Como comenzar

Candidatos internos: vaya a Self-Service (Autoservicio) y seleccione “Apply for Job Opportunities
(Postular a las oportunidades de empleo)” en la seccién “My Career (Mi carrera)” del Employee Self

Service (Autoservicio para empleados) (luego vaya a la pagina 16 de este manual)

&= CAREER & PERFORMANCE

i,_":f My ePersonnel File
all {':f Performance Review
{':f Apply for Job Opportunities
My Career

Candidatos externos: vaya a jobs.uiowa.edu
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Home Staff Faculty Postdocs Research Interns Grad Assistants Temporary Student Living and Working @ lowa

Beth MacKenzie
Recycling Coordinator
Office of Sustainability




Haga clic en “Staff (Personal)” para encontrar puestos vacantes
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Inicie sesidon en su cuenta O cree una cuenta haciendo clic en “Go to
Profile (Ir al perfil)”

HOME | BROWSE JOBS | LIVING & WORKING @ IOWA | BENEFITS JOBS HELP

| Q, Find jobs by keyword | | ¢ All locations |

Previous Job Searches

All jobs

All locations 9 All locations

Only show: 272 results
My Profile

Mew Jobs Physical Therapist - Dept of Rehab Therapies NEV
Location: lowa City, lowa, United States Create and manage profiles for
Category: Patient Care Pro future opportunities.

ers

= o The Department of Rehabilitation Therapies he University of lowa |
Location ! Hoapitals and Clinics is locking for & Physi werapist to administer. . Go to Profile
+ Add a location Senior Physical Therapist - Dept of Rehab Therapies
Location: lowa City, lowa, United States My Submissions
All v Category: Patient Care Providers

The Department of Rehsabilitation Therapies st the University of loy
lowa City, lowa, United Hospitals and Clinics is locking for & Physical Therapist to administer...
States (272)

Track your opportunities.

Billing and Loan Collections Specialist NEV My Submissions

Location: lowa City, lowa, United States

Des Moines, lowa, United

States (3) :
ates ) Category: Adminiztrative/Profeasional
Cedar Rapids, lows, United The University of lowa Billing and Loan Collections Department is seeking a -"D|5C RT F
States (1) Billing and Loan Collections Specialist to perform a broad range of ... LIVING & WORKING HERE
Council Bluffs, lowa, United Medical Assistant lI-Medicine Specialty Clinic NEW
States (1) Location: lowa City, lowa, United States
Category: Patient Cars Pro
Medical Assistant Il- Medicine Specialty Clinic 100%6: 40 hours & week will be
Cat = ty
2 EJOLY = accomplished between the times of 8:30 AM - 5:00 PM, Saturday and...
{ o n . . = ili ?
+ Add a category Qual & Op Improv Coordinator-CS$S (part-time) NEWV Are you a Military Veteran?
Location: lowa City, lowa, United States
All - Category: Administrative/Professional Contact us to learn more about how
_ _ : _ to qualify for Veteran's Preference.
: = : e Classification Title: Quality and Operational Improvement Coordinator
Patient Care Providers (156) Department: Central Sterilizing Services Pay Grade: 3A..

Administrative/Professional (45) Snr Pharmacy Technician, Cert

Location: lowa City, lowa, United States

Research (27)
Category: Patient Care Pro

oers

Facilities/Skilled Trades (20) Senior Pharmacy Technician, Certified - Ambulatory Care, Specialty



Privacy Agreement (Acuerdo de privacidad)

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

viowa 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

| Accept

| Decline

- »



Login (Inicio de sesidn)

Inicie sesidn con su nombre de usuario actual o registrese como nuevo usuario
(Si ya tiene un perfil, vaya a la pagina 16 para obtener mds ayuda)
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-Service "Apply
for Job Opportunities” to view all of the postings available to Internal staff.

Mandatory fields are marked with an asterisk.

" or Sign in with:
User Name

*
Password

Forgot your user name?

