Getting Started

Internal candidates - go to Self-Service and select “Apply for Job Opportunities” in the My Career
section of your Employee Self Service (then skip to pg. 16 of this manual)
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Click “Staff” to find open positions

I Jobs @ Uiowa x Pk — fu] i
£ C (O] /fjobs.uiowa.edu o =
1{1}7,'/! W Jobs@Ulowa
Hom ulty Postdocs Research Interns Grad Assistants Temporary Student Living and Working @ lowa

Beth MacKenzie

Recycling Coordinator
Office of Sustainability




Log in to your account OR create an account by clicking “Go to Profile”

HOME BROWSE JOBS

LIVING & WORKING @ IOWA

BENEFITS

JOBS HELP

| Q, Find jobs by keyword

| | @ All locations

|

All jobs

All locations

Only show:
New Jobs
Location (=]
+ Add a location
Al v
owa City, lowa, United
States (272)
Des Moines, lowa, United
States (3)
Cedar Rapids, lows, United
States (1)
Council Bluffs, lows, United
States (1)
Category B2
+ Add a category
All v
Patient Care Providers (156)
Administrative/Professional (45)
Research (27)
Facilities/Skilled Trades (20)

Previous Job Searches

All jobs
¥ All locations

272 results

Physical Therapist - Dept of Rehab Therapies
Location: lowa City, lowa, Uni
Category: Patient Care Providers

ted States

The Department of Rehsabilitation Therapies he University of lows

Hoapitals and Clinics is locking for & Physic

Senior Physical Therapist - Dept of Rehab Therapies
Location: lowa City, lowa, Un
Category: Patient Care Prc

ted States

ers

The Department of Rehasbilitation Therapies st the Uni ity of lowsa

Hoapitals and Clinics is locking for & Physical Therapist to adminiater. ..

Billing and Loan Collections Specialist
Location: lowa City, lowa, United States
Category: Administrative/Profeasional

The University of lowa Billing and Loan Collections Department is seeking a

Billing and Loan Collections Specialist to perform a broad range of ...

Medical Assistant lI-Medicine Specialty Clinic

Location: lowa City, lowa, United States

Category: Patient Care Providers

Medical Aasistant Il- Medicine Specialty Clinic 100%: 40 hours &\

Qual & Op Improv Coordinator-CSS (part-time)

Location: lowa City, lowa, United States

Category: Administrative/Professional

Classification Title: Quality and Operationsal Improvement Coordinator
Department: Central Sterilizing Services Pay Grade: 3A...

Snr Pharmacy Technician, Cert
Location: lowa City, lowa, United States
Category: Patient Care Providers

Senior Pharmacy Technician, Certified - Ambulatory Care, Specialty

erapiat to adminiater. ..

k will be
accomplished between the times of 8:30 AM - 5:00 PM, Saturday and...

My Profile

Create and manage profiles for
future opportunities.

( Go to Profile }

My Submissions

Track your opportunities.

Ew My Submissions

'DISCOVER 1 F
LIVING & WORKING HERE

NEW Are you a Military Veteran?

Contact us to learn more about how
to qualify for Veteran's Preference.



Privacy Agreement

Privacy Agreement

The University of lowa is committed to maintaining the privacy of personal information that you provide to us when using jobs.uiowa.edu or

uiowa taleo.net. This Privacy Policy describes how we treat personal information received about you when you visit jobs. uiowa edu or uiowa taleo net.

Links to Other Websites

| Decline




Login
Log in with current username or register as a new user

(If you have an existing profile, proceed to pg. 16 for further help)

Login

To access your account, please identify yourself by providing the information requested in the fields below, then click "Login”.

New User? If you are not registered yet, click "New user” and follow the instructions to create an account. This site is for Staff positions
only, if you are looking for Faculty opportunities visit our Faculty site to register.

Current Regular Employee? If you are a current regular employee looking for a Staff positions, please visit Employee Self-5ervice "Apply
for Job Opportunities” to view all of the postings available to Internal staif.

Mandatary fields are marked with an asterisk.

