How to Update or Submit a Resume for a Returning Applicant

"B

Click on the Create/Update Resume link.
New Window [ Help [ Customize Page | &, =)

Applicant Home

etEate [ Update Resume

Create an online resume or update submitted resme infarmation.

@ Wiew Job Postines [ Apply for Job
Q% Search farJab Postings

IE? Job Search Agent

= % Set up your own search criteria for job reguisitions and we will notify you by e-mail when
oppotunities meeting your search criteria are availahle.

&ny Joh Search Agent profiles created will remain active for 60 days since the last date

itwas modified.

Returning applicant please sign in below.

*Email Address: |

*Password: |
| Foroat by Passwaord Sign On |

The following screen is displayed.

Apply for Job

Identification

If you have registered previously, please enter your Email Address and Passwaord, then click Sign On. If
you are signing on far the first time, please click the new registrant hyperlink below.

*Email Address: |

*Password:

Sign On
y | Far

Are you a new

icant? Click here to register

* Required Field

GoTo:  Applicant Home




Enter Login and Password.
2. Applicants who have registered/logged in previously, should complete the following

fields:

Field Name Defaults/ Description
Required

Email Address Defaults to Enter your email address you previously used to login.
Blank
(Required)

Password Defaults to Enter your password.
Blank
(Required)

Sign On

3. Select the button.

The Apply for Job -Resume page displays.
Apply for Job
Resume

Sheldon Smith

This page shows vour complete resume. To expand or collapse a section click on the triangle to the
left ofthe heading. This page mayw be printed for yvour personal records.
Submitted on: 0441 552005

Jobs Applied for: 2

Wy Resume has changed Collapse Al | Expand &1l |

Contact Details

Countrye United States

Address:

Telephone: Phone Type: Other
Email Address: ten001 &aal.com Email Type: Campus

* Additional Attachments
*» Preferences

* Employinent

* Languages
F Licenses and Certifiicates
* School Education

» College/University Education

M References

Beturn to Sign N

Go to: nolicant Horme




Select the __E®2N9A1_| 4 view the current version of your resume stored in the
system.

Apply for Job
Resume

Sheldon Smith

This padge shows your complete resurme. To expand or collapse a section click on the triangle to the
left of the heading. This page may be printed for vour personal records.

Submitted on: 04152005

Jobs Applied for: 2

My Resume has changed Collapse All I Expand All I

Comtact Details

Country: United States
Address:

Telephone: Phone Type: Other

Email aAddress: ten001 @&@aol.com Email Type: Campus

- Additional Attachments
Attached File Purpose Short Description Date/Time

 Preferences

First Choice: Second Choice:
Geographic Preference:

™ wwilling to Relocate ™ willing to Trawvel

Minimum Pays Payw Freguency: Currency:

Desired Start Date: Regular Temporany: Either

FullPart-Time: Either Desired Hours Per Yeek:

Desired YWork Days: < monday & Tuesday [ wednesday [ Thursday [ Friday
I saturdav I Sundaw

Desired Shift: Ay

Desired Job Category:

Start Date

o Date

ashanti

- Licenses and Certificates
License or Certificate Date Issued

CZert Pharmacy Technician oz 211997 Wiewe Details I

 School Education
School Tvpe School

- College/Univer sty Education

Degree Maijor

MHame Title

Return to Sign On

Go to: Applicant Horme




Review previously applied to jobs.

Select the number link (ex: 2) view the previous jobs you applied for using this
resume.

Apply for Job
Resume

Sheldon Smith

This page shows your complete resume. To expand or collapse a section click on the triangle to the
left of the heading. This page may be printed for your personal records.

Submitted on: = f2005
Johs Applied fof: 2
My Resume has Nanged Collapse All I Expand All

Contact Details

Country: United States

Address:
Telephone: Phone Type: Other
Email Address:  ten001g@aol.com Email Type: Campus

* Additional Attachments

* Preferences

You are now able to view all the jobs you applied for with the current resume.




Select the highlighted job title (ex: Manager — Financial) to review positing

6. \% information.

The Job Description page displays.

Apply for Job
Jobs Applied for

Sheldon Smith

Job Title Location Reference
Manager - Financial Haospital for Joint Diseases ooooe3
Esycholody Intern MY Hospitals Center Joooen

Eeturn to Resume

Select the Return to Resume link.

7.
Apply for Job

Resume

Sheldon Smith

This page shows your complete resume. To expand or collapse a section click on the triangle to the
left ofthe heading. This page may be printed for your personal records.

Submitted on: 041552005

Collapse All I Expand All

Coumntny TFited States

Address:

Telephone: Phone Type: Cther
Email Address:  ten001@aol.com Email Type: Campus

F Additional Attachments

* Preferences




8. \% If you realize that your resume needs to be updated, select the My Resume has
changed link.

The Apply for Job - Update Resume page displays.

Apply for Job
Update Resume

Update Contact Details
Click ifwour name, address, telephone ar email has changed

Submit Mew Resume

Click here if you wish to apply for additional jobs and your resume has significantly
changed since your current application. You will anly need to update the infarmation
that has changed.

