
Job Search 
 
Basic Search 
A basic job search can be conducted to quickly identify the types of jobs you are most 
interested in viewing.  

 
 
 
A Job Number can be entered into the field below to view a specific job.  

 
 
Keywords can be used to view jobs that contain those specific words. This is a literal 
search so your results may not be accurate. For example, if you search for Accountant but 
the text in the job is Accounting, the job will not come back on your search as a match. 
The Keyword search must match exactly. 

 
 
Job Field can be used to view jobs within a specific functional area. If you are interested 
in Secretary jobs you would choose Clerical/Secretary and then Secretary in the second 
drop down box.  

 
 
 
 
 
 
 
 
 



Searches can also be saved for future use. After creating a basic job search click on the 
Save this Search link in the right corner of the page. This will prompt you to name the 
search.  Click on Save and the search is saved for future use in the My Jobpage tab under 
My Saved Searches. 
 

 
 
 
Additional Features 
 
By utilizing the following 2 drop down menus the search results you can adjust the way 
you view your search results. 
 
The Results per page drop down allows the user to view 5, 20, 25, 50 or 100 jobs per 
page. This limits the number of pages the user will need to page through to view all of the 
posted jobs. 
 
The Sort by drop down allows the user to sort the jobs by Posting Date and Job Title.  
 

 
 
 
Next to the title of each job posting there is a “Bubble”. If you hover over the bubble with 
your mouse it will give a brief description of the position. This can save you time by not 
having to click into every posting to view the description. 



  
 
 



My Jobpage 
 
The My Jobpage tab gives the job seeker an opportunity to: 

• Keep track jobs they have applied for on-line in one convenient spot.  
• Collect jobs in a job cart and apply for them at one time instead of individually. 
• Create job searches and save them. 

 
 
My Submissions 
The My Submissions tab is an excellent way to keep track of the jobs you have applied 
for. It provides information on the Job Title, Posting Date, Job Status and the Submission 
Status of each position.  

 
 
 
This page contains a record of the following:  
(Note the difference in the icons next to the titles.) 
 
Draft Submissions – These are job submissions that you have started but not completed. 
There is a link available to finish the draft submission so that you are considered for the 
position. 

 
 
 
Completed Submissions – These are job submissions that you have completed. There is 
a link available to view your submission to verify that all of the information given is 
correct. 

 
 
Withdrawn Submissions – These job submissions are ones that you have withdrawn 
from. This means that you are no longer under consideration for the position. There is a 
link available to view/edit your job submission and also one to re-apply for the position. 



 
 
 
My Job Cart 
 
The My Job Cart tab allows the job seeker to collect jobs in one location to easily apply 
from one location. Links are available to apply for the job or remove it from your Job 
Cart. 

 
 
 
My Saved Searches 
 
This tab allows you to access searches you have saved and use them again. To run the 
search again click on the search title and it will take you to the Basic Search page. Run 
the search again and your results will be updated. 
 

 
 



My Account Options 
 
The My Account Options is a link at the top of the page that allows the job seeker to edit 
the following information in their account by clicking on the corresponding Edit button: 

• Personal information – Name and E-mail 
• Login information – Username and Password 
• Correspondence receipts – Default is set to Yes 

 

 

 

 
 