» or Sign in with:
User Name

#
Password

Forgot your user name?

Forgot your password?

Login

MNew User



New User Registration

Steps:
- Create a username
- Create a password that contains at least 9 characters: must have at least 1 letter, 1 number, 1
special character (ex. S| @ # *+), and not contain more than 2 of the same characters in a row (ex. AAA,
bbbb, $555)
- Input email address to link with website so you can stay updated with job postings

Job Samech Remember your
username and

Mew User ngiﬂfﬂlh:n .
LA L RSAman 5 e You WAl ] 6 BT B e MO e password! It will be
your only access to

Yyour account.

.
. o S &

 —

——— : a n

Press “Reqister” when all information is filled out




Resume/CV Upload

You can import work history a variety of ways:

1) Connect your LinkedIn or Indeed profile
2) Upload a resume/CV
3) Manually input past work history

Import profile data

2 Or upload a resume/CV

N\

O select the resume/CV file to upload

| Mo file chosen

Note: Once the process is completed, please verify the fields containing values automatically extracted from the resume/CV. You may

\}“ave to manually correct or fill out some of them.

® No thanks, | will fill out the online submission manually

Save and Continue

Save as Draft

Quit



This bar tells you your progress
when filling out profile.

Personal Information

Input all required personal information and job preferences

Ny
S NS N

Save and Continue

Personal Information

Source Tracking

Please indicate how you heard about the job opportunities available within our arganization

Source _;DEI

University's Job Web Site b

University's |ob Web Site

Qur Website

Personal Information

Pl ente (2 o ‘ormation in the fields balo

P ¥ ; %

First Name Widdle Mame LazzMame
et Addre: e Add e

Zip/Postal Code®

lowa City | | |

" ¥
Place of Residence

Country

United States V‘

State/Province

lowa w ‘

Closest Metropelitan Area

lowa City V‘

Primary Phone’ Email Address’




Personal Information continued...

Select preferred shifts, job level, job type, etc.

Basic Profile Infermation

ndicate the employment preferences, conditio

Employes Status

B Regular

Shift

Day Job
Evening Jeb
Might Job
OnCa
Variabls

B Flex Time
Weeasand

Rotating
Job Leve

Entry Leve

ndividual Contributar

with Direct Reports

Manager without Direct Reports

dintereszts in the fis

Mot Specified

]

Minimum Annual Salary
Tra Up to

Mot Specified

as below.

B Standard

Schedule

@ Full-time

Fart-time

Diats of Availzbility

| Month v|

Day V|

Yaar w |

Lurrendcy

| US Dollar (USD) w

Save and Continue



Preferences

Select as many preferences as you would like. Find the corresponding job field and press “Add to

Selected preferences
will show up here

List”

OO

Resurme/CY Pearsona Preferences File Atnachrmers

Uphoad Irfrrimaticn

Sawve and Continue

Preferences

Empleyment Preferences

Please specify the work preferences such as the job figld. the location, and the organization. Se

professional interests

You must select at least one value in the section "ok Fisld”

Job Field

Rezet

(— Job Field Preferences

IT Professionals
Levelz: IT Profeszionals
Remave

Administrative/Professiona
Lewvels: Administrative/Professiona
Remave

Save and Continue

Page 1«

Selectthe options that beter correspond to the

tof2

10



Preferences continued...

Select your location preferences on this page

O——0—0

Reasurne Ty Parsanal Preferences File Mnacheremms
Upload nlorrmation

Sawe and Continue

Preferences

Employment Preferences

Pleasze specify the work preferences such as the job fizld. the location

'

)
m
(=]

m

zation. Select the options that better correspond to the

You must select at least one value in the section "Location”.

Location
Dwes Baines L
Add to List
Rezat
_

Location Preferences

lowa City
Selected preferences Levels- lowa City

will show up here Remove
Bettendorf

Levels: Bettendaor?

