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Apply for a Job Opening

Internal applicants and former employees can view job postings and apply for jobs via UBC's Faculty and Staff Self Service application at www.my.ubc.ca or
www.msp.ubc.ca. Applicants must have a valid CWL account. Former employees must have had a CWL account prior to leaving the university, otherwise

they must use the External applicant method described later in this chapter.

Go to the myCareer portal pagelet.

D HUI

AF
agement Systems Portal Fri, Feb 27, 0

Self Service Resources

Personalize: Content Lavout

Home Sian out
MyLinks |SelectOne: -

myBenefits =2

i3] View Benefit Enrolments
= View the coverage choice, coverage level, dependents, and plan provider for each
of your benefits.

&’?ﬁ myPension

View your basic pension information and estimate future retirement income.

myPDR Summary (faculty on
Wiew your Professional Development Reimbursement Fund Summary. Only for
eligible faculty members.

myPersonal Info 2 3 @ myPay =]
Personal Summary -5 View Paycheque
Review a summary of your personal information. })0 Review current or prior paystub details.
Home and Mailing Address ﬁ Direct Deposit
Review and update your home and maiing addresses. Review UBC direct deposit information.
Phone Numbers Zib.  Voluntary Deductions
Add and update phone numbers. Designate your primary phone number. ‘é> Review your voluntary deductions,
Email Addresses i Compensation Histor
Add and update your email addresses. ?;5 Review your compensation history, including job information and base salary

history.

myTotal Compensation
See the value and scope of your total compensation package from UBC at a

Emergency Contacts
Add and update your emergency contact information.
glance.

Citizenship & Visa Information
Review your citizenship and visa information. =211 myExpense Reimbursements

See your EFT reimbursements for expenses ncurred.

Board Notice

myCareer ]

Careers - Staff
View staff career opportunities, search postings, view application status, maintain

your contact profile.

View faculty job ads, search ads, view application status, maintain your contact

Careers - Faculty
profie.

!! 'View your faculty board notice. Year End Slips
View T4 and T4A sips.

my Surveys B2 e
NEnlranne Survey
Complete this quick survey to let us know about your first six months of S P ——

myLearning

ErmpEiEilEe Register for professional development workshops.

Exit Survey

Complete this quick survey upen your resignation to provide feed back on your

myRecruitment

¢ Review Applications
View applications where you are identified as part of an interview team.

& S Interview Schedule
View interview schedule where you are identified as part of an interview team.
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Apply for a Job Opening

External Applicants log in to system via the Human Resources website at: www.hr.ubc.ca/careers

External Applicants can view and search for job postings but must register themselves in order to apply for jobs.

[Careers
Enter your user name (email address) and password to login. If you have not yet registered, click on the
‘Register Now" hyperlink below.
IMPORTANT INSTRUCTIONS ON USING THIS SITE:
1. When adding multiple phone numbers, ensure they are different types (home, cell, etc).
2. Never use the browser's back button.
3. Don't abandon an application mid-way without doing a "Save for Later’.
Click on Register Now to

Failure to abide by these instructions may result in you not being able to apply or re-apply for a job. create a login ID and password
Please note that any cover letters you wish to submit must be included in your Resume/CV document.
Once you've added your Resume/CV and successfully submitted your application, you will not be able
to alter your application in any way.
Keywords: | Email: |
Posted: | Anytime w Password: |

Searth | pdvanced Searchi/Set Up Job Alerts  Search Tips Login | Fargot your password? Register Mow

| Job Information 'a|

Select Open Date Close Date  Job Title Job ID %‘:—o“m Job Function Department Location

[  2000/05/06 2000/06/05  Professor (tenure 5276 OGBS o Surge Agassiz Research Centre

Professor (tenure)
Appointees (FA) 22y 2
Faculty - BOG UBCO-
f ) ) ) -
O 2009/05/06 2009/06/05 Professor (tenure 5277 Appointees (FA) Faculty BarberArts &SciencesUnit 4 Kelowna - UBC Okanagan
) BCGEU UBC- ) ) )
F 2009/05/06 2009/05/15 Support Services Asstll 5278 Okanagan Clerical/Secretarial/Library UBCO - IT Services Kelowna - UBC Okanagan
Save Jobs | Apply Now
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Apply for a Job Opening

Job postings appear in the lower portion of the page.