The new resume will only be applicable to jobs applied for once chanoes have been
submitted. Johs applied prior to the new submission will continue to reflect the
previously submitied resumes. This is because recruitment decisions may have

already heen made hased on the ariginal information.

Eeturn to Resume

You may choose one of the following options to update your resume information in

9. = thesystem
1. Update Contact Details: Select this link if your name, address, telephone or email
has changed, proceed to step # 10.
2. Submit New Resume: Click here if you wish to apply for additional jobs and your
resume has significantly changed since your current application. You will only need to
update the information that has changed, proceed to step #11.




Update Contact Details

10. \% Select the Update Contact Details link.

The Update Contact Details page displays.

Apply for Job

Mame Format:

Prefix:
First:

Last:

Hame:

Countny

Address:

Contact Details

Enteryour name, address, telephone number and e-mail address. The information you enter an this
page may be used to contact you regarding the johs you have applied for,

Mote: When entering phone number below please provide the best number atwhich to contactyou. In
the event your contact information changes, please remember to update your application.

United States Change Country Refresh Mame

T |

[sheidan Middle: |
[smith Suffix: fu =l
Smmith [1,Sheldon
United States Change Country
Edit Address

Telephone: |

Country Code: I *Phone Type: IOTth 'I

Save |

*Required Field

*Email Address: |tenDD1 i@anl.com

Beturn to Lindate Resume

*Email Type: I Campus j"




10A.

Verify/Modify the following fields:

Field Name Defaults/ Description
Required
Prefix Defaultsto  |Used for mailing and identification purposes. Leave this blank,
Blank unless you are certain what prefix applicant wishes to use.
First Required Applicant First Name
Middle Defaultsto  |Applicant Middle Name
Blank
Last Required Applicant Last Name
Suffix Defaultsto  |No suffix in this example. (Jr. Sr. 11, etc).
Blank
Telephone Defaults to  |Enter your primary telephone where the recruiter can contact you.
Blank
Country Code Defaults to
Blank
Phone Type Required Identify if this is your home, business, fax, or other type of phone.
Email Address Required Enter your primary email address where the recruiter can contact
you.
Email type Required Identify if this is your home, business, fax, or other type of email
address.

Click on the link labeled Edit Address to access Address page.

10B. ~/®
The Edit Address Page opens.

Edit Address

Country:
Address 1:
Address 2:
Address 3:
City:
County:

Ok | Cancell

United States
12 South Street

Mew York City

Chanage Country

Q) Mew York Postal: 10027

State: \NY




Enter Address Information.

10C.
Field Name Defaults/ Description
Required
Country Defaultsto  |Use United States
United States
Address 1 Required Street Address 1
Address 2 Defaultsto  |Street Address 2
Blank
Address 3 Defaultsto  |Street Address 3
Blank
City Required City for Applicant Address
State Required State for Applicant Address
Postal Required Zip Code for Applicant Address
10D Click __©%_ to accept Address Information.

This action will return you to the Applicant Contact Info page with the Address

Information completed.

10E. J@

Select 5% |




Submit New Resume

The new resume is only applicable to jobs applied for once changes have been submitted. Jobs applied
prior to the new submission continue to reflect the previously submitted resumes. This is because
recruitment decisions may have already been made based on the original information.

Select the Submit New Resume link.

11. \%
The Apply for Job - Your Online Resume page displays.

Apply for Job

1

Your Online Resume

Review yaur infarmation on the following pages and update anything which has changed aris incarrect.
Move between the pages by clicking on the Mext and Previous buttons at the hottorn of each page.
Alternatively click the circled numbers above to return to completed pages.

[fyou change your resume the date will be recorded and any new jobs you apply forwill use the new
information. Jobs you applied for previously will continue to use the old information. This is because
recruitrment decisions may have already been made hased an the original infarmation you supplied.

VWhen you reach the last page click the Submit button to confirm any changes and to apply for any jobs in
vour hasket.

Ifyou have an existing resume you can include it here by selecting one of the following options. Walid file
extensions for attaching a resume are " .doc”, " himl”, " htrm®, "t " df and " pdf.

% Attach Resume File © Paste Resume Text © | am not providing a resurme

Mexd |

Resume Language: |Endlish =]

Feturn to Update Resume




You may choose one of the following options to create/update your application
12. This page allows you to attach or paste your resume to your application, please select
an option:
1. If you would like to attach your resume, then proceed to step #13.
2. If you would like to paste your resume, then proceed to step #14.
3. If you do not have a resume, then proceed to step #15.

Apply for Job

1

Your Online Resume

In order to apply, please camplete the fallowing pages. Move hetween the pages by clicking the text and
Previous buttons at the hottorm of each page. Alternatively click the circled numbers above to return to
completed pages.

Remember, the more infarmation you give the easier it is far recruitment staff to match your skills,
experience and fields of interest with our current job opportunities.

