@ Sudbiiiy

Work Instructions
for myjobs
Applying for a Job

Created: 2024-06-13
Revised: N/A



Greater |Grand
‘ WORK INSTRUCTION
*’ SUdbury myJOBS Applying for a Job

Contents

LOBEING INTO MYJOBS ...ttt e e ettt e e e e s e ettt e e e e e s s bbbt e eeeeesesaasbbaaaeesesasaansbbeeaaeeesasassebaaaeeessanannns 3

VIieWING AVAIlable JODS ... e et e e e et e e e et ae e e e eabaee e eaateeeeearbaeeeeanbteeeeanbeeeeeantreeeennrees 4

FaY o o] 1 Ta Y= (o T - T o] « PRSP 6

Checking the status of your apPliCation .............coooiiiiiiiii e e ee e e s s b e e s e sbee e e enarees 11
Withdrawing your apPliCatioN ............uiiiiiiiie e e e e e e st e e e s b be e e s s aaee e s s nabeeeessbeeesennreeesennsens 11

Page 2 of 11



(* Sudﬁmf‘cm" WORK INSTRUCTION
- myJOBS Applying for a Job

Logging in to myJOBS

1. Go to https://myjobs.greatersudbury.ca
2. Click on SignIn

Careers

Search Jobs

|Search by job title, location, or keyword ‘ ‘E‘
Welcome ‘ SignIn | ’lew User
".ﬁ View Jobs Posted in Last 7 Days >
[z ViewAll Jobs N
a My Job Notifications >
My Job Applications >
* My Favorite Jobs >
O\ My Saved Searches >
pos My Account Information >

3. Enter your Username and Password and click on Sign In.

Careers

Search Jobs

Search by job title, location, or keyword ]

Sign In X

* Indicates required fieid

*User Name ‘ ‘

*Password ‘ ‘

Forgot User Name | Forgot Password

Are you a new user? Register Now

W T
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Viewing Available Jobs

Careers

1. Click on View All Jobs.

Search Jobs

Weicome

.; My Job Notifications
a My Job Applications
My Favonte Jobs

My Saved Searches

My Contact information

& View Jobs Posted in Last 7 Days

__)

2. This will bring you to a page where you can view all current job postings. You can use the filter options in the
column on the left (location, department, date posted) to filter your search. Available filter options to select

from will vary depending on the jobs posted.

O sudbiiry

< Careers2 Search Jobs

« Department

[ Adanac Ski Hill Operations (3)
) Nursing - Direct Care (3)

) Ontario Works - Admin (3)

() Roads & Transportation Pers (3)
() Sudbury Arena (3)

[ OD, Safety & Wellness (2)
(O Plants & Lift Stations (2)

[ Regional Business Centre (2)

] Resident Services (2)

[J Anderson Farm Museum (1)

More

« Job Posted In

» 2024 (39)
12023 (3)

w Full/Part Time Status

[J Full-Time (25)
O Part-Time (17)

w Regular/Temporary Position

o

Temporary (24)

Search Jobs

‘Sea’ch by job title, location, or keyword

Clear Search

Save Search

(=]

Apply Without a Job @
42 jobs found.

=l =]

Operator "A" (Water)
Job ID
Department
Business Unit
Posted Date
Close Date

Solid Waste Data Co-ordinator
Job ID
Department
Business Unit
Posted Date
Close Date

D Approvals Ci

Job ID
Department

Business Unit

1793

Plants & Lift Stations
Growth & Infrastructure
01/25/2024
02/13/2024

1789

Environmental Services Admin
Growth & Infrastructure
01/25/2024

02/08/2024

1785
Planning Administration
Growth & Infrastructure
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3. To view job posting details, click on the posting you want to see. This will bring you to see the full details of the
posting, including the job description, requirements and any other relevant information to the job.

Greater Grand
O Sudbiiiy

Previous Job Operator "A" (Water)
Apply for Job

Job ID 1793

17 Add to Favorite Jobs

fai Email this Job

Job Description

Section: Water

Division: Water/Wastewater Treatment and Compliance
Department: Growth and Infrastructure

Initial Reporting Location: Wanapitei Water Treatment Plant

Job Status: Limited position

Number of Vacancies: 1

Affiliation: Outside Unit

Estimated Probable Duration: up to eighteen (18) months
Hours of Work: 80 hours bi-weekly

Shift Work Required: Yes

Range of Pay: $31.81 to $35.97 per hour

The start date will follow the selection process.

