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Overview/Description

This document provides step -by-step instructions on Appl ying for Jobs . This process reviews
Applica nts navigating to the  Careers Portal and applying for Job Openings .

Prerequisite(s)
N/A

Instructions

In order to Am@n A pplicant signs in, the system knows who he/she is and does not require the
rekeying of any existing data into the system.
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2. Search Jobs
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b. Step 1 — Start: Read the requirements of the Job Posting . If you agree to the Terms

and Conditions Statement, check the box and Click Next.

c. Step 2 —Resume/CV : Attach Resume/CV , Cover Letter or any other documents
pertinent to applying to the Job Posting and Click Done, once complete
Click Next (The option to return to Previous pages can be done by selecting).
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e. Step 4 —Qualifications (Work Experience, Degrees, Honors and Awards, Language
Skills, and Licenses and Certifications) : Each of the Qualifications sections can be
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Step 7 of 8: Self-ldentify - Diversity
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k. Step 8 —Review & Submit: After reviewing all 7 Steps in Applying for Jobs , use Step 8
to verify all information. Once complete, Click S ubmit (The option to return to

Previous pages can be done by selecting ). I < Previous I ol

x Exit Apply for Job
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