques

Using certain words, characters and symbols when searching can help narrow search results.
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Obtaining Relevant Search Results

Use keywords, special characters and Boolean operators to obtain more relevant search results. Boolean operators are
words and symbols (AND, OR, *) that tell the search engine what to search for.

« Exact Matches

To obtain results matching all of the words in a phrase in exactly the same order, place the phrase between double
guotation marks or parentheses. Eg. "Process Engineer" or (Process Engineer)

« Similar Matches with All Keywords
To obtain results matching all of the words in a phrase, but not necessarily in the same order, place the word "AND"
between the words in the phrase. Eg. Process AND Engineer

« Similar Matches with At Least One Keyword
To obtain results matching at least one of the words in a phrase, place the word "OR" between the words in the phrase.
Eg. Process OR Engineer

Using phrases without special characters or Boolean operators has the same effect as using the boolean operator "OR."

In such cases, the search results are based on the number of occurences of the words and their proximity to each other.

¢ Multiple Forms of One Word
To obtain results matching multiple forms of one word, use * at the beginning or end of the word. Eg. Use "Facili*" to
obtain results with the words "Facility," "Facilities," "Facilitate" and "Facilitation."
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Applying for a Job

An active, online resume is required to apply for a job. (See Creating an Online Resume/a> or Activating an Existing
Resume/a>).

To apply for a job using an online resume

* Login to the Careers area of the website.

* Search or browse job postings.

* Click the job title to view the job.

* Click the "Apply Now" button at the bottom of the page.

* Select the desired resume from the drop down menu.

* Select an option from the "How did you hear about us?" drop down menu. Click the "Next" button.
» Confirm that all the information is correct.

To make changes

* Click the "Edit this Resume/b>" link near the top of the page.

* Select the appropriate button near the top of the page and enter the desired information.

» When finished, click the "Save" button at the bottom of the "Preview" page to return to the application process.
* Click the "Next" button at the bottom of the "Preview Resume page.

« If desired, type or copy and paste a job-specific cover letter into the corresponding text box.

Note: This cover letter will be included with the application instead of the general cover letter that may have been
created previously.

Receiving Email Notification of New Job Postings

"Job Flashes" save specified search criteria so that it can be easily reused. If desired, Job Flashes also send you
automatic email notifications of new job postings that meet this specified criteria. (See My Job Flashes).

Searching and Browsing Jobs

Searching Job Postings

To search all current job postings

* Login to the Careers area of the website.

* Click the "Search Jobs" button near the top of the page.

* Enter search criteria.

* Click the "Search" button at the bottom of the page. The results page is displayed.
* Click the job title to view the job.

(See also My Job Flashes)

Browsing Job Postings

: U
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To view all current job postings, starting with the most recent,

* Login to the Careers area of the website.

» Click the "Search Jobs" button near the top of the page.

* Click the "View All Jobs" link below the "Quick Links" heading.
* Click the job title to view the job.

Searching: Tips & Techniques

Using certain words, characters and symbols when searching can help narrow search results.

Obtaining Relevant Search Results

Use keywords, special characters and Boolean operators to obtain more relevant search results. Boolean operators are
words and symbols (AND, OR, *) that tell the search engine what to search for.

» Exact Matches

To obtain results matching all of the words in a phrase in exactly the same order, place the phrase between double
guotation marks or parentheses. Eg. "Process Engineer" or (Process Engineer)

* Similar Matches with All Keywords
To obtain results matching all of the words in a phrase, but not necessarily in the same order, place the word "AND"
between the words in the phrase. Eg. Process AND Engineer

* Similar Matches with At Least One Keyword
To obtain results matching at least one of the words in a phrase, place the word "OR" between the words in the phrase.
Eg. Process OR Engineer

Using phrases without special characters or Boolean operators has the same effect as using the boolean operator "OR."
In such cases, the search results are based on the number of occurences of the words and their proximity to each other.

* Multiple Forms of One Word
To obtain results matching multiple forms of one word, use * at the beginning or end of the word. Eg. Use "Facili*" to
obtain results with the words "Facility,” "Facilities,” "Facilitate" and "Facilitation."”
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Cookies

What are Cookies?