Forgot your password?

Login

New User



New User Registration (Registro de nuevo usuario)

Pasos:

- Cree un nombre de usuario

- Cree una contrasefa que contenga al menos 9 caracteres: debe tener al menos 1 letra, 1 nimero,

1 cardcter especial (ejemplo, S ! @ # *+), y no contener mas de 2 de los mismos caracteres en una fila
(ejemplo, AAA, bbbb, SSSS)

Ingrese su direccion de correo electronico para vincularse con el sitio web de modo que
=l

Jobs@UIOWA x
& Cf{r|as

i3 Apps For quick access, place your bookmarks here on the bookmarks bar. Impo

o Yr| i

£ Thie Usiversty op lowa JOBS HELP

Welcome. You are not signed in.
# Job Search iRecuerde su

nombre de usuario

New User Registration = S ;
Please take a few moments to register. You will need this information to access your account in the future y Contrase n a . e ra

su Unico acceso a
#User Name
fane-dos su cuenta.

*Pags‘-,-om or Sign in with:

+Re-enter Password E
YAHOO!
Email Address

jane doe@gmail com

Re-enter Email Address

pa.doe@gmail com
Cancel

Hagqga clic en “Register (Regqistrarse)” cuando toda la informacion esté completa

{5 Tre Universiry oF lowa

JOBS | HELP | SITE MAP




Resume/CV Upload (Carga de hoja de vida/curriculum vitae)

Puede importar el historial laboral de varias formas:

1) Vincule su perfil de LinkedIn o Indeed
2) Cargue una hoja de vida/curriculum vitae
3) Ingrese manualmente el historial laboral pasado

Import profile data

N\ in Ik

2 Or upload a resume/CV

Select the resume/CV file to upload

| Mo file chosen

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

Save and Continue

Save as Draft

Quit



Personal Information (Informacidon personal)

Ingrese toda la informacion personal requerida y las preferencias laborales

° N
S LV AN

Fmyoman v

--------

Zarew anc Conzinus

Esta barra le indica su
progreso a medida que
completa el perfil

Source Tracking

Flaass mdiane ho ¥ yOU FrldinC BDOUT CTi@ p00 OpDO0

Source Type"

Univarsiy's Job Wieb Sim b

Urismarsicy's ok Wab Sive

Ut I Eine

Perional Information

Fleaze erter all relevans personal information in the fields beiov

Em nein®
Cry oit

i
owa City

Place of Residerde

| Jribed Staied \"|
Seabe'P

o= gl
Closest Meiropolian Are 1

| T V|




Personal Information (Informacidén personal) continuacion...

Seleccione turnos preferidos, nivel de empleo, tipo de empleo, etc.

Basic Profile Information

ndicase the em g WreToR n oME an @re g b

Emploves L Type
B Reguar B srandard
Shift chadule

Diay job 8 Fu 2
Evaning Job Partsime
dighe jab
OnCa
Variable
B Flex Time
Weekend
Rotating
ob Lewe
wry Leve
ndividual Contributor
Bl Team Leacer
B Manager
Directo
ExEoutive
B Manager with Direct Repaorts
Manager without Direct Report
Senior Evecutive
Advance Notice Diaze af A
Mot Specified W
Wonth w || Day w|| Year w
mirurm Anrual Sala Curre
WE Dollar (UED) w
Travel (Up to
Mot Specified w

Zave and Continue



Preferences (Preferencias)

Seleccione tantas preferencias como desee. Busque el campo laboral correspondiente y haga clic

en “Add to List (Anadir a la lista)”
N P e Y 2
\ o X2 I e

Preferenses

Save and Condnue

Preferences

Employment Preferences

cify the wark preferencas such 2 joi fizld. the lacation. and the arganization. Szlecrthe hiat bertter correspond Lo the
aressional iInCeress.
U rmust select ar least ane & e 5
Job Field
W
Heser
™ lob Field Preferences
Las preferencias IT Professionals
seleccionadas se s
mostraran aqui PR
Levels: Administrative/Professiona
Remaowe
10
Save and Continue



Preferences (Preferencias) continuacion...