Step 1: Select the job(s) you'd like to apply for and then click the _“PPI¥ NOW | b 00 to continue.

|’,{:areers Home Job Search My Saved Jobs My Saved Searches My Career Tools  Logout N\

Careers Home

Welcome John

Keywords: ‘ 0 Applications
Posted: | Anytime - 0 Attachments

0 Saved Resumes

_Seareh | ivanced SearchiSet Up Job Alerts  Search Tips ity Profile

You do not have any notifications.

Job Information '¢|
Select Open Date Close Date  Job Title Job ID E—Eﬂ—om Job Function Department Location
Faculty- BOG .
Professor (tenure) ; .
F 2009/05/06 2009/06/05 Professor (tenure 5276 Appointees (FA) Faculty Surgery Agassiz Research Centre
Faculty - BOG UBCO-
- } ; -
] 2009/05/06 2009/06/05 Professor (tenure} R277 Appointess (FA) Faculty BarberArs&SciencesUnit 4 Kelowna - UBC Ckanagan
| 2009/05/06 2009/05/15 Support Senvices Asst I 5278 gESnEaLgJ;BC_ ClericaliSecretarialiLibrary UBCO - 1T Services Kelowna - UBC Okanagan
Save Jobs | Apply Mow
< =~/
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Apply for a Job Opening

Full job descriptions and more details about the job can be viewed by clicking on the job title hyperlink.

/Careers Home  Job Search My Saved Jobs My Saved Searches My Career Tools  Logout \

Careers Home

Welcome John

Keywords: ‘ 0 Applications
Posted: ‘ Anytime v 0 Aftachments
0 Saved Resumes
Search | pdvanced SearchiSet Up Job Alerts  Search Tips My Profile
Notificati

You do not have any notifications.

Latest Job Postings - The University of British Columbia

Job Information '|'

Select Open Date CloseDate  J JobID E"' ment  job Function Department Location

Click Here Sroup

— Faculty - BOG
[0  2009/05/06 2009/06/05  Professwy(ieny 5276 Aopoieas (£a) FaSHY Surgery Agassiz Research Centre

Faculty - BOG UBCO-
Professor (tenure) . } ) -

O 2008/05/06 2009/06/05 Professor (fenure 8277 Appointees (FA) Faculty BarberArs&SciencesUnit 4 Kelowna - UBC Okanagan
[]  2009/05/06 2009/0515  Support Services Asstll 5278 gff;‘;;ﬂc’ ClericaliSecretarialiLibrary UBGO - IT Senvices Kelowna - UBC Okanagan

Save Jobs | Apply Mow
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Apply for a Job Opening

After reviewing the posting, you can save the job, apply for the job or Return to Previous Page

-

Job Posting

Job 1D:
Location:

Employment Group:
Job Category:
Classification Title:

Business Title:

5146

Vancouver - Point Grey Campus
Management&Professional (AAPS)
Human Resources

Human Resources, Level A
Human Resources Advisar

Department: Human Resources

Salary: $42 108.00 - $50 550.00 (Annual)

FulliPart Time: Full-Time

Desired Start Date:  2009/04/01 Ongoing:  Yes
Funding Type: Budget Funded

Date Closed: 2009/02/27 Available Openings: 1

Save Job Apply Mow

Eeturn to Previous Page

Job Summary

To provide information and general advice to client depariments regarding interpretation of collective
agreements, other agreements and handbooks governing cenditions of employment.

Organizational Status

Reports to the Team Leader, Human Resources Advisory Services. Works with HR Advisor, ER
Managers, Organizational Training & Development Practitioners, Return to Work Co-ordinators,
Pension Administrators and Benefit Administrators.