Ifyau have an existing resume you caninclude it here by selecting one ofthe following options. Walid file
extensions for attaching a resume are ".doc", " html", ".htm", " td", "t and " pdr*.

" pttach Resurne File © Paste Resurme Text ™ | am not providing a resume

M ext

Resume Language: Englizh j

Feturn to Sign On




Attach Resume

13. \/6

Select the “Attach Resume File” radio button.

[fyau have an existing resume you can include it here by selecting one ofthe following options. Valid fi
ensions for attachiwea resume are “.dac”, "html", " htm", " bd", "1 and ".pdf".
< & Aftach Resurme File Paste Resurne Text © | am not providing a resume
Selec l
13A J@

The Upload Resume page displays.

|C:1Dncuments and Setting Browse... |

Lpload | Cancel |

13B ./@ Select—lamwae'" )

Locate document and select the Open Button.

Choose file lI il
Look in: Ia Recrut Images ;I = I-:jg; .,

%Amy Maktthews

Caonfig File - 9[1]. 1 Requisition Descripkion Twpe
Creating Job Fequisition Training Sample
@Recruiting Training Topics

t'Ehlren:rl_litrmant info

ISPE"IF{E-f:ruil:menl: Table Configuration Lisk

sample resume

t'Ehlsetup tables

[, ety
e

by Documents

File name: || ;I Open I
Files of type: |g|| Files [=.%] | Cancel |
S




Select the Upload button.

13C \%
Confirm that you have selected the correct item to be uploaded into the system.

ents and Setting  Browse... |

Lpload ancel |

The system begins extracting information to be used as part of the application process
and automatically bring you to the next step.

Processing Resume ...

The system is extracting information from your resume and filling in the remaining
steps forvou. When it is finished vou will he taken to the next step, where you can
check the information is correct and complete your application.

[fyou cannotwait any longer, oryou wish to fill in the remaining steps yourself, click
the hutton below.

Stop Processing and Continue I

If the system is processing too long or you want to manually enter the information

| Stop Processing and Continue |b it
utton.

then, select the

13D i
= Go to Step 16 to continue process.




Paste Resume Options

14. \%

Select the “Paste resume text” radio button.

[fyou have an existing resume you can include it here by selecting one of the following options. Yalid file

extensions for attaching 3 e hitrml”, " bt b, i and " opdf
¥ Aftach Resume FiE ¢ Paste Resurme Text | arm not providing & resume

14A %

Select Met S ———

Enter your resume in the box:

=€

[a]2e Cancel




14B J@

Locate your resume (outside the PeopleSoft application) and copy the text in your

resume.

W Microsoft YWord

” File Edit “iew Insert Format Tools Table Wing
e, . o B
Qper. .. ChrHiD

5] I I = = I

H E Save Chrl+5
“ Save as...

Versions. ..

Fage Setup. ..
Iﬁ Brink Preview
&h Print... Ctrl+P

Send To k

Froperkies

1 sample resume
201, \Recruit_\WoaorkForce_current_PRINTwZE
3 E:\Recruit_Workforce_current_PRIMT

Exit

14C J@

Select the resume to be copied.

Look in: ID Recruit Images

21x|

-‘ﬁ Anny Makthews

{: Config File - 9[1].1 Requisition Description Tvpe
]
‘ﬁ Recruiting Training Topics

B recruitrnent info

B |Recruitment Table Configuration List
i
il

Creating Job Requisition Training Sample

sample resume
setup tables

Find Files that match these search criteria:

Open I
Cancel |
Advanced... |

File name: I| ;I Texk or properky: I

;I Eind Mo |

Files of bype: IP.II Files LI Last modified: Iany tirne

LI Mew Search |

|s filets) Found,




14D \%

|
select —22 1|

Once you are in the document highlight the text you would like to copy.

OEJTEC TIWVE:

EPERIEHCE: 11,2003 - 52004 FPermuyorarn

P |
of Coorectic 5= Inserk Rowes

Reginbered Tanse
Dielete Rows

Servred as FH at huospital located writhin

honasing spproxdmmatebyr = 500 remates . o E Merge Cells

plaped a key Tole on irterdis ciplitvary te ElI Distribute Rows Evenly
arvd corre cticaes officers. Soctivrely partic +

of tndividiaal trestmert plans for patiera: 11 Cistribute Columns Evenls

FErenared that doctors' orders vwrere affe ot
procedures , corcattaticas wod gt order: _‘? (=111 TEIQ|B

Foery Auwccornpliskamerts EBorders and Shading.. .

w Selected as ore of ondy sewer sbaderdt romwses 1o be admited frdo irdermnship
program after rigoroas selection process.

* Helped refitee 1mit policies and procedures i the areas of sodicide saratck
ey s e Aol 1 5 A a :

14E \ﬁ

On the “Enter your resume in the box” page, select
resume in the text box.

to paste the contents of your

Enter your resume in the box:

Activaly participated in development and implementation of individual treatment plans for
patients with broad range of mental health issues. Ensured that doctors' orders were
effectively carried out, including testing, medical procedures, consultations and stat orders
for five-paint restraint.

ey Accomplishments:

* Selaected as one of anly seven student nurses to he admitted into internship program ater
rigorous selection process.

