Recruiting in VTHR

How to Upload your Resume

Quick Reference Guide

Step
1 | Once you have found and selected the Job Title for which you are
applying:
i Review the ‘]Ob DESCFIptIOﬂ page carefully Resume, Cover Letter, References and Other Documents
° CI ICk on Apply Now Please combine all documents into ane file (Word, PDF, etc.) when uploading your resume.
If you select "Copy and paste resume text”, copy and paste all documents into the same textbox.
Your resume and cover Ietter ShOU'd be Combined into In either case, this information will only be attached to the specific job to which you are applying.
one document (Word or PDF works best).
Resume, Cover Letter, References and Other Documents

Choose a Resume Optlon Please combine all documents into one file (Word, PDF, etc.) when uploading your resume.

If yOU have nOt app“ed preVIOUSIy’ the_re are tV\{O dlffer.ent \_NayS tO If you select "Copy and paste resume text”, copy and paste all documents into the same textbox.

InCIUde aresume and/or cover |etter Wlth your JOb appllcatlon - In either case, this information will only be attached to the specific job to which you are applying.

upload or copy & paste.

. Resume Options

If you have previously uploaded one or more resumes, you also _

have the option to use a previous document. HoWRglid you Bke fo proceed?
@ Upload a new resume
3 Copy and paste resume text
© Use an existing resume
3] Apply without using a resume
Continue | Retum fo Previous Page

2 | Upload a new resume:

e Select “Upload a new resume”

e Click Continue. A dialogue box will appear. Click Browse.
Find the resume document on your computer, select and
open the file, click Upload and then Continue.

Resume Options

How would you like to proceed?

(3] Upload a new resume
© Copy and paste resume text
© Use an existing resume

© Apply without using a resume
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Copy and paste resume text:
e Select “Copy and paste resume text”
e Use the editor to build your resume. When finished, click
Continue.
NOTE: While this option is available, it is not recommended as the
preferred option because formatting is often lost.

Use an existing resume:
e Select “Use an existing resume”
e Adrop down list will appear. Select the applicable

Resume, Cover Letter, References and Other Documents
Please combine all documents into ane file (Word, PDF, etc.) when uploading your resume.
If you select "Copy and paste resume text”, copy and paste all documents into the same textbox.

In either case, this information will only be attached to the specific job to which you are applying.

Resume Options

How would you like to proceed?
@ Upload a new resume
“) Copy and paste resume text

© Use an existing resume

3] Apply without using a resume

document.
Continue | Ratum to Previous Page
Your resume will not upload if the file name is too
long. You will receive an error message that indicates | #pply Now

your resume cannot be parsed at this time. The system
adds characters (time and date stamp), so keep your
document name short - 20 characters or less.

Choose Resume

Your Resume could not be parsed at this time.