Work Performed

Major responsibilities include: coordinating job posting process by composing and monitoring
preparation of weekly job postings; screening applications according to terms of collective
agreements; advising client departments concerning appropriate recruiting practices; assisting in
development of interview questions; providing information and general advice concerning issues,
grievances, layoffs, terminations, Employment Standards, Human Rights Code, Freedom of
Information and internal placement procedures; conducting position evaluation and re-evaluation;
attending meetings; monitoring recall and internal placement process; responding to enquiries;
coordinating and composing newspaper advertisements; reviewing and authorizing staff and student
appointments, extensions and transfers; advising departments on salary administration and
performance management practices; paricipating in development and delivery of training programs;
and performing other related duties.

Supervision Received

Reports to Team Leader, Human Resources Advisory Services.

Supervision Given

Mot applicable

Consequence of ErroriJudgement

Implications of decisions or advice may resultin legal and/or financial liability, restrictions on
operations, damage to credibility, and poor relations with unions and employees.

Qualifications

Undergraduate degree in a relevant discipline. Degree in business administration or human
resource management with generalist human resources experience preferably in a unicnized
environment. 3 years relevant experience or the equivalent combination of education and

experience. Minimum of three years of related Human Resource and Business or the combination of
education and experience, preferably at UBC. Experience in administration of collective agreements
and labour relations in complex, unionized environment; Knowledge of provincial and federal

legislation governing the employment relationship; Knowledge of PeopleSoft HRMS and eRecruit an
asset

UBC hires on the basis of meritis commitied to employment equity, and encourages all qualified
individuals to apply. However, Canadians and permanent residents of Canada will be given priarity.

Save Job Apply Mow

Eeturn to Previous Page
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Apply for a Job Opening

Step2: After (APPIYNOW o colected, the next page asks how you'd like to proceed with your resume/CV submission.

'/Apply Now N
Choose Resume / CV

The personal information you provide through the UBC online recruiting software is collected pursuant to Section 26 of
the Freedom of Information and Protection of Privacy Act, RSBC 1996, ¢.165 {"FIPPA"). The required personal
information is collected for the purposes of supporting and evaluating your application for employment with UBC and for
aggregate statistical purposes. The personal information will be used, retained and disclosed by UBC in accordance
with FIPPA. UBC will not disclose any personal information to external third parties unless permitted by law.

If you have any questions about the collection of information, please contact Human Resources by Email or by phaone
at 604/822-8111.

IMPORTAMNT INSTRUCTIONS ON USING THIS SITE:

1. When adding multiple phones, ensure they are different types (home, cell, etc).
2. Never use the browser's back button.

3. Don't abandon an application mid-way without doing a Save for Later.

Failure to abide by these instructions may result in you not being able to apply or re-apply for a job.
Please note that any cover letters you wish to submit must be included in your Resume/CV document. Once you've

added your Resume/CV and successfully submitted your application, you will not be able to alter you application in
any way.

How would you like to proceed?

O Apply without using a resume/CV
O Upload a new resume/CV (Word(_doc) and Adobe( pdf) document types only please.)
O Copy and paste resume text/CV text

Continue Return to Previous Page

IMPORTANT! Include any cover letters with your resume/CV document (combined into one file)

Selecting ‘Apply without using a resume/CV' brings you directly to the on-line application page (see Steps 3 - 8).

Selecting ‘Upload a new resume/CV', brings you to the following upload page.

Browse...

Upload | Cancel |

Click on button to select and upload your file.
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Apply for a Job Opening

Rename file if desired and click on View Attachment to ensure the correct file was uploaded.

-

Apply Now

Enter Resume/CV, Cover Letter

Resume/CV - Cover Letter Text

Resume Title: John_Smith_-_Resume.doc
Language: English

File Hame: View Attachment

Continue Close Return to Previous Page

.

J

Selecting ‘Copy and paste resume text/CV text’ brings you to the following text box page where you can manually type in resume/CV text.

Apply Now

~

Enter Resume/CV, Cover Letter

Title: Jaohn Smith's Resume

Language: English -

ResumelCV - Cover Letter Text

Resume: This is John Smith's Resume!

€

Continue Close Return to Previous Page

L N
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Apply for a Job Opening

Selecting ‘Use an existing resume/CV’ when you have applied for UBC jobs in the past and uploaded a resume/CV. Select from a list of
uploaded resumes.