Las preferencias
seleccionadas se
mostraran aqui

Seleccione sus preferencias de ubicacion en esta pagina

i B g ° ' I i
Lo . W Ve LS

Save and Conunus

Preferences

Employment Preferences

Please specify the work prefere 5u e job field. the location. and the org an. Sele eptions that bewer correspond
professional intarasts

YOU Must SHECT AT &85t ONE valud i the Secnidn  Locaton .

Location

Rezat

Lecation Preferences

lowia City

Lnviele: |owa City
Bettendorf

Lévels: Battandor?

ErLaVE

Save and Contnue

Page 2outof 2
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File Attachments (Archivos adjuntos)

Proporcione cualquier archivo adjunto adicional a su perfil laboral

Si no tiene ningun archivo adjunto, haga clic en “Save and Continue (Guardar y continuar)”
% I O o
Ay o G e . \*)

Fils Anlachmarti

Save and Continue

File Attachments

Attachments
o can amacn files o the candicars re £ cover leme m efgrences transcrips gic) Orce 3 fia iz amacne gan i
#ch & with gxac 2 rame and auten
slacrthe e
| Sheose File | Me file chosen ]
tac

2T0MN regarcing the files

T yaur
=] 2 eRdel
Resumeg ama Diate omimgn
[+ @ migd a4
a5t Co d T3
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Review and Submit (Revisar y enviar)

Asegurese de revisar toda la informacion antes de enviar su perfil

e o, W o T o

I

U Can Mmooy Sne COrressonaing

Submit

Review and Submit
Tha fallowing information will b submitted after you click the Submit button, Whers an Edit link is displayed. 5
nformation

Personal Information "

Source Tracking

s University's job Web Site
Dur Wabsite

Si necesita hacer algun
cambio, haga clic en
“Edit (Editar)”

Personal Information

ane Doe
g o 3 Maple Stres
E owa City
3 i - §2241
Flace of Residen
owa City

Employes Stanis Regular
b Type Standard

ex Time

5 u ull-time

13



Thank You (Gracias)

Se ha creado su perfil y puede comenzar a buscar empleos disponibles en The University of lowa
seleccionando “View All Jobs (Ver todos los empleos)”

JOBSEARCH MY JOBPAGE

Thank You

Process completed

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

We invite You oo further explore the svailab e oD :l:E'.'_'EE

14



My Jobpage (Mi pagina de empleos)

En esta pagina, puede ver los empleos a los que ha postulado (“My
Submissions (Mis solicitudes)”), su Job Cart (Carrito de empleos) y sus
Saved Jobs (Empleos guardados)

My Job Cart | My Saved E—:-a’:':D

My Submissions (1 job submissions found)

Thiz page displays all redevant datails related 1o your draft and completed submiszions.

25 W

Completed Submissions

— Senior Application Developer - Administrative Information Systems " . Full-time
lowa Cicy
o5t 4 oM
tat ob Su
55 didate Se
m Email Meszzzge



Como postular a un empleo



Como postular a un empleo

Una vez que encuentre el empleo al que desea postular, seleccione “Apply for Job
(Postular a un empleo)”

Senior Application Developer - Administrative
Information Systems

CL lowa City, lowa, United States

@ \nformation Technology Tl 24002838 =4 May 01, 2024

Apply for Job Share this Job Sign Up for Job Alens

Login
To access your accouni, pleass identify yourself by providing the informalion requested in the fields below, then click "Login®

New User? If you are nod registered yet, click "New user” and follow the instructions to creale an accound. This sile is for Staff positions
only, if you are looking for Faculty opportunities visil our Faculty site lo regisier

Current Regular Employee? Hyou are a current regular employee looking for a Staff posilions, please visit Employee Self-Service "Apply
for Job Cpportuniies” to view all of the postings available fo Intemal staff

Mandarory fields are marked with an asterisk.

ar Sign in with:

o

*Uzer Name

Paszzword

AF_IC: YOUr user name?

