
Applicant Instructions 

 

 
 

Step Action 

1.  Find the job in which you would like to apply. Jobs are listed in the order of most 

recently posted � oldest. The list only displays five jobs at a time. In order to view 

the next five jobs, click the ‘Next’ button. You can also click on the headers labeled 

‘Job Title’, ‘Job ID’ or ‘Location’ to sort the list of job openings in order to ease 

your search.  

2.  Please DO NOT use the ‘Apply now without adding a job’. Doing this will not link 

you to any of our job openings and your application may not get reviewed in a 

timely manner. Please find a job from the list to apply. 

3.  Once you have found a job that you would like to view the job description for, click 

on the job title to view additional information (see next screen shot). 

 



 
 

Step Action 

4.  If after reading the job description, you would like to apply, click on the ‘Apply 

Now’ button.  

 

 
 

Step Action 

5.  You will now be prompted to login or register. If this is your first time applying with 

us, you will need to register and create a User Name and Password. This will allow 

you to apply for other jobs without reentering everything on your application. 

 



 
 

Step Action 

6.  You will now be given three options of how to apply. Select one of the options and 

click Continue. If uploading a resume, you will be prompted to browse for your file. 

If you do not have a resume, choose the third option. This will take you to the ‘My 

Profile’ page to enter your contact information. 

 

 
 

Step Action 

7.  Select your Preferred Method of contact. 

 

 
 

Step Action 

8.  Select ‘English’ for your Name Format. Please note: Failure to do this will result in 

an error that reads “Country must be specified to enter a name”. 

9.  Enter your first and last name. 

 



 
 

Step Action 

10.  Enter your address including street address, city, state, zip and county. 

 

 
 

Step Action 

11.  If you chose ‘Email’ as your preferred method of contact, you must enter an email 

address. If you did not list email as your preferred method of contact, you may enter 

an email if you want to. 

12.  Select your Primary Email Type 

13.  Enter your email address. 

 

 
 

Step Action 

14.  If you chose ‘Phone’ as your preferred method of contact, you must enter a phone 

number. If you did not list ‘phone’ as your preferred method of contact, you should 

still enter a phone number as this will be an additional way to contact you during the 

processing of your application. 

15.  Select your Primary Phone Type 

16.  
Enter your phone number. Click the  button. 



Step Action 

17.  You will now be directed to the first page of the application. 

 

Preferences Section 

 

 
 

Step Action 

18.  Enter your desired start date. 

19.  Answer the relocate and travel questions. If you are willing to travel, click the drop 

down box to indicate how often. 

20.  Indicate days of the week that you are willing to work by checking the boxes (M-F 

is defaulted). 

21.  Indicate if you are looking for full time or part time work (or either). 

22.  Indicate if you have a preferred shift. 

23.  Enter the minimum pay you are seeking and choose the frequency. 

24.  Enter the number of hours per week you would like to work. 

25.  Indicate your first and second choices of geographic preference. 

26.  Please Note: DO NOT CLICK THE SUBMIT BUTTON HERE! Click the 

‘Next’ button located at the top or the bottom of the page. This will take you to the 

next page of the application. Note: You may need to scroll up to the top of the page. 

 



 
Work Experience Section 

 

Step Action 

27.  At the top of the page, you will see the following link to enter your work history. 

Click on the link. 

 

 
 

Step Action 

28.  You will now see the following area to begin entering your work history. Start with 

your most recent employer first. 

 

 
 

Step Action 

29.  Enter the Start Date of this employer. 



Step Action 

30.  Enter the End Date if this employment has ended. If it is your present employer, you 

can leave this field blank. 

31.  Enter the Employer name. 

32.  Enter your most recent/current job title. 

33.  Enter the employer’s telephone number. 

34.  Enter any comments you would like to share about this employer or your 

experiences there. 

35.  Enter your starting pay and frequency. 

36.  Enter your most recent/current rate of pay. 

37.  Enter your current supervisor’s name. 

38.  Enter your average hours per week at this employer. 

39.  Enter your reason for leaving. If you do not wish to leave this employer, please write 

‘N/A’. 

40.  Enter the major job duties you perform(ed) while working there.  

 

 
 

Step Action 

41.  Enter the address of this employer including street address, city, state, zip code and 

county. 

 

 
 



Step Action 

42.  If this is the only employer you have to add, click the  button to 

return to the application. 

43.  If you have more employers to enter, click the . This will save 

this employer and clear the entry to allow you to enter your next employer by 

repeating steps 29-41. 