A criminal record check is required for this position and will be requested by the Hiring Manager should you be the candidate of choice. Please do not submit your criminal record check with your application.

Characteristic Duties: Under the supervision of a Water Supervisor or the Quality Compliance Officer:

1. Act as Operator-In-Charge and assume responsibility for the operation and maintenance of CGS's water facilities and infrastructure
2. Perform regular inspections of various facilities and perform the duties required to ensure effective functioning of the facilities.
3. Make operational adjustments and minor repairs, as required.
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Applying for a Job

Once you have found a job opening you want to apply for, from the job posting click on Apply for Job.
{ Greater Gand |
O Sudbiiiy

Previous Job Operator "A" (Water)

Apply for Job

Job ID 1793

vy Add to Favorite Jobs

i Email this Job

The application page will open, and you will see the steps on the left-hand side of the page. Click on Start.

Step 1: Start: is reviewing and accepting the terms and conditions. Review them by clicking on View Terms and

Conditions and then once reviewed, check the box “I agree to the Terms and Conditions” and click on Next.
Exit Apply for Job

Career Firefighter 5

Start Step 1 of 7: Start

In P ess
Uit This job application allows you to attach a resume and has a number of sections, ranging from job preferences to work experience. The step-
by-step process will guide you through the application. Please fill in all carefully and before
2 :rf(,‘f'aqm}( Before you begin the job application process, please read the Terms and Conditions carefully. By selecting the "l agree to the Terms and
LONBNEC Conditions" checkbox you indicate that you have read and understood these Terms and Conditions and acknowledge your agreement with
them. If you do not agree, you will not be able to submit an application and should select the Exit button.
3 | Resume
Not Started View Terms and Conditions

4 | Questionnaire I agree to the Terms and Conditions

Not Started

5 | References
Not Started

¢ | Attachments and Referrals
Not Started

Review and Submit

Not Started

Step 2: Prequalify: A series of questions will appear for you to answer. These questions are asked to all applicants.
Answer all the questions and click on Next.

5 i S: Draft |
L start Step 2 of 7: Prequalify

Complete To be eligible to submit an application you will need to answer the following questions.
Prequalify
E> Prequalify
In Progress *1. The City of Greater Sudbury is an equal opportunity employer that is itted to i ive, barrier-free i and

If you are for an employ opportunity, you are invited to advise Hiring Manager if you

pi
require accommodation.
3 Resume

ot Starte @® | understand this statement and acknowledge in the event that | am contacted for an employment opportunity, | can contact the
hiring manager to discuss any accommodation requirements.

4 Questionnaire O Ido not understand this statement and in the event that | am contacted for an employment opportunity, | will at that time request
Not Starte further information

« References *2. Are you eligible to work in Canada? You are legally entitled to work in Canada If: a) you are a Canadian citizen, b)
= Not Starte permanent resident or c) have a valid work permit. If you are new to Canada or thinking about coming to Canada, visit our
Applicants Living Outside of Canada page (https://www.g y.calcity t-th livi
outside-of-canadal). If you are not currently entitled to work in Canada, visit the Government of Canada
¢ | Attachments and Referrals (http canada immigrati itizenshi i i y it html) to
Not Started find out what you need to do to be eligible to work in Canada.
® Yes

Review and Submit
No
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Step 3: Resume: is where you will upload your resume and cover letter.

