
How to View Current Job Openings 
 

1. � 
Click on the View Job Postings/Apply for Job link. 
 

 



2. � 
The following page displays:  
 

 
 
 



 

3. � 
Enter your Job Search Criteria.   
Your search can be a combination of these fields or leave them all blank to view all 
job openings. 

 
Field Name Description 

Job Categories Select the job category by checking the appropriate box. 
Keyword Enter Keyword to match against the job’s posting title  
Regular/Temporary Select from the dropdown.   
Full-time/Part-time Select from the dropdown.   
Minimum Salary Enter preferred minimum salary (enter numbers only ex. 54000= 

$54,000).  Note: Entering a minimum salary will restrict your search, 
this field is optional. 

Salary Range Currency Enter USD. 



4. � Click . 
You are only able to view job postings that meet the following criteria: 
• The current date is within the job posting opening and closing dates. 
• The job requisition has an open status. 

 
 



5. � 
 
 

Review job descriptions by clicking on the job title. 
 

 
Once you have clicked the posting title, you will be able to view the job description. 
 

 
 
Select the Return to Job Postings link to continue to review selected job postings. 

6. � 
Click the appropriate checkbox in the Job Basket column, to indicate what positions you 
are interested in applying for. 
 
If you find a job opening that you're interested in applying for, add the requisitions to a 
job basket. The job basket enables you to apply for multiple requisitions at one time. 

7. � Click  button. 
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