Cookies are small data structures used by a website to

« Deliver data to a website user.

* "Remember" and control storage of information about users which allows for the use of user passwords.

How are Cookies Used on this Website?
Cookies save time by "remembering” login information so that users only need to enter it once. The website may deliver
one or more cookies to a user's computer. Cookies may be deleted immediately or in the future.

Persistent cookies enable us to track and target users' interests so that we can enhance their experience.

What Happens if Cookies aren't Accepted by the Browser?
If cookies aren't accepted by the Internet browser, the website still functions, however it may be limited in some areas.

Enabling Cookies

Internet Explorer 6.x:

* Open Internet Explorer.

« Click the "Tools" menu and then click "Internet Options."

« Click the "Privacy" tab.

« Click the "Advanced" button.

« Click the "Override automatic handling of cookies" check box.
« Click the "Accept" radio button(s).

« Click the "Ok" button.

Internet Explorer 5.x:

* Open Internet Explorer.

« Click the "Tools menu and then click "Internet Options."

« Click the "Security" tab then click the "Custom Level button.
« Scroll down to "Cookies" section and select "Enable."

« Click the "Ok" button.

Netscape:

« Click the "Edit" menu.

« Click "Preferences."

¢ Click "Advnaced."

« ensure "Accept all cookies" is checked.
« Click the "Ok" button
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JavaScript

What is JavaScript?
JavaScript adds interactive functions to websites. It is a popular scripting language that is widely supported in Web
browsers and other Web tools.

How is JavaScript used on this Website?
JavaScript is used to validate that the input entered by users is correct. In some instances, JavaScript directs users from
one page to another.

Enabling JavaScript

Internet Explorer 5 and 6

« Click the "Tools" menu and click "Internet Options."

« Click the "Security" tab and then click the "Custom Level" button.

« Find the "Scripting section and click "Enable" under "Active Scripting."
« Click the "Ok" button and then click the "Ok" button again.

Netscape

¢ Click "Edit" and then "Preferences."

¢ Click "Advanced."

« Click the "Enable JavaScript" check box.
« Click the "Ok" button.

Recommended Browsers

The Careers area of the website is best viewed with Internet browsers such as Internet Explorer, Netscape and Firefox
(that support style sheets, active scripting and cookies).

Set the browser's privacy and security settings to their defaults to help ensure access the website's functionality.
Need the latest version of Internet Explorer or Netscape? Download it now:

Netscape
Internet Explorer
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Cookies

What are Cookies?

Cookies are small data structures used by a website to

« Deliver data to a website user.

* "Remember" and control storage of information about users which allows for the use of user passwords.

How are Cookies Used on this Website?
Cookies save time by "remembering” login information so that users only need to enter it once. The website may deliver
one or more cookies to a user's computer. Cookies may be deleted immediately or in the future.

Persistent cookies enable us to track and target users' interests so that we can enhance their experience.

What Happens if Cookies aren't Accepted by the Browser?
If cookies aren't accepted by the Internet browser, the website still functions, however it may be limited in some areas.

Enabling Cookies

Internet Explorer 6.x:

* Open Internet Explorer.

« Click the "Tools" menu and then click "Internet Options."

« Click the "Privacy" tab.

« Click the "Advanced" button.

« Click the "Override automatic handling of cookies" check box.
« Click the "Accept" radio button(s).

« Click the "Ok" button.

Internet Explorer 5.x:

* Open Internet Explorer.

« Click the "Tools menu and then click "Internet Options."

« Click the "Security" tab then click the "Custom Level button.
« Scroll down to "Cookies" section and select "Enable."

« Click the "Ok" button.

Netscape:

« Click the "Edit" menu.

« Click "Preferences."

¢ Click "Advnaced."

« ensure "Accept all cookies" is checked.
« Click the "Ok" button
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JavaScript

What is JavaScript?
JavaScript adds interactive functions to websites. It is a popular scripting language that is widely supported in Web
browsers and other Web tools.