~
Apply Now
Choose Resume / CV

How would you like to proceed?

Apply without using a resume/CY

Upload a new resume/CY (Word( doc) and Adobe( pdf) document types only please.)
Copy and paste resume text/CYV text

- Select Resume... -
@ lse an existing resume/CV =

Continue | peturn to Previous Page

. J
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Apply for a Job Opening

Step 3: Complete the on-line application — Preferences Section.

Apply Now
Complete Application
You are applying for;
Human Resources Advisor Remaove
Add Another Job to Application
John_Smith_-_Resume.doc Use a Different Resume
John Smith
2345 Main Street
Vancouver BC V7E 5R4
Save for later Submit Close Application | careers Home
Complete Application
Desired Start Date: =]
RegularTemporary: Either -
Desired Work Days: Monday Tuesday Wednesday Thursday
Friday [ Saturday O Sunday
Full/Part-Time: Either -
Desired Hours Per Week:
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Appl

y for a Job Opening

Step 4: Complete the on-line application — Work Experience section.

Click on Add Work Experience to add employment history details.

-

Enter vour work experience below.

Step 5:

-

Work Experience
You have not added any employment infomation to your new application.

\

\-ﬁ.dd Work Experience

Complete the on-line application — Education History section.

Select ‘Highest Education Level' from list of values and enter education history by clicking on education
hyperlinks.

J

Education History

Highest Education Level: G-Bachelors Level Degree

To add a secondary school, click the Add Secondary Education Histo rlink below. To change

information for a school, click the hyperlink under School field. Click on delete icon to remove corresponding
Secondary School Information.

Mote: This section does not appear for Facul

Secondary Education

You have not added any secondary education infomation to your application.

Job Applications

Add Secondary Education Histary

To add a degree, click the Add Post-S

ry Education History hyperlink below Post-Secondary. To change
information for a degree, click the hyperlink under Degree field. Click on delete icon to remove corresponding
degree.

Post-Secondary Education
You have not added any education infomation to your application.

Add Post-Secondary Education Hist

ory

I
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Apply for a Job Opening

Step 6: Complete the on-line application — Application Questionnaire section:

-

Current Employment Status:
© Meverworked at UBC

- Worked at UBC within the last year
7 Worked at UBC more than a year ago

@ Current UBC Faculty/Staff member or student employee

Are you a Canadian Citizen or have landed immigrant status?

@ Yes
“1 Mo

Do you have a Canadian Social Insurance number which starts with a 97

I Yes

@ Mo
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Apply for a Job Opening

Step 7:  Complete the on-line application — Referral Information section.

Select from list of referral sources. Complete ‘Specific Referral Source’ if referral source not listed.

/a )

How did you find out about the v
job?

Association of Universities and Colleges o
Specific Referral Source: CAUT Bulletin

Executive Search

Globe & Mail

Other

IUBC Careers Website
Wancouver Province Careers
Yancouver Sun Careers —

Complete Application

Save for later | Submit Close Application | careers Home

. J

Click on ﬂl button to submit application. Note that once you've submitted your application, you will not be permitted to change
or retract your application.

Step 8:  External Applicants only: Review the Terms and Agreements.
You will not be permitted to submit your application if you do not agree to the terms stipulated.

Submit Online Application

As a condition of application/employment, | authaorize investigation of all statements contained in this
application. | understand that UBC's decision will be based solely on non-discriminatary
considerations and that misrepresentation or omission of facts called for is just cause far the
rejection of my application or dismissal.

@ | agree to these terms ) | do not agree to these terms

Submit Cancel | Return to Previous Page

\. J
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Apply for a Job Opening

Confirmation of your application submission is displayed on the page below. You will also receive a confirmation email.

Your application status will be updated to indicate what stage of the recruitment process your application is at (ie, applied, interview,
position filled,etc.)

\.

Careers Home Job Search My Saved Jobs My Saved Searches

My Applications
v You have successfully submitted your job application.