* Helped refine unit policies and procedures in the areas of suicide-watch procedures, safety
methods, discharge planning and documentation.

* Responded to numerous valatile situations and violent outhreaks, earning the

8] I cancel I

=€

14F \%

Ok

Select

14G
&

Proceed to Step 16 to continue application process.




No Resume

Select the “I am not providing a resume” radio button.

15. \%
" Attach Resume File  Paste Resumefest & 1am nutpruvidingareau%

Mext |

~—_ —
16. \% Select

The Apply for Job - Contact Information screen displays.

Apply for Job
@2 -BHa)E)HeHTHEHEHIoH)

Contact Details

Enter your name, address, telephone number and e-mail address. The infarmation you enter on this page may he
used to contact you regarding the jobs you have applied for.

Mote: When entering phone number below please provide the best number atwhich to contact you. In the event
your contact information changes, please remember to update your application.

Mame Format: United States Change Country Refresh Mame I
Prefix: Dr <
First: |sheldon Middle: |
Last: |Peters Suffix: 5
Name:
Address:

Edit Address

Telephone: | Country Code: I “Phone Type: I :I'
*Email Type: I :I'

Prewious I Mext I

*Ernail Address: |19n9'32@3'3|-00m

* Reguired Field

Go To:
Applicant Home




Enter or Verify.

17.
Field Name Defaults/ Description
Required

Prefix Defaults to |Used for mailing and identification purposes. Leave this blank, unless
Blank you are certain what prefix applicant wishes to use.

First Required  |Applicant First Name

Middle Defaults to [Applicant Middle Name
Blank

Last Required |Applicant Last Name

Suffix Defaults to [No suffix in this example. (Jr. Sr. Il etc).
Blank

Telephone Defaults to |Enter the phone number where the recruiter can reach you.
Blank

Country Code |Defaults to
Blank

Phone Type Defaults to [Select the type of phone number you provided. (ie. Cell, fax, home,
Blank etc.).

Email Address |Defaults to [Enter the email address where NYUMC can send information. If you
Blank do not have an email account, instruction son setting up a free Hotmail

account are provided.

Email Type Defaults to |Select the type of email address you provided. (i.e., home, business,

Blank etc.).

Click on the link labeled Edit Address to access Address page.

18. ‘%
The Edit Address Page opens.

Edit Address

Country:
Address 1:
Address 2:
Address 3:
City:
County:
ar |

United States Change Country

12 South Street

Mew York City State: MY 2, Mew York Postal: 10021

Cancel |

19. i
@ Enter Address Information

In the following steps, enter home address information:




Field Name Defaults/ Description
Required
Country Defaultsto  |Use United States
United States
Address 1 Required Street Address 1
Address 2 Defaultsto  |Street Address 2
Blank
Address 3 Defaultsto  |Street Address 3
Blank
City Required City for Applicant Address
State Required State for Applicant Address
Postal Required Zip Code for Applicant Address
County Defaultsto  |County for Applicant Address
Blank

20. \%

Click __9¥_ to accept Address Information.

This action returns you to the Applicant Contact Info page with the Address
Information completed.

21. \%

Select Mext l

The Apply for Job - Current and Prior Employment Page displays.

This page shows a summary of your employment history if you have attached or
pasted your resume.

Apply for Job

@-@-3 (A6 HTHeHeHio-m)
Current and Prior Employment

This pade shoves a summary of vour emplovment history if you have attached ar pasted your resume.
To add missing employment infarmation to the summary, click the Add hutton below. To change
information for period of employment, click the Edit button next to the name of the employer. To delete

employment information from the summary, click the Delete hutton next to the Edit hotton.
Start Date End Date Emplover

Add

Previous et




Select the button.

To add missing employment information to the summary, click the Add button below.

Apply for Joh
Employment Details

*Start Date: Il Eﬂ (example: 12031:2000)
End Date: I Eﬂ (example: 126312000

Employer: |

Ending Job Title: |

Country: [ United States =]

City: |

State: I ﬂ

Telephone: |

Responsibilities | -]
Reason For Leaving:

Ok |

* Required Field




Enter/Verify the following fields:

23.
Field Name Defaults/ Description
Required
Start Date Required Select the date you started employment by clicking the calendar or
entering the date (MM/DD/YYYY)
End Date Defaultsto  |Select the last day you worked by clicking the calendar or entering
Blank the date (MM/DD/YYYY). If this is a current employer, leave
this date blank.
Employer Defaultsto  |Company name of the employer
Blank
Ending Job Title |Defaultsto |Last job title held with employer
Blank
Country Defaultsto  |Country of the employer
Blank
City Defaults to  |City of the employer
Blank
State Defaults to  |State of the employer
Blank
Responsibilities/  |Defaultsto  |Enter your job responsibilities and your reason for leaving.
Reason for Leaving |Blank

24. \%

Click _oK__|

25. \%

Select

to enter more employment information.

