9.2 Apply for a Job: External Applicant

Purpose: Use this document to apply for a job as an external applicant within ctcLink.

Audience: External Applicants.

Apply for a Job: External Applicant

NOTE: Navigation will vary from each Career site and the user will be logged in directly
to ctcLink.

Navigation: Careers

—

. The Careers page displays.

2. Enter the search criteria in the Search Jobs field and select the [>>] icon to the right of the

field.

3. Alternately, you may select the View All Jobs link to broaden the search.

rch by job title, location, or keyword

Welcome

View Jobs Posted in Last 99 Days

New User

>

View All Jobs

o

My Job Notifications

My Job Applications

My Favorite Jobs

My Saved Searches

My Account Information

4. The Search Results display.
5. Select the desired Job Title.
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£ Carcers Search Jobs

- Location Search Jobs
Search by job ille, location, or keyword b
Olympla HR Offica (1)
Clear Search Save Search
¥ Department 1 job found.
EDUCATION DIVISION (1)
FUNCTIOMAL AMALYST
Job 1D 100898
- Job Family
Location Olympia HR Office
Mo value (1) Departmant
Job Family
~ Job Posted In Posted Date 02212019
Close Date Open Until Filled
2018 (1)

6. The Job Description page displays.
7. Select the Apply for Job button.

< Search Jobs Job Description O ()
Previous Job FUNCTIONAL ANALYST Next Job
Apply for Job
Job ID 10098 Full/Part Time Full-Time
Location Olympia HR Office Regular/Temp... Regular

vr Add to Favorite Jobs

i Email this Job

Qualifications

Functional Analyst Qualifications

8. The Sign In page displays.
9. Register as a new user or log in with existing credentials.
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Sign In X

*User Name [ ‘

*Password

sionin |

Forgot User Name | Forgot Password

Are you a new user? Register Now

10. The New User Registration page displays.
11. Complete all required fields.
12. Select the Register button.

4 Search Jobs

Account Information

“User Name fonytaster

Tt [ [ ——
"Confirm Password sesssssesssssssssssinssesanese

Name Format = English 7
*First Name  Tony
*Last Name Tesler
*Email Address tonytester@sbctc.edu
*Phone  B00/555-1212

Address Information

“Country = United States -
“Address 1 | 1000 Test Way
Address 2
Address 3

*City Olympia “State | Washington j

13. The Apply for Job page displays.

14. Select the View Terms and Conditions link and review. Close window when done.
15. Select the | agree to the Terms and Conditions checkbox.

16. Select the Next button.
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17. Continue to select the next button as you progress through each step.

x Exit Apply for Job

FUNCTIONAL ANALYST

Step 1 of 5: Start

Before you begin the job application process, please read the Terms and Conditions carefully. By selecting the *| agree o the
Terms and Conditions® checkbox you indicate that you have read and undersiood these Terms and Conditions and acknowledge
your agreemant with them. If you do not agree, you will not be able to submit an application and should select the Exit button.

View Terms and Conditions

| agree to the Terms and Conditions

18. NOTE: The steps will vary based on the job opening. Examples are shown below.

Apply for Job

¥ou have not selected a job

Start Step 1 of 5: Start

I Prograss
Wil cha husirsaEs wilh 1he gordern ment; we must resch oul 10 bire and provida aqual eppamniy o qualfied paopla with disabillias anc probached wianns. To
e s Praasung o wall wia are doing, you may solunkanly sai-denify as having a disabilty or a protaclad vateran by updaling your indamraton Trom Saif
2 | Proguality Sarvica, Parsanal Informatinn, and acoass e self iderdficalian pages tor dsabiity and vebamn
Pargl Staarimcd
s Befane you Bagin the job apoicalion process. pledss read the Termn: and Conditiors: caralully. By sslecting ke ™ agres ta the Terms and Candilians™
checkbos you indicata thal yeu have read and daaiood thease Terme and Canditoes and acknowdedos wour agesmant wills tham, I1 g da nid sgres, wiu
3 Resuma will nod be abika 10 submil an application aod shoukd sk Tha Exi bullon
Mol Staried
Pregualification Notices
‘e accept appications orly after a prequalification process delermines whesher you meet ceran requirements. | these requiremenis are met, you will be

4 Education and 'Wark Experience Ak ko coninie with your pclicaion,

Pzl Staried
Thiz preguaificaton prodess is i ple and reaquires you 1o provice anawers 10 the questons on the recl 2tep of this applicalion proceas. Plaass read all

PRwviarw-and Submilt uastons caraluly, SOme GuUaEtons Mmay mouit yau It selact more than ane arawer, Your sualuatien resubs wil be provided |6 you immediataly you submil
AT ANAWRTR

W

il Staried

It o & adiginia in Apply, wou wil ba ahla o continus your application. If you are not aligitks 1o apoly, you will ke indomeed of your insdgibiily mmadiately and
yous will not be abke io continue your appication,

The gueshonnare and your zrswers are retained in cur system regardless of the cuioome. Ircligike applications are nok processed ary further or green any
further cansderation

You are advised Fal ary falae or Paormeds indormaion will rander your applcalion void,

Wiew Terms and Conditions

B | agree o the Terms and Conditions
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® Exit Apply for Job ko € Pravious I Next ¥ n

You have not selacted a job
1 | Start Step 2 of 5: Praqualify
Complete
To be abgible 1o 2ubmil &1 appication yeu will nesd b answer e falowing questions.
E> Pracqualify Prequality (Reguired)
Iy Peaygpenes
1. fures you currartly autharized to work in the United States for any employer?
3 | Resume Yo
Mok Starisd
Mo

4 | Educaticn and Wark Exparisncs
Mot Staried

Review and Submit

x Exit Apply for Job £ Previous I Next » n

GIS Technician

q  Start Step 3 of 5: Education and Work Experience
Complete
Pleasze refer to the job description for the types of documents we require.
g Resume Attachments
Caornplete

*fou have not added any attachments.

Educati d Work Experie
E) S ] EaCence Add Attachment

In Progress

4 Diversity Education History
Mot Stared
Highest Education Level | A-Not Indicated ’:]

5 Review and Submit

Work Experience (Required
Nt Started 2 Apelle {Required)

You must enter infermaticn in this section,
Add Work Experience
Degrees
You hava not added any degrees.

Add Degrees

Language Skills

You have not added any language skills.

19. Select the Submit button after completing the application.
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% exit Apply for Job < Previous l Submit n

GIS Technician

p Start Review your application and make any changes before submitting.

Complete
Step 5 of 5: Review and Submit

2 Resume

Compiele = My Contact Information

Email tonytester@gmail com Address
5 Education and Work Experience
Complate Phone Contact Not Specifled
Method
4 Diversity Modify
Complete
» Online Screening Notice
Review and Submit
In Progress k Resume Attachment

¥ Cover Letter Attachment

b Attachments

¢ Education History

» Work Experience

b Degrees

¢ Language Skills

b Licenses and Certifications

b References

20.
21.

22.

23.
24.

A confirmation page displays to confirm the applicant submittal is complete.

Select the Return to Job Search link to go back to the home page or select the View
Submitted Application link to view the content.

NOTE: Once an application is submitted, it cannot be edited.

The process for an external applicant to apply for a job is now complete.
End of procedure.
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