Candidate Profile Quick Reference Guide

Following these steps will help you complete your Candidate Profile
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Personal Pages

These are your personal pages. You can enter and update your data here. You are given support during the job search and can save interesting vacancies in your
nuerites list.
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John Hogions University Baitmore

When finished
with your
education, click
the Training Tab.

These three buttons have the same functionality
as in Slide 3. Refer to that slide on how to use
these buttons for Education.
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Accomplishments.

If you have not previously applied for a
position, this tab will be blank.

If you have previously applied, your latest

For additional information
on filling out your
Summary of
Accomplishments, refer to |

the eCareer Candidate
Profile Guide.

Summary of Accomplishments will be
displayed on this screen.
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"""" Read and review the information
isplayed on the Finalize Profile Tab.
Then click the boxes verifying you have

read the statements.
When finished, click Save.
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the Data Overview o
Tab.

This tab allows you to add Attachments as
part of your Candidate Profile. Any
attachments added to your profile can be =

reviewed as a component of your profile.
To Add an attachment, click the Add
Attachment Tab. =
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*IMPORTANT** Be patient, as it takes
wumthe system a few moments to load your
profile in this format.

Positica Type: Select

Posinca Grade When you have finished reviewing

i your Candidate Profile, click the

| =Rinalize.Profile tab. -
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Candidate Profile Quick Tips

e When entering text as part of your profile, there is a
maximum character limitation on certain tabs

0 Work Experience is limited to 1,500 characters

0 Education is limited to 2,000 characters

0 Special Skills/Associations is limited to 1,000
characters

0 Summary of Accomplishments is limited to 6000
characters and should be entered when you are
applying for a job

e When creating your training experience, remember to
include relevant training within the past 15 years

e The email stored on your profile will be the email
address that receives ALL eCareer correspondences,
even if you are a Selecting Official or Review
Committee Member.

e When entering your current work experience, leave
the end date blank meaning that you are still in that
position. When you leave that position, you can go
back to that Work Experience tab and enter the end
date.

e Refer to the eCareer Candidate Profile Guide for

additional information on completing the application
process

Congratulations!

You have successfully completed
your Candidate Profile. Now
when you apply for jobs within
eCareer, your profile will load
Into the job application.