26. \%

Select Edit

To change information for period of employment, click the Edit button next to the

name of the emplo

yer.

27. \%

Delete
Select

To delete employment information from the summary, click the Delete button next to

the Edit button.




Mext |

Select
The Apply for Job- Education page displays.

Use this page to tell us about your secondary school education and any degrees you
obtained from a college or university.

Apply for Job

@-@-@- 2 (5 H7T =219
Education

se this page to tell us aboutyour secondary school education, and any degrees you obtained from a
college or university.

Farthe Highest Education Level field, please selectthe highest degree applicable to the position far
which wou are applying.

To add a secondary school, click the Add button below PrimarndsSecondary School Education. To change
infarmation for a schoaol, click the Edit lete a school, click the Delete
hutton under Primarys choal Infarmation.

To add a degfee, click the Add button below Collegesiiniversity Education. To change information
degreg, clic e Edit button next to the Date Issued field. To delete a degree, click the Delete butt

helow Collegel Education.
*Highest Education Lewvel;

Primary’Secondary Education
Country School Tyvpe School

Add

:

College/Univer sity Education

Degree Major Date Issued
Add

Prewious Mext

* Reguired Field

Select the Highest Education Level applicable to the position for which you are
applying for from the dropdown box.




Scroll to the Primary/Secondary Education section.

30. ‘% Select

Apply for Job

School Education Details

Country: [ United States =l
School Type: [High Schaal |
Level Achieved: |Dip|0ma or Equivalency j

Ok |

* Required Field

Average Grade: |3-3 W Completed
*School: || 2, Other: |Elrl:u:|klyn Technical
State: | Mew Jersey |

Enter/Verify the following information:

31.
Field Name Defaults/ Description
Required
Country Defaults to United |Select the appropriate country.
States
School Type Defaults to Blank |Select “High School” from the dropdown box.

Level Achieved

Defaults to Blank

Select “Diploma or Equivalency” from the dropdown box.

Average Grade

Defaults to Blank

Enter the average grade received at this school

Completed Defaults to Blank |Select the box if you completed the program
School Required Leave blank.
Other Defaults to Blank |Enter the high school’s name in this field

State

Defaults to Blank

State the school is located.




32. \ﬁﬂ Click_9K__|

Apply for Job

@@ @ 1 (567 -E)-{2-10)}-(11)
Education

Il=ze this page to tell us aboutyour secaondary school education, and any degrees you obtained from a
callege or university.

Farthe Highest Education Level field, please select the highest degree applicable to the position for
wwhich you are applving

To add a secandary school, click the Add button below PrimmarngSecondary School Education. To change

information for 2 school, click the Edit button next to the School field. To delete a school, click the Delete
button under PrimarndSecondary School Infarrmation.

To add a degree, click the Add button below CallegefUniversity Education. To change information for a
degree, click the Edit button next to the Date Issued field. To delete a degree, click the Delete buttan
below CallegefUniversity Education.

*Highest Education Level: | Mot Indicated =

PrimanywSecondary Education

Country School Type School
ugea High School  Brooklyn Technical Edit | Celete |

Acdd

CollegeUniversity Education
egree r

Date Issued

add |

Scroll'down to the College/University Section.

Select

33.

T

[TI=TE ]

Apply for Job

College/University Education Details

Country: [ United States =]

State: |Arizc|na j

‘Degree: |Elach Of Geal Engineering Q

Date Issued:  [0519/2000 5 (cympie 12731 2000)

Average Grade: Ir I Graduated

Major: [MFRG TECHNOLOGY @ Other: |MFRG TECHNOLOGY
*School: [Bloamfield College @ Other: |Bloomiield Callege
Educator:

Ok |

* Reguired Field




Enter/Verify the following information:

34.
Field Name Defaults/ Description
Required
Country Default Select Country from the dropdown box
State Default Select the State from the dropdown box
Degree Required Select a valid option from the lookup functionality

Date Issued Defaults to Blank |Select the date by using the calendar or enter the date the degree
was issued(MM/DD/YYYY)

Average Grade |Defaults to Blank |Enter appropriate grade point average
Graduated Defaults to Blank |Check box if applicable

Major Required Select a valid option from the lookup functionality
Other Defaults Value will default when a valid major is selected
School Required Select a valid option from the lookup functionality
Other Defaults Value will default when a school is selected
Educator Defaults to Blank [Leave blank.

Click L__0K__|,

You are back on the Education page
Education

35.

Lse this page to tell us about your secandary schoal education, and any dedrees vou abtained fram 4
callede ar university.

Forthe Highest Education Level field, please select the highest degree applicable to the position for
wehich wou are applyving.

To add a secondary schoal, click the Add button below PrimarngSecondary School Education. To chan|
information far a school, click the Edit button next to the School field. To delete a schoal, click the Dels
button under PritmargSecondary Schoaol Information.