How is JavaScript used on this Website?
JavaScript is used to validate that the input entered by users is correct. In some instances, JavaScript directs users from
one page to another.

Enabling JavaScript

Internet Explorer 5 and 6

« Click the "Tools" menu and click "Internet Options."

« Click the "Security" tab and then click the "Custom Level" button.

« Find the "Scripting section and click "Enable" under "Active Scripting."
« Click the "Ok" button and then click the "Ok" button again.

Netscape

¢ Click "Edit" and then "Preferences."

¢ Click "Advanced."

« Click the "Enable JavaScript" check box.
« Click the "Ok" button.

Recommended Browsers

The Careers area of the website is best viewed with Internet browsers such as Internet Explorer, Netscape and Firefox
(that support style sheets, active scripting and cookies).

Set the browser's privacy and security settings to their defaults to help ensure access the website's functionality.
Need the latest version of Internet Explorer or Netscape? Download it now:

Netscape
Internet Explorer
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a»€ar"e” Cookies?
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Internet Explorer 6.x:

* 2%0"“aY4€ Internet Explorer.

* G,'41» "Tools" @scedesc,asZ¢,'&1» "Internet Options."

* ¢,1at» "Privacy" e 1¢-%.

* ¢,lat» "Advanced" s2E%o€'®.

« ¢,laf» "Override automatic handling of cookies" ae & 1eejt.
* ¢,lat» "Accept" s.e— o2 E%E'®.

o ¢1at» "OK" a2E%e€'®.

Internet Explorer 5.x:

* &%0"“aY4€ Internet Explorer.

* ¢1at» "Tools &eaedeec,T8°Z¢,141» "Internet Options."

* ¢,1at» "Security" & 1¢-%c¢,T8Z¢,*a1» "Custom Level seE%o€'®."
o &, @%od...%02e T4 "Cookies" éf & t¢,asZ&€%oee<© "Enable."
o ¢,1af» "Ok" a2E%e€'®.

Netscape:

o ¢,1af» "Edit" @ecedsee.

* ¢,lat» "Preferences."

« ¢,laf» "Advnaced."

» 2RO "Accept all cookies" &¢«a<¥aé€%o.
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* ¢1af» "Ok" eE%E'®

JavaScript

a»€ar"e” JavaScript?

JavaScript & °¢%'c«™Aa¢zaS 4°na0'cs,ASYe L. a®fae™ 4, €4 2o ECS, e, Seme-e -2 €,
al; e»Hae’et«aee§ a™ &' Eee§ 4 ¥a...-ae” e Ee.

JavaScript & al,av4+2¢«8%¢" & se-agls'c« ™4, S¢s,?

JavaScript ¢"'ce¥62(Ee «¢" '™ -e¥ ... ¥ee-£¢i®e€8. doe e Y-a%aef...atpa,, JavaScript

2~p2Q

AYad Vg " a»Za €4, 3¢juéeta °aa €4 %¢jues¢.

al¢, JavaScript & ¢™

Internet Explorer 5 and 6

* G,'41» "Tools" @scedesc,asZ¢,'&1» "Internet Options."

* ¢181» "Security" ae $¢-%G,T8Z¢,t&1» "Custom Level" eeE%.E'®.

* ®%0¥&"° "Scripting éf & t¢,T4-Z&ce" "Active Scripting." 414, <¢,'a1» "Enable”
« G181» "OK" seE%eE'®c, 478 T+¢,181» "OK" se(E%e6'®4 €.

Netscape

« ¢,Y&t» "Edit" ¢,fa+Z "Preferences.”

* ¢,lat» "Advanced."

« ¢,lat» "Enable JavaScript" & ,a leejt.
« ¢181» "OK" EeE%eE'®.

geZ @eece|lee§ 4™

Cle'c«™CS, et e (EEjué-Care€a¥ysc™ Internet Explorer, Netscape and Firefox (& ae(E- style sheets, active scripting
&'E cookies).