Display applications from:

- Refresh |

First

My Career Tools

Previous | Mext [+] Last

Application
Director
Farmer

Human Resources Advisor

Status

Applied
Applied
Applied

Application Date
200812122 2:05FPM

2009/01/21 7:34PM
20090222 4:41PM

~
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Search for Jobs

There are several methods to search for job openings.

Basic Searches can be performed on the Careers Home page or from the Job Search page — Job Search link. Search for jobs that contain
key words that fall within specific posting dates.

4 N

Careers Home | Job Search | My Saved Jobs My Saved Searches My Career Tools

Careers Home

Welcome Jane

Keywords: 25 Applications
Posted: Anytime - 4 Aftachments

9 Saved Resumes

Search

Advanced Search/Set Up Job Alerts Search Tips My Profile

. J

Advanced searched enables you to enter additional search criteria. You can save your search criteria as a saved search or as a ‘Job Alert'.
As new job openings are posted, the system will automatically notify you if any new job openings match the search criteria set up in your Job

Alert. You will receive an email with a link to the UBC Careers site and your job alert search results. The system also posts a notification in
the Notifications box on the Careers Home page.

Careers Home \
Welcome Jane

Keywords: 35 Applications
Posted: Anytime 4 Atachments

—_— 9 Saved Resumes

Search | Advanced Search/Set Up Job Alerts |Search Tips Wy Profile

\ J
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Search for Jobs

Select criteria for Job Alert and then click on S8t UP JoB Alert], o6 and run your Job Alert.

Careers Home Job Search My Saved Jobs My Saved Searches My Career Tools

Job Search/Set Up Job Alerts

Use Saved Search  Select.. -  Search |
Advanced Job Search
Search | Clear| SEtUF}JUbNEﬂl Basic Search Search Tips

Enter Keywords:
Select Locations:

Select
Desired
Search
Criteria

To s=lect multiple locations hold down the Ctrl key (Command key
fior Macs) while clicking selections

Select Empl. Gr Excluded M&P -
Exec Admin{non-union clerical)

Faculty - BOG Appointees (FA)

Faculty - BOG Appointees (MFA)

Farm Workers

Int'l Union of Operating Eng H
Management&Professional (AAPS)

Other Staff

Paymaster

Semnvice Unit Directars i

Select Job Function: All Job Functions

Clerical/Secretarial/Library @
Faculty
Faculty Positions
Management & Professional o
Full/iPart Time: -
RegularTemporary: -
Job Opening 1D:
Desired Pay:
Find Jobs Posted Within: Anytime -
Display Results Sorted By: -

r=
Search | Clear |I Set UDJUDNE”' Basic Search Search Tips

- ol
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Search for Jobs

Save Search/Job Alert.

4 N
Save Search/Setup Job Alert

*Name your searchiJob Alert: Mew Paostings

Use As Job Alert

Send Job Alert notification to john.smith@amail.com
this email Address:

Save Cancel

. J

Run the search manually or let the system notify you automatically. Click on My Saved Searches to access your saved
searches/Job Alerts

4 N

Careers Home  Job Search My Saved Jobs My Saved Searches My Career Tools

My Saved Searches

Saved Searches and Job Agents

Saved Search Created On Job Agent Email Address Run Search
MEW POSTINGS 2008-02-23  john.smith@gmail.com Edit Delete  Run Search |

. J
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Manage your Profile/Career Tools

My Profile — Internal Applicants

For internal applicants, profile information is retrieved from your personal data information entered in UBC's Human Resources Management System
(HRMS). Therefore, any changes to your profile information appearing in myCareers must be made via UBC'’s Faculty and Staff Self Service application.

Profile information appearing incorrect in myCareers needs to be corrected in Faculty and Staff Self Service prior to submitting your application.

'/—My Profile

Need ro updare your Profile? Go to ‘'myPersonal Info’ in UBC Faculty and Staif Self Service.

