Recruiting in VTHR

Saving a Job Search

Quick Reference Guide

Step | Action
1. | Login to your VIHR account. Careers

If you are NOT a State employee, (Go to .
http://humanresources.vermont.gov/careers, then choose the links pictured
below.) User Name: |

Password: |

Job Seekers
Login Login Help Register Mow

JOE SEEKERS
SEARCH JOBS & APPLY ONLINE

Active State Employees login to your VTHR account (Go to
http://humanresources.vermont.gov/vthr/resource center).

2. | Navigate to your Careers Home by choosing the links: Main Menu, Self
Service, Recruiting Activities and Careers.
3. | Click on the Job Search hyperlink, located at the top of your careers home

page.

User ID:

Password:

I Forgot My Password

ORACLE

Favgtes MainvMenu > Self Service > Recruiting Activities > Careers

Favc;rites MainvMenu > Salf Svervice b Recru'rtinglhct'rvities » Careers

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



https://vthr.peoplesoft.state.vt.us/psc/VTHR/EMPLOYEE/HRMS/c/HRS_HRAM.HRS_CE.GBL?FolderPath=PORTAL_ROOT_OBJECT.HC_HRS_CE_GBL2&IsFolder=true
http://humanresources.vermont.gov/careers
http://humanresources.vermont.gov/vthr/resource_center
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4. | You can save basic or advanced searches. A saved search is called a Job
Agent. C_hoose your unique criteria for Jobs t.hat interest you, then T Clear | | SaveSearch | pasicSeach Sezrch Tips
VTHR will send you an automated email notification notifying you that a
job has been added that fits your criteria.
Enter Keywords:
You can save multiple searches if you have a variety of criteria. R —— S en T oeafera
Addinenl 1=
Add zan
Albzry
AlbLrg 2
Tu szlzel mullizlz valoes, whl duven he Colkey (Cummand sey Tor Macs) whie rigkng
eakbctone
select Job Familles: Py —— i
Classifed/Conpelilive f
Intzrrshg 3
Nur-C ass e dExzimpl il |
Temperary =
Fu'liPari Time: -
RegularTemporary: hi
Nesired Fay |
Currency -
Joby Opening 10 |
Recruiter: |
Hinng Manager: |
Find Jobs Posted Within: Anytimz -
Cisplay Rasultz Sorted By hi
5. | Then click on the save Search button at the bottom of the page.

Search Clear Save Search | Basic Search Search Tips
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7 | Giveyoursearch a name.
Then check the “Use As Job Agent” box and add your email address in the
space provided for “Send Job Agent”. This will allow VTHR to send you

an email when the system has a job that fits your search criteria. [[Juse As Job Agent

*Name your search: |

Then click the save search button. Send Job Agent nofification to: |

: Save Search Cancel