E@YaCYs®E U a™ ¢E, 65088 EA®%oA. .. €A, OCYLc0ne s a»¥a, RASORZ -4¥—(Ys'c«™(E,aSYef s,

éoe€elecroe€ar—°c%o @0eCS, Internet Explorer &~ Netscape &s—? ¢Z°8ce "&°+4, «@YsYs:

Netscape
Internet Explorer
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Cookies

a»€é°Y,e™ Cookies?

Cookies &&™ ¢12¢«™aY%¢ ¢ ¢S, 8% aZaee, 2 “Scl 8« BV

* 3,3¢e7aee &“SculcT2cuic™ ™.

o "t & EeZ8d Té—aa—Yig e cS,48¢ (e 8-74,2, @ "l A% ¢ ¢ @ & TetYa.

ace"ae-ogT2c«™4,S Cookies a™ &l avse@C«alss ¢ ¢S, ?

Cookies "&zaet{" ¢™»E(E,4¢ jee* ¢ €coeed®tae™ -, & ¢,°¢ & a-2ée€eYs d... ¥4 €j.

gﬂ29<<TMé-%f%aewf 8,36€+4,€47°408&€« cookies &™°¢" ¢S, e "c®—aeOY. Cookies
"eflheecefel«él-a, Sa e ™oalY &e @ fLLalaYaEE%orceoe f €C«d2E ™,

®@E-4l...cS, cookies avs @™ a€'as ar¥e Yelod' E4Cte8Ec & ¢s, eV e fae%oCace”,

eR“e™ AL ef V280 aeeed¥rae> A¥YACS, 080 A™.,

&!,eez0e Cookies &, *@¢«CEs@!La™ s/ ¥ae—aecefaElae £?
&!,eez0e Cookies &, *@¢«CEs! LA™ @ 7¥8e—, CT2c«™A&sC... 84, 8- ¥alhoe,
C,JEEEE ef Yol Va2 8o a—teece feC«E ™.

4%, Cookies & ejE

Internet Explorer 6.x:

* &&%0"é—< Internet Explorer.

* é»7ae"S "Tools" e~e&d—®¢,Tav%EEé»za"S "Internet Options."
* é»7"“S "Privacy” & ™¢°Y%.

* é»7ee"S "Advanced" aeE%oE .

« é»7a"S "Override automatic handling of cookies" & &°+eejt.
 é»7a"S "Accept” G,i¢-3E%oE .

* é»7e"S "OK" ®E%oE"s.

Internet Explorer 5.x:

* &%0"é—< Internet Explorer.

 é»7a"S "Tools e.ed—®c¢,Ta%EE»Zae"S "Internet Options."

* é»7a"S "Security" & ™¢°Ysc, TaVaEE»Zae"S "Custom Level aeE%o€ .
* 8 ,<@%od... %02 ™3™ "Cookies" éf "a"t¢,1a%@Eé-, "t "Enable."

* é»7"S "OK" @E%E".

Netscape:

o é»7a"S "Edit" @e0ed—®.

* é»7a"S "Preferences.”

* é»72"S "Advnaced."

» &®" "Accept all cookies" &¢«aas,.
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o é»Zae"S "OK" e(E %ok

JavaScript

a»€e%Yae™ JavaScript?

JavaScript ¢,°%¢2c«™ac¢zaS 4°048°'¢cS,ASYefY,. a®fa™ 4 €awpe@iECS, ... 3em-e27e €,
A»£e>ae’et«cEesd™ 8 (EcEe|La-¥a...-ae” e Ee.

JavaScript & al,avsee¢«aet%e¢” a se-ac2c«™&, S8, ?
JavaScript ¢"a¥té0—e Vg e ™ eVs,a... ¥ee-£¢COeE€S. Ace Y a%aef...ae3+4 <, JavaScript
8Y408°7C" a0 AYa28, EAEE «€oC& °801d EAEE +6eC.

al¢, JavaScript & ¢™

Internet Explorer 5 and 6

* é»7ae"S "Tools" e~e&d—®¢,Tav%EEé»zae"S "Internet Options."

« é»7ae"S "Security" & ™¢°Y4c, Ja%EE»Zee"S "Custom Level" @E %o .