To add a dedree, click the Add buttan below CaollegelUniversity Education. Ta change infarmation far
dedree, click the Edit button next ta the Date Issued field. Ta delete a dedree, click the Delete buttan

below Collegerniversity Education.
*Highest Education Level: | #-Mot Indicated =l

Primary’Secondary Education

School

Country School Type
(WESTLY High School

Brooklyn Technical Delate

Add

CollegeUnver sity Education

Degree Date Issued

Bach Of Geal
Engineering

Add

MFRG TECHMOLOGY 05M1 952000 Edit Delete




If applicable, click T update information.

36. ‘/6

37. ,E If applicable, Click &I to delete information.

38, ,E Select to enter additional education information.
Mt |

39 E Select )

The Competencies Section displays. This section only displays if the job requisition

you are applying for requires a certain skill. You need to evaluate your proficiency for
that particular skill.

PeopleSoft.

E3

Apply for Job

@@ @@ 5 (D)0
Competencies

The following campetencies are relevant to the johs you are applying for. Tell us how proficient you are
by rating yourself below,

* Competencies
Competency *Proficiency

Frevious | MNext |




[ et
Select |.

40. \%

The Languages Section displays.

List any language (excluding English) for which you possess a degree of proficiency
sufficient for translation.

Apply for Joh
@@ @@ s -
Languages

Flease list any lanouage (excluding English) forwhich you possess a degree of proficiency sufficient for

Speaking Reading Writing

Language Proficiency Proficiency Proficiency

Add
Previous M ext
a1 E Select .
Apply for Job
Language Details
*Language: I S

Speaking Proficiency: I :I"

Reading Proficiency: I :I'

VWriting Proficiency: I :I'
(8124 I

* Required Field

42. i ing i ion:
@ Enter/Verify the following information:




Field Name Defaults/ Description
Required

Language Required Select a valid value from the lookup functionality.
Speaking Defaults to Blank |Select a value from the dropdown box.
Proficiency
Reading Defaults to Blank |Select a value from the dropdown box.
Proficiency
Writing Defaults to Blank |Select a value from the dropdown box.
Proficiency
43. ~ﬁ6 Click o]
44. \% Click I to update information.
45, |

‘% Click —2%#"__ 116 delete information.
46. .

‘% Select to enter additional languages.

Mext |

47, \% Select .

The Licenses and Certificates page displays.

List license and certificates related to the position you are applying for.

Apply for Job

CO-0®® s -

Licenses and Certificates

Flease list license and cedificates related to the position you are applying for,

License or Certificate Date Issued

Add

Previous

M ext




Select .

Apply for Job

*License or Certificate:

Date Issued:

License/Certification Humber:

Issued By:

Ok |

* Required Field

License/Certificate Detail

| Q

I Eﬂ [emample: 127312000

49, i ing i ion:
@ Enter/Verify the following information:

Field Name Defaults/ Description
Required
License and Required Select a valid value using the lookup functionality.
Certificates
Date Issued Defaults to Blank |Select the date by using the calendar or enter the date

(MM/DD/YYYY).

License/Certification |Defaults to Blank

Number

Enter the license and certification number information.

Issued By

Defaults to Blank

Enter the organization, company, person who issued the
license/certification.

50.

Click 0|




You are able to view the License/certificates list

Apply for Job

OB @®® s e

Licenses and Certificates

Please list license and cedificates related to the position you are applying for.

License or Certificate Date Issued
Cert Pharmacy Technician 02131997 Edit | Delete
@
Previous [ et

If applicable, click T update information.

ol. \%

52, E If applicable, click ﬁl to delete information.

53 E If applicable, select to enter additional licenses and certifications.




54,

Select

Mext |

The Apply for Job-Ques;tionnaire page displays.

Answer all questions by selecting the appropriate check boxes.

Apply for Job

-
-

oa a0 |

oa

-
-

—

—

o0 040

a0

a0

@@ @@ @ 7 =00y

Quuestionnaire - You Must Answer All Quuestions

Hawe you ever heen comvicted of a crime? Note: NY Law prohibits unjustiied discrimination
on the basis of criminal comnction.
e

Mo

Has yvour professional licensure ever been suspended or revoked?
es

Mo
Mot Applicable

Can you perform the essential functions of the position for which you are apphsing with or
without a reasonable accommodation?
e

Mo

Are you currenthy employed at any unit of New York Univer sity?
es

Mo

Are you currenthy employed at any other hospital in NIYVC?
es

]

Are you authorized to work legally in the United States? Please Hote: Authorization is
determined by LS. Citizenship, lawful permanent residence status, or employiment

authorization from the immigration and naturalization service.
Mo

Yes. Evidence of vour authorization to work in the LS. will be required if a conditional
offer of emploviment is made.
Aare you under 18 yvears of age?