Forgot your passward?

Mew Liger

17



Resume/CV Upload (Carga de hoja de vida/curriculum vitae)

Puede importar el historial laboral de varias formas:

Applying for: Senior Application Dewveloper - Administrative Information Systems (Jjob Mumber: 24002638)

° O

Aesume’CV

Inlormatien

Upload

Save and Continue

Resume/CV Upload

Profile Upload

‘You can submit personal and professional information by uploading & resume/CV or by upleading & profile through a third-party service.

will automatically extract the relevant information from the profile or the resume/CV and fill cut part of the online submizsion. You can re
extracted infarmation and make the appropriate ch M Che next steps.

If you do not upload a profile or a resumelCV, you will need to fill cut the online submission manually.

Impore profile data

in|

Or upload a resume/C\V

-)

Select the resume/CV file to upload

Mo filz chosen

Mate: 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 out some of them.

® Mo thanks, | will fill out the online submizsian manually

Save and Continue

18



Personal Information (Informacion personal)

0000000000

Personal Infarmaticn

P il I
E | |
Place of Residenc
| v|
| v|
| v|

19



Experience & Credentials (Experiencia v credenciales)

Ingrese toda su experiencia y credenciales.

Nota: si se cargd antes, es posible que parte de la informacién ya se haya completado desde la hoja
de vida

N £ o £ P I"_\I £
( : k_.,-'—o (: N k_)_b'_|\_. S _J

S and Connnse

Afada cualquier educacién o
experiencia laboral adicional

seleccionando “Add Education [:l [:l

(Anadir educacién)” o “Add

Work Experience (Afiadir —
experiencia laboral)” O

ark [xporiencs 1 20




General Questions (Preguntas generales)

Responda las siguientes preguntas

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

eSigrature

Idern

Save and Continue

General Questions

DQuestionnaire

To help us better know you and further assess

wyour gqualifications for this pesition. pl

1. Are you 18 or older?”
& ez

No

2. Are you currently employed or hawve you been previously employed at The University of lowa, other Reg

Imstitutions or any other siate of

3. Are you currantly enrolled anywhere as 2 student?

and at The Uniw

. ok
Ty of lowra?

srration Act of 1538, as amended. 22 US.C 617 e
Thi= does nat apply to app

aw {lowa Code BA 4 cants for me

=1
b
s
=1
=]
el
m
5}
n
i
3
[
=]
=]
=
3
im
=4
[
=}
0
"
I

ion covered by the Merit g m.

21

Save and Continue



Job Specific Questions (Preguntas especificas del empleo)*

En esta seccion, responda las preguntas especificas del empleo que se le hagan. Las preguntas
pueden variar segun el empleo

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

OO OO @ — ——

Job Specific File Attachments Self Identification Disability eSignature Review and
Submit

Resume/CV Personal Experience &

Upload Infarmation Credentials Questions Questions dentification

Save and Continue

Save as Draft

Quit

Job Specific Questions

hat are your salaryicompensation expectations for this position?

*Nota: Es posible que esto no se muestre para todos los empleos



File Attachments (Archivos adjuntos)

Adjunte cualquier archivo adicional aqui (hoja de vida, carta de presentacion, referencias, etc.) seleccionando “Choose File (Elegir
archivo)”.