Remave

Sawe and Continue

Page 2 out of 2



File Attachments

Provide any additional attachments to your job profile

If you don’t have any attachments, press “Save and Continue”

O-O0-0-0-0

e O f50 Prefereries
ResarmelCy Persana TEIRIEINE e Astachments
Upbaad rilorrmation

Save and Continue

File Attachments

Attachments

‘You can attach files to the candidate record (2 g0 cover letter, resume/CV, references, transcripes, etc). Once & file iz attached, you can ovenwrite it

saching 2 file with exactly the same name and extension.

Szlect the file to amach

| Choose File | Ne file chosan

Comments about the file

Armach

Thizs section displays basic information regarding the files

arached oo the candidate record.

Pleaze indicate which of the attached documents is your

Resume/'CV. To delete, p g izt of the unneedad

files to TA-Support@uiowa.edu.
Resume/CV | File Mame Dats Comments

Test Resume.docx BiTiza

Test Cover Letter.docx | 5/7/24

Sawve and Continue

12



Review and Submit

Make sure to review all information before submitting your profile

()

—

rifCmalen

Rewiew and Submit

The fallowing information will be submitted after you click the Subm
nformation.

Personal Infermation @ <

—

Preferences  Fle AlLachmenls Fesviesw and
Submit
Submit
t button. Where an Edit link is displayed. you can madify the corresponding

Source Tracking
Source Type
Source

Personal Information
Full Mame

Strest A

ddresz (line 1)

Address (line 2)
City

Zip/Postal Code
Flace of Residence
Primary Phone

Email Addrass
Basic Profile Information

Employee Status

University’s Job Web Site

Qur Website

lane Doe

123 Maple Strest

lowea City
51211
lowea City

123-456-7850

Begular
Standard
Flesx Time

Full-time

If you need to make any
changes, press “Edit”

13



Thank You

Your profile has been created and you can begin searching for available jobs at the University of
lowa by selecting “View All Jobs”

JOB SEARCH MY JOBPAGE

Thank You

Process completed

‘You have successfully submitted your candidate profile. You can review and update your information by signing in bo our careers website

We invite Wou to further explore the availab e oD :l:E"'_EE



My Jobpage

On this page you can see jobs you’ve applied to (“My Submissions”),
your JobCart, and Saved Jobs

My Submizssions My Job Cart | My Saved Sea 'n:'1e5>

My Submissions (1 job submissions found)

This page displays all relevant details related to your draft and completed submissions.

Submissions per pags

25 W

Completed Submissions

— Senior Application Developer - Administrative Information Systems " - Full-time
loawa City
Job Posting : May 2, 2024 - Job Number: 24002633
Job Status: Active [Accepting Job Submissions)
Submission Status: Final Candidate Selection in Progress - Updated: May 8, 2024

t Submizsion | View Email Mes=ages

wious | 1| Mext

My Submissions - Page 1 of 1 Pr

15



Applying to a job




Applying to a job

Once you find a job you want to apply for, select “Apply for Job”

Senior Application Developer - Administrative
Information Systems

Q lowa City, lowa, United States MEW
il |nformation Technology = 24002633 ﬁ May 01, 2024
Apply for Job Share this Job ‘ ‘ Sign Up for Job Alerts

Login
To access your account, please identify yourself by providing the information requested in the fields below, then click "Login”.

New User? If you are not registered yet, click "Mew user" and follow the instructions to create an account. This site is for Staff positions
only, if you are looking for Faculty opporunifies visit our Faculty site to regisier.

Current Regular Employee? If you are a current regular employee looking for a Staff positions, pleaze visit Employee Self-Service "Apply
for Job Opporfunities” to view all of the poslings available to Internal staff.
Mandatary fields are marked with an asterisk.

or Sign in with:

F o
-

*Uzer Mame

*Paszword

Forgot your user name?

Forgot your password?

Mew User

17



Resume/CV Upload

You can import work history a variety of ways:

Applying for: Senior Application Developer - Administrative Information Systems (Jjob Number: 24002638)

o

Pers
Infarmatian

CO ()
_/

Ly eSignalure Rewview and
I erilication * il

AesumeCV

Upload

Sawve and Continue

Resume/CV Upload

Profile Upload

‘You can submit personal and professional information by uploading 2 resume/CV or by upleading a profile through a third-party service. The system
will auromarically extrace the relevant information from the profile or the resume/CV and fill aut part of the online submission. You can revisw the
extracted inform
If you do not upload a profile or a resume/CV, you will need to fill cut the online submission manually.

n and make the aoproprizte changes inthe next steps.