Tes
[ [u]

May we contact your previous employers?
es

[ [u]

Were yvou previoushr employed at YU Medical Center?
Tes

Mo

Wiould yvou work any assigned shift?
Yes

[ [u]

Do you have any relative{s) currenthy employed by HYURMCT HNYUMC does not restrict the hirin
of relatives of employvees or members of the same household except that they may not be

assigned to positions where they would be subjected to supervision by them
Yes

[ [u]
May we contact your current employer?

es

o

Previous I et




[+ et
Select l

List references of direct supervisors only. Personal references are not necessary.
Current references will not be contacted unless authorized by you in the questionnaire
in the previous step.

Apply for Job
@006 6@ -
References

Please listreferences of direct supervisars only. Personal references are not necessary. Current references will not he contacted unl

Hame Employer

Add

Previous et

Select [ A8 |.

Apply for Job

Reference Detalls

First Name: I Last Name:

Title: |

Employer: |

*Reference Type: | Frofessional j

O |

* Required Field

57. i ing i ion:
Enter/Verify the following information:




Field Name Defaults/ Description
Required

First Name Defaults to |Enter first name of your reference
Blank

Last Name Defaults to |Enter the last name of your reference
Blank

Title Defaults to |Enter the title of your reference
Blank

Employer Defaults to |Enter the company or organizations name
Blank

Reference Type Required |Select the reference type “Professional” from the dropdown box.

Click |__0K__|,

58.

Apply for Job

00000

References

Flease list references of direct supervisars only. Personal references are not necessary. Current references will not he conta
Hame Employer

Mary Blige NYG Dept. of Health Edit | Delete |

Add

Frevious Pt

If applicable, click T update information.

59. \%

60. E If applicable, click ﬁl to delete information.

61. E If applicable, select to enter additional languages.




[+ et
Select l

The Apply for Job-Preferences page displays.

This page is used to tell us what an applicant is looking for in terms of working time
and type of job.

Please disregard the “Geographic Preference” section.

Apply for Joh

DS OeEOOE -
Preferences

IJse this page ta tell us whatvyou are looking for in terms of warking timme and type of job.

Please disregard the Geagraphic Preference section as well as the Willing to Relocate checkhox

First Choice: | 2 Second Choice: Q
Comments I i‘

™ willing to Travel Percentage Travel: I %
™ willing to Relocate

Desired Start Date: I [z (example: 12531/2000)

Desired Work Days:
Sl o ¥ Monday M Tuesday [ Wednesday W Thursday ¥ Friday

[T Saturday [ Sunday

Regular/ Temporany. I Either vl
FullPart-Time: I Either - I

Minimum Pay: | Currency Code; I_ Q.
Pay Frequency: I—Ll

Desired Job Categony: I ﬂ

Desired Shift: ATy =

Desired Hours Per Week: I

Frevious et




63. i ing i ion:
@ Enter/Verify the following information:

Field Name Defaults/ Description
Required
First Choice Defaultsto  |Not being used by NYUMC
Blank
Second Choice Defaultsto  |Not being used by NYUMC
Blank
Comments Defaultsto  |Not being used by NYUMC
Blank
Willing to Travel Defaultsto  |Check the box if you are willing to travel.
Blank
Percentage Travel Defaultsto  |Enter the percentage of travel you would like to do.
Blank
Willing to Relocate |Defaultsto  |Check the box if you are willing to relocate.
Blank
Desired Start Date  |Defaults to  |Select date by using calendar or enter date (MM/DD/YYYY)
Blank
Desired Work Days |Defaultsto  |Select the days of the week you are able to work, by checking
Blank the appropriate boxes.
Regular/Temporary |Defaultsto |Select using the dropdown box
Blank
Full Time/Part Time |Defaultsto |Select preference by using dropdown box.
Blank
Minimum Pay Defaultsto  |Enter minimum acceptable dollar amount
Blank
Currency Code Should Select appropriate code using the lookup functionality.
always be
uUsSD
Pay Frequency Defaultsto  |Indicate how often you would like to get paid by selecting an
Blank appropriate value using the dropdown box.
Desired Job Category|Defaultsto  |Select appropriate value using the dropdown box.
Blank
Desired Shift Defaultsto  |Indicate the shift you would like to work by selecting an
Blank appropriate value using the dropdown box.
Desired Hours Per  |Defaultsto  |Enter the amount of hours per week you would like to work.
Week Blank




[ et
Select |.

64. \%

The - Apply for Jobs - How did you find out about us? Page displays.

Select the Referral Source that best describes how you found out about about
NYUMC or the position, which you are applying. If the Referral Source is Other, then
provide the details in Other Referral Source. If the Referral Source is Employee,
provide the details in Referring Employee Information. For all other Referral Source
categories specify the Referral Source detail.

Apply for Job
26006600 @E i

How did you find out about us?

Selectthe Referral Source that best describes how you found out about about NYUMC or
the position which you are applying. Ifthe Referral Source is Other, then provide the
details in Other Referral Source. Ifthe Referral Source is Employes, provide the details
in Referring Employee Infarmation. For all other Referral Source categaries specify the

Referral Source detail.