Para adjuntarlo a su postulacién, asegurese de hacer clic en “Attach (Adjuntar)” una vez que haya elegido su archivo

Apphying for: Senior Application Develdoper - Administrative information Systems (Job Number: 240026:3)

"y

e T e T Ay T te. S o Y A T
e SR o0 B e TN ot B G L A )

g Aitactuments

L
Nt
E
By NS

Save and Continus

File Artachments

Attachments

Fiease revew the | = s == deiemrena if an a%

e g Dover eDer meIume CW, references transonpis, =o. | 5 eEguned for this swbmisseon. i so
you can attach Ses fo your candidate recoed Below. Ve suggest labeling amachments with sepacate file names 5o that you do not inadweriently cuermite an
SN MY FiaChment fora Pprenious Sl s s

SHREL he Sl 1o ERLh
1 K Chocse Fie [ 1f fie chosen ]
Commery L

F

iz 00Ut the

T SECHON SpAayT DAt infarmation regarding the files seached o the

8 ENE SUDMIEEQN @ e "Revan
cabe which relevant file is yaur

Please ind

mich of the BRBChEY g otur T

#N1E iS your RegumeCy

st of the unnesded Sies to TA-Suppart

deele. please amal & 0 .:='. oWl . edw.

Relevant Fles | Resume/C File Mame Date Comments
] ] Tesr Retume Sfd

23
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Save and Continue



Self-ldentification (Autoidentificacion) v Disability Identification
(Identificacidn de discapacidad)

Esta informacion es voluntaria y si decide no completarla, no estara sujeto a un trato desfavorable.

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

Voluntary Self-ldentification of Disability

Fle Allachiments Sef identification eSigy e Reen, wl

Subirit *Mame: [Elbe Sharp |

| Why are yeu being ashed te complete this ferm? |

Sawe and Continue
e are a federal contractor or subcontracton. The law requires us to provide equal employment opportunity to qualified
people with disabilties. VWe have 3 goal of hawing st lzast 7% of our workers a5 people with disabilities. The law says we
must measure our progress towsrds this goal. To do this, we must ask appleants and emoloyees i they have 3 disabiity
Self Identification or have ever had cne. Feople can become disabled, so we need to ask this question at kzast every five years.

Completing this form is woluntary, and we hope that you will choose to do so. Your answer is confidential. No one who
makes hirng decisions will see it. Your decision to complete the form and your answer will not harm you in any way. If
yOU Want to bearn more about the law or this form, visit the .S, Department of Laber's Offica of Federsl Contract
Diversity Compliznce Programs (OFCCP) website at wwadol.gow/ofcep.

Hew do you know if you have a disability?

provide the information requested in the fi

A disability is a condition that substantisly limits one or mare of your *major life activities.” If you hawe or have ever had
such 3 condition, you sre 3 person with 3 dissbdity. Disabilities include, but are not limited to:

AT, - «  Alczhol or other substance use = Disfigurement, for example, = Memious systern condition, for
X i X g‘_i"cn’ o= ey disorder (not currently using disfigurement caused by bums, examole, migraine headaches,
sex, disabilty : Sz g o is voluntary; i y . drugs il=galty) wounds, accidents, or congenital Parkinzon's dissaze, multple
ent. The inform: the hiring departme = Autcimmune disonder, for dizorders sclenosis (MEI)

exampls, lupus, fibromyalgia,

and state laws Spilzpsy or other seizure

sgulations, and ual reports of applicants to t Meurodivergence, for exampls,

) T S reumatoid arthritis, HAAIDS discrder atention-deficithyperactivity
purposes will be done in the aggreg . individuats w e identified v « Blind or low vizion = Gastrointestinal disorders, for disarder (ADHD), autism
» CEnosr (pastor present) examp'e, Crohn's Disease, spectrum disarder, dyslexia,
1. Sex s Cardiovascular or heart disezse rritsble bowel syndroms dyspraxia, other leaming
» Celac disease » Inteliectuzl or developmental disahilities
Femnals » Cershral palsy disability » Partial or complets paralysis (any
» Deaf or serous difficulty hesring = Mental health conditions, for cause)
Mala » Disbetes example, depression, bipolar = Pulmonary or respiratory
o dizorder, anxisty disordsr, conditions, for example,
= I schizophrenia, PTSD tuberculosis, asthma,
GonatwE = Missing limbs or parially missing emphysema
imios = Shon staturs (dwarfism)