* ®%0¥&"° "Scripting éf & t¢, 4% EA&ce” "Active Scripting.” 414 «é»Zae“S "Enable”
o é»7"S "OK" EeE %€ ¢, Ta¥EaTeé»zae"S "Ok" se(E%oE *8 Eani.

Netscape

« é»7ee"S "Edit" ¢,1a%E "Preferences."

* é»7"“S "Advanced."

« é»7a"S "Enable JavaScript" & &°seejt.
 é»7"S "OK" EE%oE"s.

7 8 cEeRIHA™"

¢cT2c«™cS, cet,e0-é
cookies).

*é+Cae0e€a¥Y2¢™ Internet Explorer, Netscape and Firefox (2" ae(E- style sheets, active scripting &'E

& -CYARGER VLA™ S, 65488 EA®%oA. .. 'ESC,OCY4OcaR A ar»¥al«aSOC28Y—CT2¢« ™3, aSYef s,
éoe€elsametar—°c%e ae-cS, Internet Explorer &8”— Netscape 8—Z77? o380 "8°+4, «&Ya%o:

Netscape
Internet Explorer
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Applying: How do | apply for ajob?

To apply for a job, first, create your personal career seeker account. It's FREE and should only take about 5 minutes.

Create an account in just 3 easy steps! Simply enter (1) contact information, (2) address and user profile and (3) create
an online resume.

To create an account

* Click the "Post Your Resume/b>" or "Sign Up Now!" link on the "Careers Home" page.

* Type the required contact information. Click the "Next" button at the bottom of the page.

» Complete the address and user profile information. Click the "Save" button.

* Click the "My Resumes" link on the "My Resumes" page to begin creating an online resume/a>.
* Then, use your online resume when applying for a job.

Hint: After registering, check your e-mail account for a confirmation message with the registration details.

Login: How do | change my login/personal info?

To change contact information such as name and address or login information

* Login to the Careers area of the website.

* Click the "Edit My Contact Info" link on the "Careers Home" page.
» Make changes to the contact information.

* Click the "Next" button.

» Make changes to the address and user profile information.

* Click the "Save" button.

Login: | forgot my username and password

To receive an email containing your username and password

* Click the "Forgot Your Password?" link on the "Careers Home" page.

* Type your email address in the text box and click "Email Me My Password".

Note: This email address must be the same as the email address used when becoming a member.
» Check your email inbox for an email containing your username and password.

Login: Why can't | login?

If avoid login problems
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« Ensure the keyboard is not set to "Caps Lock" (since username and password are case-sensitive).
« Enable "Cookies" in the Internet browser.
* Enable "Javascript" in the Internet browser.

Page Errors: How can | avoid page errors?

1. Page Cannot Display Errors
If "Page Cannot Display" errors occur, try changing the browser's Internet settings:

Internet Explorer:

« Select "Tools" in the browser's menu bar.

 Select "Internet Options."

« Select the "Advanced" tab.

« Scroll down to the "Browsing" category and be sure that "Show friendly HTTP error messages" is unchecked.
« Select "Apply,” then "OK."

* Close all browser windows.

* Open a new browser window and return to the Careers area of the website.

2. Action Cancelled Error

If an "Action Cancelled" message appears

« Click the browser's "Back" button once.

« Click the browser's "Forward" button once. « Continue using the website.

See also
Recommended Browsers

Personal Account: Why can't | create an account?

To avoid problems when creating a personal career seeker account
« Enter all of the required information (marked with *) correctly.

« Use a unique, valid email address in the form xxx@xxx.com.

« Use a valid phone number in the form (555) 555-5555.

« Enable "Cookies" in the Internet browser.

« Enable "Javascript" in the Internet browser.

Resumes: Can | create more than one resume?

Yes! An unlimiited number of resumes may be created and stored indefinitely.

Why create multiple resumes?
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» Showcase Skills in One Industry - To focus on industry-specific skills and experience, create a number of resumes and

cover letters that are each targeted at a specific industry.

» Combine Skills from Multiple Industies - Create one or two general resumes to combine skills from a number of
different industries into one document.

See also
Creating an Online Resume/a>

Resumes: Can | send my resume in another format?