Import profile data

Or upload a resume/CV

O Select the resume/CV file to upload

Choozs Bz | Mo file chosen

Mote: Once the process is completed, please verify the fields containing values automatically extracted from the resume/CV. You may

have to manually correct or fill cut some of them.

® Mo thanks. | will fill out the online submission manually

18

Save and Continue



Personal Info

Some information will automatically be pulled from your general profile.

Double check that everything is correct and fill out any missing information.

O-0-0O-0O-0-0-0-0-0-0

Sawe and Continue

Source Tracking

||,, s ch Siw w
" t 1
P al In
| | .
. S 1
|| Oy | |';_'_'-!' |

Flace of Residence "

Save ane «d Concinue



Experience & Credentials

Input all experiences and credentials.

Note- some information may be already filled in from resume if uploaded earlier

Apphying far: Sericr Application Developer - Administratie Information Systems Job Mumiber: 2400063E)
wam 1 Eapsrianrs & G b Sy Allahrmats § ¥ Sl Lst u "

Zave and Continue

——  EMpETiEnos & Credentals

Education

List thi ecucational sxperiencas below in order from highast to lowesl. I you have completed 2 second major, plaase soect the “Audd Edocation” link balow b

Education 1

Add any additional Education or

Work Experience by selecting
“Add Education” or “Add Work Remave Education

Experience”

Work Experience

List any oormnt, pricr, or volunizer experiences below, s@arting with the mosi ecent. Please enber "N IF you have no expaerienos b list

Waork Expersence 1

—

20



General Questions

Answer the following questions

Applying for: Senior Application Developer - Administrative Information Systems (Job Number: 24002638)

oNoN NoNoNoNoNONC
Resumef O Persir Cxperience & General
i Credarials Qusestions st ong,

eSgnalure Review and
Tl

Save and Continue

General Questions

Questionnaire

T help us better know you and further assess your qualifications for this position. pleass answer the following questions as accurately 35 possiole.

1. Are you 18 or older?”

i Yes
2 Na

2. Are you currently employed or hawve you been previously employed at The University of lowa, other Regents Institutions ar any other state of
7

lowa agenci

0 Yes
® No

*
3. Are you currently enrolled anywhere 25 2 student?

L Yasz
® No

4. Are you legally authorized to work im the 5. and at The University of lowa?*
1 Yes
(o] Mo

5. Have you filed & registration statement pursuant o the federal Forelgn Agents Registration Act of 1538, asamended. 22 US.C 671 er=zeq.” Note: *

strat

Any applicant must disclose registration in accordance with state law (lowa Code 84.403-404). This does not apply to applicants for meric sysem
positions.

® No

O es

2 Not Applicable (| am applying for a pesition covered by the Merit system.]

21

Save and Comtinue



Job Specific Questions*

In this section, answer any job specific questions that are asked. Questions may vary depending on
job

[m]
Applying for: Senior Application Developer - Administrative Information Systems (Job Number: 24002638)

@ — — ——-

Resume/CV Personal Experience & Genera Job Specific File Attachments Self Identification Disability esignature Review and
Upload Information Credentials Questions Questions dentification Submit

Save and Continue

Save as Draft

Quit

Job Specific Questions

1. What are your salary/compensation expectations for this position?

*Note- This may not show up for all jobs
22



File Attachments

Attach any additional files here (resume, cover letter, references, etc.) by selecting “Choose File.”

To attach it to your application, make sure to press “Attach” once your file is chosen

Applying for: Senior Application Developer - Administrative Information Systems (Job Number: 24002638)

0

File Aft. it
Credearials Qussdiong Questions feasnment= Ider

Save and Continue

File Attachments

Attachments

Please review the job posting to determine if a0 attachment (g.0. cover letter, resume/CY, referencas, ranscripts, #1c.) is requined for this submiss

wyou can attach files to your candidate l2 names so t

existing attachment for a previous

wi. \We sugpest labeling attachments with sepa

u do not inadvertent W

submission

elect the fle to arzach

[Choose File | b file chosen
pay——

Comments about the file

This secti
candidate record.