1. Click on Attach Resume.

2. Click on My Device.

3. Select your file (resume) and click on Open.

4. Click on Upload.

5. Once the file is uploaded, you will see “Upload Complete”. Click on Done.

Step 3 of 7: Resume

Resume Attachment (Required)

You have not prowded a resume.

| Aliach Resume Ll use Existing Resume |

= File Attachment
Ghoose From
- Jim Hatpert Resume pat
- Shared Folders (5 File Size: 340kB
File name: Al Files (9 - Jpicad Complele.
Concel

6. Click on Attach Cover Letter.

7. Click on My Device.

8. Select your file (Cover Letter) and click on Open.

9. Click on Upload.

10. Once the file is uploaded, you will see “Upload Complete”. Click on Done.

Step 3 of 7: Resume EX=3 -
Resume Attachment (Required) Step 3 of 7: Resume BT
“Resume Tioe | im_Hapen_Resume pat Resume Attachment (Required)
PR S—
Resume Tite |Jim_Haipert_Resume pat
File Attachment = fiapen e
P— Attached File Jim_Halper_Resume pat
Cover Letter Attachment
‘Cover Letter Title | Jim_Halpent_Cover_Leller p
1 s Cover Lettee ot Attached File
Fie size. 15703

11. Confirm the two files attached are the right ones, and then click on Next.
*Click on Save as Draft during any step of the application to save your progress.

Please Note: Once you have attached your resume to apply for a job, the next time you apply for a job the resume files
will be in the system for you already. You should only have to upload them again if you made changes to your resume.
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Step 4: Questionnaire: is where you will answer job specific questions to demonstrate how you meet the requirements
of the job posting. These questions will vary based on the position.

1 | Start Step 4 of 7: Questionnaire
Complete

Employment Questionnaire

Next >

2 Prequalify Questions marked with an * are required. You are required to answer all the mandatory questions.
Complete

Please answer the following questions as carefully as possible

3 Resume *1. This position is required to operate a City of Greater Sudbury vehicle. Are you physically capable of operating a vehicle
Complete safely and have an acceptable driving record?
® Yes
Questionnaire
In Progress No
5 References *2. Do you have a grade 12 diploma or an Academic Career Entrance (ACE) certificate? (https://www.ontario.ca/page/adult-
Not Started learning. )
® Yes
g Attachments and Referrals
Not Started ) No
7 Review and Submit *3. Have you ever been convicted of a criminal offence for which a pardon has not been granted?

Not Started

Answer all the questions and then click on Next.
*Click on Save as Draft during any step of the application to save your progress.

Step 5: References is where you will add your references to your application. This step is optional.
1. Click on Add Reference.
2. Enter the following details for your reference:

Type of reference (professional, personal or both)

Name

Title

Employer (company name)

Phone number

. Email address

Click on Done.

To add another, click on the +

Repeat steps 2 — 4 until you have entered all your references.

Once complete, Click on Next.

oD oo oo

oukWw

Cermms ) G
1 | Start Step 5 of 7: References

Complete
References

2 Prequalify L o

Complete

Reference Title Employer

3 Resume

Complete Dwight Schrute Assistant to the Assistant Mgr Dunder Mifflin Paper Company >
4 Questionnaire Michael Scott Regional Manager Dunder Mifflin Paper Company >

Complete

References

In Progress

Attachments and Referral
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Step 6: Attachments and Referrals: is where you will attach any additional documents requested in the job posting. For
example, a Paramedic posting requires applicants to submit pre-employment documentation.

To add the additional documents:
1. Click on Add Attachment
2. Select Attachment type from drop down menu
3. Add atitle for your document
4. Click on Continue

File Attachment x

< 8 nfT7- A » and Dot 1

A Cancel Add Attachment

|
*Attachment Type | Licenses and Certifications v I D

*Attachment Title |DZ license

Choose From

My Device

5. Click on My Device

6. Select the file to attach

7. Click on Upload

8. Once the file is uploaded, you will see “upload complete”, click on Done
9. Confirm the attachment details are correct and click on Done

File Attachment m StanR.af 7. Attarh - SRE &
A Cancel Add Attachment m

Choose From

*Attachment Type  Licenses and Certifications v

*Attachment Title DZ license

Attached File 2022-07-19_WFH_Agreement_VB.pdf

Use Different Attachment =
2022-07-19 WFH Agreement_VB.pdf

File Size: 514KB i 3

Upload Complete

10. To add another, click on the +
11. Repeat steps 2 —9 until you have attached all your documents
12. Review your list of attachments to ensure nothing is missing