Unless a job posting indicates alternate application methods, an online resume must be used when submitting an
application.

Online Resumes
An online resume is a resume that you may create after becoming a member of our Careers community. It is stored
electronically and can be reused and edited repeatedly. (See Creating an Online Resume/a>).

Advantages of an Online Resume/b>

An online resume allows you to

* Reuse the content from a traditional, print resume.

» Choose from lists of industry-specific skills to supplement the resume text.
* Activate or inactivate a resume at anytime without deleting it.

» Track past job applications.

» Submit job applications quickly and easily.

* Be found by hiring managers without even applying!

Resumes: How do | delete my resume?

Rather than being deleted, a resume may be inactivated so that it can be easily reused in the future.

When marked as "Inactive," a resumes content may be modified , but it cannot be read by employers. Inactive resumes
can easily be reactivated at any time.

Inactivating a Resume/b>

* Login to the Careers area of the website.

* Click the "My Resumes" button or link on the "Careers Home" page.
* Click the "Active" link in the row of the desired resume.

Deleting a Resume/b>
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* Login to the Careers area of the website.

* Click the "My Resumes" button or link on the "Careers Home" page.
* Click the name of the desired resume.

* Click the "Delete" button.

* Click the "Yes, Delete" button to confirm the deletion.

Resumes: Why are there strange characters in my resume/cover letter?

Strange characters may appear in a resume if the resumes content was copied and pasted from a Word document, web
page or other format.

Sometimes, hidden characters are translated into strange characters when content is transferred from one format to
another.

To prevent strange characters from appearing in a resume

* Save the resume in plain text format (.TXT).

» Copy and paste the plain text into the appropriate sections of the resume.
* Click the "Preview" button to preview the resume prior to saving.

Resumes: "You have unfinished work!" What does that mean?

"You have unfinished work!" indicates either
» A new resume is not complete or saved.
* Edits made to an existing resume are not saved.

Either continue creating or editing the resume and then save it or, delete the draft. Saved resumes that were being
edited are not affected if the draft is deleted.

Skills: Why should | select skills from the Skills Matrix?

Advantages of Selecting Skills from the Skills Matrix
» Employers searching for specific skills are more likely to find a resume that includes skills from the Skills Matrix.

« Skills that can't fit on a traditional resume can still be included.

» Resumes that include industry-specific skills stand out because they can be searched easily.

 The Skills Matrix includes both general and specific skills that are often forgotten in traditional resumes.
* Expertise levels may be indicated for each skill.

2 HIREGROUN
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See also
Selecting Skills from the Skills Matrix
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Applying: How do | apply for ajob?

To apply for a job, first, create your personal career seeker account. It's FREE and should only take about 5 minutes.

Create an account in just 3 easy steps! Simply enter (1) contact information, (2) address and user profile and (3) create
an online resume.

To create an account

* Click the "Post Your Resume/b>" or "Sign Up Now!" link on the "Careers Home" page.

* Type the required contact information. Click the "Next" button at the bottom of the page.

» Complete the address and user profile information. Click the "Save" button.

* Click the "My Resumes" link on the "My Resumes" page to begin creating an online resume/a>.
* Then, use your online resume when applying for a job.

Hint: After registering, check your e-mail account for a confirmation message with the registration details.

Login: How do | change my login/personal info?

To change contact information such as name and address or login information

* Login to the Careers area of the website.

* Click the "Edit My Contact Info" link on the "Careers Home" page.
» Make changes to the contact information.

* Click the "Next" button.

» Make changes to the address and user profile information.

* Click the "Save" button.

Login: | forgot my username and password

To receive an email containing your username and password

* Click the "Forgot Your Password?" link on the "Careers Home" page.

* Type your email address in the text box and click "Email Me My Password".

Note: This email address must be the same as the email address used when becoming a member.
» Check your email inbox for an email containing your username and password.

Login: Why can't | login?

If avoid login problems
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« Ensure the keyboard is not set to "Caps Lock" (since username and password are case-sensitive).
« Enable "Cookies" in the Internet browser.
* Enable "Javascript" in the Internet browser.