Name Format: English
Hame Prefix: Mister
First Name: John
Middle Name: 1

Last Name: Smith
Hame Suffix:

Country: Canada
Address 1: 2345 Main Street
Address 2:

Address 3:

Address 4:

City: WVancouver
Postal: WYE 5R4

Province:

|
=%
:

British Columbia

Email Address
Primary Email Type: Primary
Email Address: john.smith@ubc.ca

Alternate Phone Type: Campus

Phone Humber: 29313293309 Extension:

Alternate Phone TYpe: cajylar

Phone Number: TTFITTT-TT7T Extension:

Primary Phone Type: Home

Phone Number: E55/555-5555 Extension:
Save Return to Previous Page

~
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Manage your Profile/Career Tools

My Profile — External Applicants

For external applicants, profile information is created and maintained within eRecruit. Changes to Profile information should be made prior to
submitting applications.

fMy Profile N

You can update your name, address, phone number and email here. Changes made to your contact
details an this page will be updated on all ofthe jobs you have applied to.

Member Information

User Name: jehnsmithi@hotmail.com
Password: Change Password
Preferred Method of contact: EMail -

Legal Hame (as it appears on your Birth Certificate)

Hame Prefix: -
*First Name: John

Middle Name:
*Last Name: Smith

Country: Canada -

Address 1: 1234 Main Street

Address 2:

Address 3

Address 4:

City: Vancouver Province: British Columbia -
Postal: viB2HE

Email Address
Primary Email Type:

Email Address: johnsmith@hotmail.com Eemove

Primary Phone Type: Home -

Phone Number: 555/555-5555 Extension: Remaove

Add Another Phone Mumber

Save I Return to Previous Page
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Manage your Profile/Career Tools

Save Jobs

Save jobs that you may be interested in and apply to these jobs at a later date (but before the closing date). View your saved jobs by clicking
on the My Saved Jobs link.

/’ ™N

]f' Job Information Y Department/Lecation \'u

. ploy -
Select Open Date Close Date Job Title Job ID Employment Job Function
Group

Faculty - BOG

2008/02/22 2009/03/20 Associate Professor, Tenured 5127 Appointees Faculty Positions
(FA)
Faculty - BOG

] 2008/02M11 2009/03M13 Professor, Barber School 5138 Appointees Faculty Positions
(FA)
Faculty - BOG

] 2009/02/05 2009/03/07 Professor (tenure) 5129 Appointees Faculty Positions
(FA)
Faculty - BOG

= 200810423 2009/11/22 Postdoctoral Research Fellow 5100 Appointees Faculty Positions
(MFA)
Faculty - BOG

[l 20081020 200910420 Assoc Professor {grnt ten-trik) 5094 Appointees Faculty Positions
(FA)

Save Jobs I Apply Mow

o S/

Draft or Incomplete Applications

You can save a draft of your application and submit the application at a later time (but before the closing date). To save a draft, click the
‘Save for Later’ button at the bottom of the application page.

Complete Application

Save for later Submit Close Application | careers Home

Access your applications by clicking on the Applications link in my Career Tools.

2 Applications
0 Aftachments

0 Saved Resumes

My Profile

Your saved application appears under status ‘Draft’.

g N\

Display applications from: Within Last Week -  Refresh |

First [4] Previous | MNext [ Last

Application Status Application Date
Associate Professor, Tenured Applied 2009/02/23 2:18FM
| Financial Prac. Spec 3 (Gr5) Draft | 2009/02/24 1:25PM

- 4
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Manage your Profile/Career Tools

Attachments

Occasionally you may need to provide additional documents for some job openings. This can easily be done via the ‘Attachments’ link in ‘My
Career Tools'.

. N

2 Applications
| 0 Attachments

0 Saved Eesumes
My Profile

o J

To submit an attachment, click on the ‘Attachments’ link in My Career Tools. This will bring you to the ‘Add Attachments’ page.

~

My Career Tools

Catherine Andersan

1234 W 16th Avenue
Yancouver BC VBT 121
Display applications from: Within Last Week -~  Refresh
First [4] Previous | Next [+ Last
Application Status Application Date

Support Services Asst Il Applied 2009/02M18 8:38AM
Postdoctoral Research Fellow Applied 200902124 3:41AM
Assoc Professor (grnt ten-tri) Applied 200902124 11:094M

Resume Title Attached File Created

Resume 2008/08/26 10:26AM
Fesume.doc Fesume.doc 2009/01/26 3:14PM
Resume JO5130 Resume.doc 2009/01/26 3:59PM

Attachments

File Name Attachment Type Uploaded
References.doc Other 2008/08/26 10:204M  Edit Atachment ﬁ[

[+]Add Attachment

Feturn to Previous Page
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Manage your Profile/Career Tools

Select an ‘Attachment Type’ (Other or Reference). If ‘Other’ selected, complete the ‘Attachment Purpose’ field.