44.  When finished entering all employers, click the  button. 

 

Education Section 

 

 
 

Step Action 

45.  Click on the drop down box next to Highest Education Level to indicate the 

highest level of education you have achieved. 

46.  If you would like to indicate where you went to school, click on the 

 link. This will open up the following 

screen. 

 

 
 

Step Action 

47.  Click on the drop down box next to Country to indicate the country. 



Step Action 

48.  Ignore the School Type. 

49.  In the Other box, type the name of the school you attended. 

50.  Ignore the State box. 

51.  Indicate your level achieved. 

52.  Enter the date you graduated. 

53.  If you have additional schools to enter, click the  button and 

repeat steps 47-52. 

54.  Once you are finished, click on the  button. 

 

Licenses and Certificates Section 

 

 
 

Step Action 

55.  If you have any clinical licensures or certifications, click on the 

 link. This will open up the following screen. 

 

 
 

Step Action 

56.  Click on the magnifying glass next to License/Certificate box to search for the 

appropriate license/certificate from our list. When you find it, click on it to add it to 

the box. 

57.  Enter who entered the license/certificate. 

58.  If applicable, enter your license/certificate number. 

59.  Enter the Date Issued. 

60.  Enter the Expiration Date. 

61.  If you have additional licenses/certificates to enter, click the  

button and repeat steps 56-60. 



Step Action 

62.  Once you are finished, click on the  button. 

 

Languages Section 

 

 
 

Step Action 

63.  If you speak any foreign languages, click on the  link. This will 

open up the following screen. 

 

 
 

Step Action 

64.  Click on the magnifying glass next to the Language box to select the language you 

would like to add. Click on the language you wish to add. 

65.  Indicate your speaking, reading and writing proficiency of this language. 

66.  If you have additional languages to enter, click the  button and 

repeat steps 64 & 65. 

67.  Once you are finished, click on the  button. 

 

Skills Section 

 

 
 

Step Action 

68.  Depending on the position you are applying for, you may see a section labeled 

‘Skills’ like the one above. 



Step Action 

69.  For each competency listed, click on the drop down arrow to rate yourself on the 

proficiency of that particular competency. 

70.  Next, you will see a section called ‘Application Questionnaire’ (see next page). 

 

Application Questionnaire Section 

 

 

 



 

Step Action 

71.  Answer each question honestly. 

72.  Please Note: DO NOT CLICK THE SUBMIT BUTTON HERE! Click the 

‘Next’ button located at the top or the bottom of the page. This will take you to the 

next page of the application. Note: You may need to scroll up to the top of the page. 

 

 
 

Referral Section 

 

 
 

Step Action 

73.  Click on the drop down list next to the “How did you find out about the job?” 

question. 

74.  Choose the most appropriate option as to how you were referred to our company. 

You can also list a specific referral source if you want. 

75.  Answer the question “Are you a former employee?” 

76.  Please Note: DO NOT CLICK THE SUBMIT BUTTON HERE! Click the 

‘Next’ button located at the top or the bottom of the page. This will take you to the 

next page of the application. Note: You may need to scroll up to the top of the page. 

 

 
 

 

 

 

 

 



References Section 

 

 
 

Step Action 

77.  In this section you can add names and contact information for anyone you would 

like to list as a professional reference. 

78.  
Click on the  link to add any professional references to your 

application. This will open a new window. 

 

 
 

Step Action 

79.  Enter the reference name. 

80.  Enter their title/occupation 

81.  Enter their employer. 

82.  Enter a telephone number while the reference can be reached. 

83.  Enter the reference’s address information including street address, city, state, zip 

code and county. 



Step Action 

84.  If you have additional references to enter, click the  button and 

repeat steps 79-83. 

85.  Once you are finished, click on the  button. 

86.  You are now ready to submit your application. 

 

Submitting the Application 

 

Step Action 

87.  
Click the  button. This will take you to the terms and agreements page. 

 

 

 
 

Step Action 

88.  Read the information provided in this section carefully. 

89.  After reading the information, click on the bubble next to “I agree to these terms”. 

This will act as your electronic signature that acknowledges that you are aware and 

agree to comply with the statements above.  



Step Action 

90.  After clicking on the bubble, another Submit button will appear. 

91.  
Click on the  button. 

92.  You now see the following screen. 

 

 
 

Step Action 

93.  Congratulations. You have now successfully completed your online application. 

94.  If you provided us with a valid email address, you will receive an automated 

message verifying that your application was submitted successfully. 

95.  If your qualifications meet our ‘Hire the Best’ criteria, you will be contacted by our 

recruiter. 

 