Page Errors: How can | avoid page errors?

1. Page Cannot Display Errors
If "Page Cannot Display" errors occur, try changing the browser's Internet settings:

Internet Explorer:

« Select "Tools" in the browser's menu bar.

 Select "Internet Options."

« Select the "Advanced" tab.

« Scroll down to the "Browsing" category and be sure that "Show friendly HTTP error messages" is unchecked.
« Select "Apply,” then "OK."

* Close all browser windows.

* Open a new browser window and return to the Careers area of the website.

2. Action Cancelled Error

If an "Action Cancelled" message appears

« Click the browser's "Back" button once.

« Click the browser's "Forward" button once. « Continue using the website.

See also
Recommended Browsers

Personal Account: Why can't | create an account?

To avoid problems when creating a personal career seeker account
« Enter all of the required information (marked with *) correctly.

« Use a unique, valid email address in the form xxx@xxx.com.

« Use a valid phone number in the form (555) 555-5555.

« Enable "Cookies" in the Internet browser.

« Enable "Javascript" in the Internet browser.

Resumes: Can | create more than one resume?

Yes! An unlimiited number of resumes may be created and stored indefinitely.

Why create multiple resumes?
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» Showcase Skills in One Industry - To focus on industry-specific skills and experience, create a number of resumes and

cover letters that are each targeted at a specific industry.

» Combine Skills from Multiple Industies - Create one or two general resumes to combine skills from a number of
different industries into one document.

See also
Creating an Online Resume/a>

Resumes: Can | send my resume in another format?

Unless a job posting indicates alternate application methods, an online resume must be used when submitting an
application.

Online Resumes
An online resume is a resume that you may create after becoming a member of our Careers community. It is stored
electronically and can be reused and edited repeatedly. (See Creating an Online Resume/a>).

Advantages of an Online Resume/b>

An online resume allows you to

* Reuse the content from a traditional, print resume.

» Choose from lists of industry-specific skills to supplement the resume text.
* Activate or inactivate a resume at anytime without deleting it.

» Track past job applications.

» Submit job applications quickly and easily.

* Be found by hiring managers without even applying!

Resumes: How do | delete my resume?

Rather than being deleted, a resume may be inactivated so that it can be easily reused in the future.

When marked as "Inactive," a resumes content may be modified , but it cannot be read by employers. Inactive resumes
can easily be reactivated at any time.

Inactivating a Resume/b>

* Login to the Careers area of the website.

* Click the "My Resumes" button or link on the "Careers Home" page.
* Click the "Active" link in the row of the desired resume.

Deleting a Resume/b>
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* Login to the Careers area of the website.

* Click the "My Resumes" button or link on the "Careers Home" page.
* Click the name of the desired resume.

* Click the "Delete" button.

* Click the "Yes, Delete" button to confirm the deletion.

Resumes: Why are there strange characters in my resume/cover letter?

Strange characters may appear in a resume if the resumes content was copied and pasted from a Word document, web
page or other format.

Sometimes, hidden characters are translated into strange characters when content is transferred from one format to
another.

To prevent strange characters from appearing in a resume

* Save the resume in plain text format (.TXT).

» Copy and paste the plain text into the appropriate sections of the resume.
* Click the "Preview" button to preview the resume prior to saving.

Resumes: "You have unfinished work!" What does that mean?

"You have unfinished work!" indicates either
» A new resume is not complete or saved.
* Edits made to an existing resume are not saved.

Either continue creating or editing the resume and then save it or, delete the draft. Saved resumes that were being
edited are not affected if the draft is deleted.

Skills: Why should | select skills from the Skills Matrix?

Advantages of Selecting Skills from the Skills Matrix
» Employers searching for specific skills are more likely to find a resume that includes skills from the Skills Matrix.

« Skills that can't fit on a traditional resume can still be included.

» Resumes that include industry-specific skills stand out because they can be searched easily.

 The Skills Matrix includes both general and specific skills that are often forgotten in traditional resumes.
* Expertise levels may be indicated for each skill.
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See also
Selecting Skills from the Skills Matrix
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