Referral Details
Referral Source: I :"

Referral Source Detail: I Q

Other Referral Source: |

Are you a former employee: T Yes ©# No

Previous Termination Date: I [
Referring Employee Information

Referral Name: |

Email Address: |

Member of your famil: ¢ Yes ¥ Mo

Previous Mext
Enter/Verify the following information:
65.
Field Name Defaults/ Description
Required

Referral Source Defaults to Select the referral source from the dropdown box.

Blank
Referral Source Defaults to Select the appropriate value by using the lookup functionality
Detail Blank




Field Name

Defaults/
Required

Description

Other Referral

Source

Defaults to
Blank

Enter the other referral source in this field

Are you a former

employee

Defaults to

Select yes if you worked for NYUMC in the past.
Blank Select no, if you have never worked for NYUMC

Previous Termination|Defaults to

Date

Blank termination date.

If you worked for NYUMC in the past, what was your

Referral Name

Defaults to
Blank

Enter the name of the employee who referred you.

Email Address

Defaults to
Blank

Enter the email address of the employee who referred you.

Member of family

Defaults to
Blank no.

Is this referring employee related to you. Select either yes or

66. \%

[ et
Select |.

Are you ready to submit your resume?

Review the statement prior to submission.

PeopleSoft.

= »
Apply for Job

POOPDOODOO®

Submit Resume

Ifyou wish to review your information use the previous and next links, or click the step numbers above, to
navigate through the pages. When you have checked your information click the Submit button below to
send us Your resume.

Certain parts of your resume can be updated after submission, such as your contact infarmation, but the
rest cannot be changed because the information in your resume may be used in the candidate selection
process and as such will be assurmed to be a snapshot of your position atthe time of submission. If
wour resume information changes significantly in the future, and vou wish to apply for more jobs, vou will
be required to submit a new resume.

By submitting this application, | cerify that the information contained in this application is correct to the
best of my knowledoge. | authorize investigation of all matters contained in this application and agree that
any misleading or false staternents would render this application void and would be sufficient cause for
immediate dismissal in the event of employment. | understand that my employment is contingent upon
satisfactory completion of a physical examination, the receipt of satisfactory work and education
references. |agree, if employed to provide acceptable proof of age and wark authorization and to abide
by all MU Medical Center rules and regulations. If emploved, | authorize MNYU Medical Center to conduct
any and all verifications as permitted by federal, state, and municipal codes and regulations. |
understand that my employment is not governed by any written or oral contract and is considered an "at
will* arrangement. This means that | am free, as is NYLU Medical Center, to terminate the employment
relationship at anytime, as long as there is no violation of applicable paolicy, federal, state, ar local law.
Submit

Meswy ork University Medical Center is an egual employmentfaffirmative action employer and does
not discriminate on the basis of race, color, religion, gender, sexual orientation, maritalfor parental
status, age, national origin, citizenship, disability, veterans status or any other classification
protected by applicable Federal, State, or Municipal Lasw .

The company is not responsible for the verification of data provided and shall not be liakble for any

errors, factual, transcription or othervwise, cortained in the information posted.
FPrevious

Hoime




67. \% Select ﬂl if you are finished entering/verifying information.

The Submit Confirmation page displays.

Apply for Job
Submit Confirmation

Thank you for sending your resume. Ve are now reviewing your gualifications and background against current
openings.

We will contact you for an interviews if we identify an appropriate position for you.

If wvou da not hear from us, we will place your application in our file for future consideration. VWe thank vou far

Sincerely,
Recruitment DepartrmeNt
Ok

O |

You have now completed the application process for the jobs you were interested in
applying for.

68. \%

The updated Resume page re-displays.

Please note that the date and the number of jobs applied for are different.

Epply Ffor Job
Resuma

Sheldon Smith

MThis page shgw = el plete resurme. To expand or collapse a section click on the triangle to the

Collapse Al | Expand &l |

Address:
Telephone: Phone Type: Other
Email Address: ten001 @aol.carm Email Type: Carmpus

F Additional Attachments
* Preferences

* Licenses and Certificates

F School Education

= Collegeiniver st Education

. References

FReturn ta Sigrn Com

GO toe: HSpplicant Harme




Select the Resume History link to review the various resume’s you have on file.

Apply for Job

Resume History

“ou have submitted resurmes on the Tollowing dates. To view the information you sent
us a F i date simply click the date.

2005-04-21
2005-04-15

Eeturn to Hesume

Select the date link (ex: 2005-04-15) to review the resume information stored for that
articular date.

Apply for Job
Resume

Sheldon Smith

This page shows your complete resume. To expand or collapse a section click on the triangle to the
left ofthe heading. This page may be printed for your personal records.

Submitted on: 041 5/2005
Jobs Applied for: 2z
My Resurme has changed Collapse Al | Expand A1l |

Contact Details
Countrys Linited States

Address:
Telephone: Phone Type: Other
Email Address: tendo1 @aol.com Email Type: Zampus

* Additional Attachments
» Preferences

71. \%

If finished, exit system by completing the following steps:

= Select the Applicant Home on the Resume page.
= Select the link at the top right of the Applicant Home page to exit the
system.
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