13. How did you learn of this job? Select an option from the referrals drop down menu
14. Click on Next.

< Previous Next >
1 | Start ‘ Step 6 of 7: Attachments and Referrals ave as Dra
Complete
Attachments
2  Prequalify +
Complete
Attached File Attachment Title ~ Attachment Type
3 | Resume
Complete 2022-07-19_WFH_Agreement_VB.pdf DZ license Licenses and Certifications | >
4 Questionnaire 2022-04-29_PeopleSoft_Security_Access_Request_Form-VB_signed.pdf DEI certificate Licenses and Certifications >
Complete
Referrals
5 | References -~
Complete *How did you learn of the job? | Social Media (Facebook, Twitter, etc.) v
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Step 7: Review and Submit: is the last step of the application process. Here is where you can review all the information
you’ve entered in steps 1-6 and make any changes needed.

£ Previous Submit

3 Start Review your application and make any changes before submitting.
Complete ) ;
Step 7 of 7: Review and Submit
2 z;emqp“’;:fy » My Contact Information
» Prequalify
3 Resume
Complete » Online Screening Notice

Questionnaire » Resume Attachment
4

Complete
i » Cover Letter Attachment
5 References » Attachments
Complete

» References

6 Attachments and Referrals

Complete » Referrals

» Employment Questionnaire
Review and Submit
In Progress

To view more details, click on the title and the information will expand.

To make changes or correct an error in a section, click on Modify. This will take you back to the step you want to make
changes to.

Make your required changes and click on Next until you are brought back to Step 7: Review and Submit.
*Click on Save as Draft during any step of the application to save your progress.
Now that you’ve reviewed all your information, you are ready to submit your application.

Click on Submit.

_g—

\
Step 7 of 7: Review and Submit

» My Contact Information

"

» Prequalify

You will receive a confirmation message on your screen when the submission is complete.

Application Confirmation N Q ¢ @
You have I your job

Jobs Applied For

Job Title Career Firefighter 5 Posting Date 01/10/2023

JobID 1121 Application Date 01/16/2023

Location Fire Station, Second Avenue
Online Screening Results

Job Title Career Firefighter 5 JobID 1121
We are pleased to advise that the 1 you have has been for further consideration in terms of our recruitment policy. You may review your submitted

application by using the View Submitted Application link. We will contact you by email notifying you of whether your application has been successful or not as soon as possible. Your
application, if found suitable is made available in our system to other recruiters who may consider linking you as an applicant to any available positions for which they may consider you
suitable. In the event of your being linked to further job openings you will receive an email notification. Please note that any false or incorrect information will render this application void.
# Careers

& View Submitted Application
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Checking the status of your application

Once you have applied for a position, you are able to go into myJOBS and check the status of your application.

From the main myJOBS page, click on My Job Applications.

Careers

Search Jobs

Search by job title, location, or keyword ->

Welcome Veronique Boyer
-?ﬁ View Jobs Posted in Last 7 Days >
=" View All Jobs >
"’: My Job Notifications >
[ E My Job Applications ) 2>
My Favorite Jobs >
Q My Saved Searches >
pos My Contact Information >

This section is where you will see your current job applications (drafts and submitted). You can view the application
status by clicking on the blue information icon.

My Job Applications

Job : Application Application Status . Date Withdraw

Job Title D Location Status Information Date Created Date Submitted Withdrawn Application

Construction Services Co-ordinator 1002 St Clair/ S Depot  Draft 1] gi’gg’ama | Withdraw | ‘ > |
i Tom Davies 03/03/2023 Withdraw N

Immigration Development Officer 1004 Square Draft 1] 3-03PM | Withdraw | ‘L|

Withdrawing your application

In this section, you can also withdraw your application.

To withdraw your application, click on Withdraw, a window will pop up asking if you want to continue, click on OK to
confirm your withdrawal. This action cannot be undone.

. 5 Fire Station, Second Application 01/16/2023 01/16/2023 Withdraw
You are about to withdraw an itted job The will no longer be available. This action cannot be undene. Do you want to continue?
Withdraw ‘ oK ‘
Application
= = Letters and Attachments S

Withdraw >

ile Job ID Attachment Title Attachment Type Date Uploaded

Ni N

Withdraw > r_Letter-Boyer, Veronigue.pdf 1121 2022_Cover_Letter-Boyer, Veron Cover Letters 01/16/2023 10:0f
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