Please select which file
Files™ column. In addition

Resume/CV in the “Resuma/t

23

Relevant Files | Resume/CV | File Mam Dars Comments
= ] Test Resums.dooe 5/7/24
st Cover Letter.docx | 5/7/24

Save and Continue



Self-ldentification and Disability Identification

This information is voluntary and if you chose not to fill out, you will not be subject to adverse treatment.

Applying for: Senior Application Developer - Administrative Information Systems (Job Mumber: 24002638)

N

>/

Ale Allachments Seif Identification Drigaal Reswienwy and
desnlili Subinit
Zave and Continue
Self Identification
Diversity
information requ
The University of lows s 2 fo contractor. To mest federal reporting obligations, we requ nformation fram pplicants about their race,

tiy

Y
cf to any adverse .
n accordance with
or civil rights enforcement

ethnizity, sex, disability status, and veteran status. Providing this inform
trea

n is vokuntary: if yo
y the hiring department
al reports of applicants to 1

ent. The information will be k onfidentizl and w

federal and state laws, regulations, 3

purposes will be done in the apgregate only: individuals wi
1. Sex:

Femals

Mszle

® | do notwish to answer

1

Age: Are you age 20 or alder?

Mo

® | do notwish to answer

3. Hizpanic or Lating Ethnicity (select one responsel:

Hizpanic or Lating - Persons of Cuban, Mexican, Pusrto Rican, Central or South American, or other Spanish culture or origin, regardless of race

Mot Hispanic or Lating

im any of the eriginal pecples of Morth and South America (including tral America) and

Soutl 1 Asia, or the Indizn Subcontinent, incduding, fer example,

Veluntary Self-ldentification of Disability

*Mame: [Ellie Sharp |

| Why are you being asked to complete this form? |

V¥e are a federal contractor or subcontracior. The law requires us to provide equal employment cpporiunity 1o qualified
pecople with disabilties. \We have a geal of having at l=ast 7% of our workers as pecgle with dizabilities. The law says we
must measure our progress towands this goal. Te do this, we must ask appheants and emgployees i they have a disabiity
or have ever had one. Peopls can become disabled, so we need to ask this guestion 2t least every five years.

Completing this ferm is voluntary, and we hope that you will cheose to do so. Your answer is confidential. Mo one who
makes hirng decisions will se= it. Your decision to complete the form and your answer will not harm you in any way. T
you want te lzam mere about the law or this fonm, wisit the ULS. Department of Labor's Office of Federal Contract
Compliznce Programs (OF CCF) website at wawwdal gowofcep.

Hew de you know if you have a disability?

A disakility is a condition that substantisly limits one or more of your “major life activities.” If you have or have ever had
such 3 condition, you are 8 person with 3 disabdity. Disabilities include, but are not limited to:

= Algohol or other substance use « Disfigurement, for example, = MNenigus system condition, for
disorder (not cumently using disfigurement caused by burns, example, migraine headaches,

drugs ilegalty) wounds, accadents, or congenital Parkinson's dissaze, multiple
= Autcimmune disorder, fior disorders sclenosis (M3)
exsmple, lupus, fibromyalgis, = [Epilepsy or other seizure = NMNeurodivergence, for example,
rheumnatoid arthritis, HMWAIDS disorder atention-deficithyperactivity
= [Blind or low vision s Gastrontesting| disorders, for discrder (ADHD), autism
= C=Encer (past or present) examigle, Crohn's Dissazs, spectrum disarder, dyslexs,
= Cardigvascular or hesrt disesse rritable bowel syndrome dyspraxis, other leaming
= Czlac disease = Intelectuzal or developmental di=shilitizs
= Czrsbral palsy disability = Partial or complste parslysis (sny
= [D=afor senous difficulty hesnng = Mzntsl heslth conditions, for causs]
= Disbetzs example, depression, bipolar = Pulmaonary or respiratory

disorder, anxiety disorder,
schizophrenia, FTSD

= WMissing limbs or parisly missing
imios

« Mokility impairmens, benefiting
from the use of 3 whasicharr,
soonter, walker, lzg brace(s)
andior ather supports

conditions, for sxsmple,
tuberculosis, asthma,
ermphysama

Shon stature (dwarfizm)
Traumatic brain injury

Please check one of the boxes helow:

‘ez, | have 3 d=akility, or have had onz in the past
Mo, | de not have a disability and have not had ons in the pas:
| do not want to answer
PUBLIC BURDEM STATEMEMT: According to the Papenwork Reduction Act of 1985 no persons are required to respond

to 3 collection of information unless such collection displays a valid OME centrol number. This survey should take about 3
minuies to comglete.

Zave and Continue

24



Sign your
application here

c

e-Signature

[m!
Applying for: Senior Application Developer - Administrative Information Systems (Job Number: 24002638)

o) O ) D))

O,

Resume/CV
Upload

eSignature

Personal Experience & Genera Job Specific File Attachments 5elf Identification Disabiliny
Infarmation Credentials Questions Questions Identification

Save and Continue

Save as Draft

Quit

eSignature Review and
Submit

Please read the following statement carefully, then acknowledge that you have read and approved it by providing the information requested at the
bottom of the page. Please note that an esignature is the electronic equivalent of a hand-written signature.

Before submitting your application to The University of lowa, you must read and agree to the following statement:

- »

| hereby certify that the statements and information contained in this application form are true and correct to the best of my knowledge and belief, and |
authorize the University of lowa to investigate all statements or information contained in this application form and any attachments with it, unless | have
stated in writing to the contrary.

Do Not E-Sign Until You Have Read The Above Statement.

By my eSignature below, | certify that | have read, fully understand and accept all terms of the foregoing statement.

Please signify your acceptance by entering the information requested in the fields below.

*
Please enter your full name:

[

D

~
"

——

Save and Continue

Save as Draft

Quit

25



Review and Submit

Make sure to review all information before submitting your profile. Once you press submit, have

successfully applied for the job.

NNV AN A A

Rasurme'Cy Parsanal Doprevience & Gener 4 b Speific
Upbinact rilerridtion Credenals Chue=slaons Clue=tlaans

Fle Altachments Ssll Idermification D cabillity eSipraliure
denlilcation Lubmit

Submit

Rewview and Submit

The following information will be submitted after you click the Submit button. Where an Edit lin

k is displayed. you can modify the corresponding
nformation.

Personal Infermation Edit
Source Tracking

Source Type . . I
- University’s Job ‘Web Site
Source
Qur Website

Personal Infermation

Jane Doe

123 Maple Street

Cig
! lowea City
Zip/Postal Code s32a1

Flace of Residence lowez City
Primary Phone 123-456-7890
Email Address
Laid OfffReduction In Force
Veterans Preference

eSignature

eSignature

Ezigned by:

Lane:

s D

26



My Jobpage

You can view any completed or draft submissions under your Jobpage.

JOB SEARCH MY JOBPAGE

khy Submissions My Job Cart | My Saved Searches

My Submissions (2 job submissions found)

Thiz page displays all relevant detsils related to your draft and completsd submissions.

Draft Submissions

I Medical Assistant Il - UICC Pediatric Associates (Multiple Openings) - Full-time

lowa City, Morth Liberty

Job Posting : Fe 2024 - Job Number: 24001737
Job Status: Active (Accepting Job Submissions)
Finish Draft Submission

Completed Submissions

— Senior Application Developer - Administrative Information Systems - Full-time

lowa City
Job Posting : May 2, 2024 - Job Mumber: 24002638
Job Status: Acthve (Accepting Job Submissions)

Submission Status: Final Candidate Selection in Progress - Updated: May 9, 2024

View/Edit Submission | View Email Meszages

To continue applying for other available positions, click “Job Search” and you will return to the open positions.
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