Miobility impairment, benefiting

from the use of 3 wheslchar,
scooter, walker, leg brace(s)

s andlor other supparts

. - Traumatic brain inju
I Age: Areyou age 20 or older? ury

o

Please check one of the hoxes below:

® | do notwish o answer

‘Yes, | have & d=sbility, or have had one in the past
Mo, | do not have 3 disability and have not had one in the past

3. Hizpanic or Latino Echnicity ( | do not want to answer

Miznanic or Lating - Parsans of o S S PUBLIC BURDEM STATEMENT. According to the Papenwork Reduction Act of 1885 no persons are required to respond
spanic ar Lating - Persons of Cuba F e aranEn. regsreiEss o7 racs to 3 collection of information unless such c:c:lec'.im displsys 3 valid OME control number. This survey should take about 5

minuies to complets.

to Rican, Central or South American, or other

Mot Hispanic or Latino

® | do notwis =

select one or morelk

Save and Continue

24



e-Sighature (Firma electrénica)

Applying for: Senior Application Developer - Administrative Information Systems {job Number: 24002638)

N Yy T EN Y oY .
"\_/‘\J‘\_/’\H./\_/“\_/“

Resume/Cy Personal Experiance & General job Specific  Fe Attachments Self Identfication Dizaibility eSignatune Review and
Upload Information Credentiaks Guestions Questiors Idenrtification Submit
Save as Draft
Quit
eSignature

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 agres to the following statement: a

I nerety certify that The slateménts and information cantalned in his application fomm are e and cormect 1o the bast of my knowledge and bebet. and |
authonize e Universily of lowa Lo investigale all stalements of Information containgd in this application form and any atlachments with i), uniess | hive
statied in wiiling o the conlrary il

Firme su Do Not E-Sign Until You Have Read The Above Statement.
postulacién aqui

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

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

Please enter Il name:*

Save as Draft
25



Review and Submit (Revisar y enviar)

Asegurese de revisar toda la informacidn antes de enviar su perfil. Una vez que haga clic en submit
(enviar), habra postulado al empleo con éxito.

(AN AN NS N N

Resurne/Cy Pearsanal Diperience & Genera b Spadilic FleAnachments Sell ldemilication Dizabiiy eSipnalure Reviess and
Upkoad rilaerrtion Cradentials Queslions Qlueslions

denLilcalion Submit
Submit

Rewiew and Submit

The fallowing information will be submitted after you click the Submit button. Where an Edit link is displayed. you can modify the corresponding
PR
nformation.

Personal Information Edit
Source Tracking

Source Type . . -
N Iniversity’s Job Web Site
Source
COur Website

Personal Information

TulEm=E JaneCoe
Street Address (line 1) 123 Maple Strest
Address [line Z)

Ciny
- lowa City
Zip/Postal Code s3341
Flace of Residence
lowa City
Primary Phone mm amp =
: 123-456-78590

Email Address
Laid OfffReduction In Force
Vaterans Breferance

eSignature

eSignature \

~ .




My Jobpage (Mi pagina de empleos)

Puede ver cualquier solicitud completada o en borrador en su pagina de empleos.

JOBSEARCH MY JOBPAGE
w Ky Job Cart | My Saved Ssarches

My Submissions (2 job submissions found)

Ris page dEplays all medavant defalls related 1o your O -aft and compleced submissions.

=L E:

SI0NE pAr Canw

25 w

Draft Submissions

= Medical Aszistant I - UICC Pediatric Associates (Multiple Openings) « Full-time

lewa City. North Libarty

Completed Submissions

= Senior Application Deweloper - Administrative Information Systems « Fullstime

lowea City

Para seguir postulando a otros puestos disponibles, haga clic en “Job Search (Busqueda de empleos)” y volvera a

los puestos vacantes.
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