Click on Add Attachment to browse for and upload your document. Click on ‘Save & Return’ to save the attachment or ‘Save & Add More’ to
upload more attachments. Note only Microsoft Word and PDF format documents can be uploaded.

(o N

ther Attachments
Other Attachments

Please do not attach resumesiCVs andior cover letters here.

When you apply for a specific job posting/ad, you will be asked to upload your
resumel/CV and cover letter.

This screen is only used to upload additional documents.

All attachments must be in Word format (.doc) or Adobe Acrobat (.pdf) format.

Attachments
*Attachment Type: R -

Attachment Purpose:;
Add Attachment

Save & Return Save & Add More Cancel

o /

Attachments can be viewed and/or deleted via the Attachments grid on the My Career Tools page.

Note: All hiring managers will be able to view all attachments uploaded here. Resume attachments however, uploaded when you apply for a
specific job, are only viewable by the hiring manager for that particular job you've applied for.

Interview Schedules

Hiring managers can elect to notify applicants of upcoming interviews by email and via a notification on the applicant’s myCareer home page.
Click the subject link in the Notifications area to access the Interview Details page.

Careers Home
Welcome John
Keywords: 11 Applications
Posted: Anvtime - 1 Atachments
3 Saved Resumes
Search | advanced Search/Set Up Job Alerts Search Tips My Profile
First Previous | Mext Last
From Subject Received
|E| University of British Columbia Interview Schedule: Staff Physician 2009/02/24 2:22PM | ‘
Select All Deselectd) Delete |
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Manage your Profile/Career Tools

The interview schedule includes the date and time, the name of each interviewer, and location of the interview.

'\
Staff Physician Interview Details
Interview details for John Smith

VWhen: 2009-03-15
Position: 5063-Staff Physician

Start Time End Time Date Interviewer Location
GEMERAL
9:00AM 10:004M 2008/0315  Jane Smith SERVICES
\ ADMIN. BUILDING
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Opening/Viewing Attachments - Troubleshooting FAQs

Question: My pop-up blocker is not allowing me to open my Resume or other attachment.
Answer: Adjust security settings to allow pop-ups from *.adm.ubc.ca:

Internet Explorer Settings:

Adjust settings when the site is blocked by pop-up blocker:

Pop-up blocked. To see this pop-up or additional options click here...

Temporarily Allow Pop-ups
5 THE UNIVERSITY OF BRITISH COLUMBIA FINANCE AND HUMAN RESOURCES E s [P

Human Resources Management System Always Allow Pop-ups from This Site...
Settings

More information

Or adjust security settings directly:
internet Options

General || Security | Privacy | Content || Connections || Programs || Advanced |

Settings
g=" Select a setting for the Internet zone.

Medium

- Blocks third-party cookies that do not have a compact
privacy palicy
- - Blocks third-party cookies that save information that can

B : be used to contact you without your explicit consent "
i L‘_, - Restricts first-party cookies that save information that POp-Up B lOCker Settmgs @

can be used to contact you without your implicit consent
Exceptions

Pop-ups are cumently blocked, You can allow pop-ups from specific
websites by adding the site to the list below.

[ Sites J [ Import J,_ Advanced ]

Pop-up Blocker Address of website to allow:
: = = adm ubc.cal | [ A |
Prevent most pop-up windows from
@ appearing.
Allowed sites:

Turn on Pop-up Blocker

[ oK J[ Cancel ][ Apply

Netfications and fitter level
Play a sound when a pop-up is blocked.
Show Information Bar when a pop-up is blocked.

