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Make sure to read 
the Step by Step 
Guide and then 
click on the link to 
Current Vacancies. 
This will bring you 
into the eRecruit 
system.
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Before applying to any of 
the vacancies, new users 
must register in the system.  
Returning users can login 
using their user name and 
password. 

Applicants can browse the 
vacancies without registering.  
Just click on the hyperlinks to 
see the vacancy details. 

To register: Enter username 
and password and repeat the 
password.  Then click 
‘Register’. 

Candidates can 
review the FAQ 
before filing an 
application. 

Click here if you 
forgot your User 
Name or Password 
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This is what the page looks 
like after you have registered. 

You can now select the vacancy 
for which you would like to 
apply.   

Once you select the job, a new 
page opens. Click Apply Now 
when you are ready to apply.   
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On this page you are asked to confirm 
that you will complete all parts of the 
application form.  Please note that 
incomplete applications will not be 
considered. 
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Please fill in the fields of this page, then 
click the ‘Save’ button. Please save 
regularly.

Create your profile as 
appropriate. 
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The application can be 
edited at any time by 
clicking in the text fields. 

This is a very important button!  Each time you 
complete one of the sections of the application 
form, make sure you save the information you have 
entered.  Never exit the application without 
saving or your inputs will be lost. 

Here you can enter your Motivation 
Statement. You will need to enter a 
new Motivational Statement for each 
job you apply for.  

NOTE:  Applicants are required to enter a 
unique Motivational Statement for each job 
application. 
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Here you can see the 
sections of the application 
form that we are asking 
you to complete.  Click 
the ‘Add Work 
Experience’ link to 
enter additional work 
experience. For each of 
the jobs in your work 
history, please enter start 
and end date, employer, 
job title and city.  Then 
enter the description of 
your duties.  
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Add all necessary and 
relevant information as 
the reading shows. You 
can also Remove or Add 
additional fields by 
clicking on the hyperlinks 
to the right of your screen. 
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You can also list all your 
relevant publications, 
volunteer activities and 
achievements in these 
fields   
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Click “submit” when you have completed 
your application. 

Please answer the 
questions by clicking in 
the appropriate fields. 
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After you click “Submit”, the 
system will prompt you to review 
you application. Click “Continue” 
when done. 

To print your 
application – click on 
“Ctrl+P” or Right Click 
your mouse 
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Clicking this button is the 
equivalent of a signature. 
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TIP:  If you want to make changes to 
an application that was already 
submitted you may click the link to the 
job. Once a job has closed you will not 
be able to edit your application.  