Fitter lewvel:

| Medium: Block mast automatic pop-ups w |

Pop-up Blocker FAQ Close
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Opening/Viewing Attachments - Troubleshooting FAQs

You can also try adding our system as a ‘Trusted Site’.

Navigate to Tools>Internet Options. Click on ‘Security’ tab, select ‘Trusted sites’ zone, and then click on ‘Sites’ button:

Internet Options

General | Security |F‘ri'u'av:y' | Content | Connections | Programs | Advanced |

Select a zone to view or change security settings.

@ VI VIO

Internet Local intranel W= kl==3 | Festricted
sites

Trusted sites

This zone contains websites that you
trust not to damage your computer or
your files,

You have websites in this zone,

Security level for this zone

Custom

Custom settings.
- To change the settings, dick Custom level,
-To use the recommended settings, dick Default level.

[ Custom level... H Default level ]

’ Reset all zones to default level ]

[ Ok l [ Cancel Apply

If you're already in the Careers site, the website will automatically populate for you. Otherwise, type the website address below manually and
then click on the ‘Add’ button:

Trusted sites

‘fou can add and remove websites from this zone. All websites in
this zone will use the zone's security settings.

Add this website to the zone:

| https://hrprod.adm.ubc.ca | [ Add 1
Websites: .

Require server verification (https:) for all sites in this zone

Close
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Firefox Settings:

Adjust settings when the site is blocked by pop-up blocker:
g Firefox prevented this site from opening a pop-up window. I Options I X
;7@ THE UNIVERSITY OF BRITISH COLUMBIA FINANCE AND HUMAN RESOURCES P Allow pop-ups for hrpmd.adm.uh(.l:a

%9 Human Resources Management System DI —

Don't show this message when pop-ups are blocked

< Administration

i w Show “hitps://hrprod.adm.ubc.cai8445/ psc/hrprod/Temd=viewsttach&userfile=Ru...

Or adjust security settings directly:

} Pop-up blocker - Mozilla Firefox
File Edit View History Bookmarks Yahoo! Tools Help

- O X O (@ |http:ﬁsupport.muzilla.comfen—UkabfPop—up+blocker

2] Most Visited [ HRS9TRN 3 HReoVvER4 [E HR89DEV4 | || UBC PeopleSoft Enviro... = HRPROD o_! FogBug

Y_’ - & - | searchweb - [J - &5 - B mail - [M Bookmarks-~

*§ Mozilla Firefox Start Page 3} l ) Pop-up blocker B8 |

O Sl & & &8 £

Main Tabs Content | Applications  Privacy  Security  Advanced

Block pop-up windows ptions...

Load images automatically xceptions...

ﬁﬁ

Enable JavaScript Advanced...

Enable lava

) Allowed Sites - Pop-ups

- Fonts & Colors

i You can specify which web sites are allowed to open pop-up windows. Type
Default font: @ the exact address of the site you want to allow and then click Allow.

Address of web site:

| *adm.ubc.ca |

- Languages i_ﬁjhw -

Choose your preferred

Site Status

(e}
L
o

Remove Site | | Remove All Sites
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Question:  When [ try to open the attachment using Internet Explorer, a new window appears briefly and then disappears.
Answer:  Adjust Internet Explorer security to allow downloads.

Internet Options

General | Security | Privacy || Content || Connections || Programs || Advanued|

Select a zone to view or change security settings.

@ €« v O

Internet Local intranet  Trusted sites  Restricted
sites

Internet

0 This zone is for Internet websites,
except those listed in trusted and

Security Settings - Internet Zone

restricted zones, Settings
Igg Downloads A
Security level for this zone @-‘g Automatic prompting for file downloads B
") Disable
Custom (&) Enable
Custom settings. @.g File download
-To change the settings, dick Custd () Disable =
-To use the recommended settinas (® Enable —
@Iﬁ Font download
(") Disable
{#) Enable

Custom level... ) Prompt

.gg Enable .MET Framework setup

| Reset all zor g E;S:;f

=) Microsoft VM

|
]| @ | >
*Takes effect after you restart Internet Explorer
Reset custom settings
Resetto: [ Medium-high (default) v| [ Reset. |

L Ok, ]’_ Cancel J
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