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USING OUR CAREER WEBSITE

This Guide is For: ‘ External Candidates/Applicants




WELCOME TO SuccessFactors!

7~~~ VERMONT

Welcome to the State of Vermont's Career
Site! We are going to take you through the
process of searching and applying for jobs
with the State of Vermont. Some of this
guide will be short, helpful videos and

some will be step by step documentation.

™

SAP SuccessFactors

Some of the topics we will be
reviewing:

Tour of our Career Site: Page 3

Job Searches: Page 4

Create and Manage Your Account/Profile:

Page 8

Applying for Jobs: Page 17

Managing your Job Applications and
Offers: Page 20

Joining the Talent Community/Creating

Job Alerts: Page 26




TOUR OF CAREERS HOME PAGE

27~ _VERMONT SAP SuccessFactors

~~~ VERMONT @ Carecers

Click to watch this
Where you X shprt video to get a
and your TEEL | brief tour of our
work matter, V% N _ R Careers Homepage



https://youtu.be/a5OG-eWfbP8

JOB SEARCHES

Searching Using Search Box Function

On the Careers Home Page you will find
a blue search box.

Not Finding a Job? ~ Current State Employees Login

_ You can simply click the “Search Jobs”
ExtemalLogin Blue Button to see all current open jobs.
You can also search for jobs by:

1. Keyword

2. Location

If you click the ‘more options’ link,
you can filter further by:

3. Towns

4. Departments

For this search, let's say you want to

search for All Jobs in Department for
O Children and Families.
© - Oy = Select that department from the

Al = dropdown and then click the dark blue
il . search button. See next page for search
Human Resources resu|ts

Mental Health

Public Safety

Transportation Agency
4 Vermont Veterans' Home

Join Ol .[f,,' l: [

, | | k

SAP SuccessFactors 4



Searching Using Search Box Function

JOB SEARCHES

7 VERMONT ‘ Careers

Results 1-130f 13

o

Department

Children and Families

Children and Families

Children and Families

Children and Families

Children and Families

Children and Families

Children and Families

Children and Families

9 Essex|

Barre, US
Barre, US
Burlington, US
Barre, US
Charlotte, US
Essex Jct, US
Essex, US

Barre, US

External Login/View Profile

C.D

From your search results, you will see all

jobs under Children and Families.

1. You can further filter your results
from the headers at top

2. Maybe you just want to see jobs in
Essex. Type “Essex” in the location
field at the top and click filter again

3. Now your results are more refined

Children|  pesults 1-30f3

Children \ 4
Children| |Title Department Essex
Children
Children and Families Essex Jet, US
Children Children and Families Essex, US 9
Children and Families Essex, US
Results 1 - 13 of 13 |
™

SAP SuccessFactors



JOB SEARCHES

Searching the Featured Jobs Categories

Featured Jobs
Business and Financial Operations Community and Human Services Healthcare Practitioners and
Support Roles
Information Technology Internships Maintenance and Skilled Trades

Office and Administrative Support Science, Technology, Engineering
and Mathematics

If you are searching for your next
opportunity within a specific
occupational field or job type, select the
category that most closely matches
your preferences. In this example, we
will choose Protective Services.

SAP SuccessFactors



JOB SEARCHES

Search using the Featured Jobs Categories and Job SAP SuccessFactors

B o

“When | go home at f AE S e
the end of the day, [
| know that what I've }
done that day matters
and made a difference
in someone’s life”

This will bring you to a “Category Page”
that will only list jobs related to your
job category preference.

12/

Another great way to search is our job
map. You will be able to look at a map
and click a location to see all the jobs
posted there.

= = Y
2] ,@ Q Q
oom
(5) ot
' 193/
Y
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CREATING AND MANAGING

~~~ VERMONT YOUR ACCOUNT/PROFILE

Create an Account - External Candidates

To start: Navigate to: https://careers.vermont.gov.

On the navigation
tab, go to the top
ﬂ right hand corner to
click on the External
Login hyperlink.

Where you
and your 11
- work matter. ¥ V9

SAP SuccessFactors ()" 8



CREATING AND MANAGING

~~~VERMONT ™ yOUR ACCOUNT/PROFILE

™ Password
Create an Account - External Candidates SAP SuccessFactors »/ Requirements

Password must be at
least 8 characters long.
Scroll to the middle of the screen to Complete the *required fields — See password requirements Password must not be
the Create an account under the g
Not a Registered User Yet?

longer than 18
characters.

Password must contain
at least one upper case

in the toolbox on the right.

Home About Lk = Herefits Find ¥our Next job - Mot Finding & job?  Current State Employees 7 Career Opportunities: Create an Account d |
and one lower case
- Already a registered user? Login credentials are case sensitive |etter' .
P VERMONT Careers Password must contain
(0] +Email Address: at least one number or
“Retype Email Address: punctuation character.
Career Cpportunities: Sign In Password must not
“Choose Password: contain Space or
I Unicode characters.
el s - - - & o o = ,- e a— etype Password: .
1 el BOTH youUr LESMEme and passwond ane case sensitive Make sure to click the
. (First Name: link to read and accept
Last Name: the data privacy
[Ernanl ~ddress Recuired statement
ipamrnrn *Country/Region Code:  _ glect - v

“Phane Number:

In the future, if you'd
in gt o o ) P .

M Country/Region of Residence . sglact - v like to Change your

password, you can go

0 " ::! ':_.Ff:l.:lk:l-:il “TI:: I.I:v.lj.. Lt s ares CpparL it Natification: (¥ Receive new job posting notifications t fl
o o your profile page
¥/ Hear more about career opportunities a nd |n the u pper r|g ht

My Profile "Terms of Use
o Aerts corner go to

. Create Account o g

My Offers Options>Settings.

g.;m.‘.r.‘g.s.. —

ulate many sections of your profile; verify that information for




CREATING AND MANAGING

~~~VERMONT ™ yOUR ACCOUNT/PROFILE

Create an Account - External Candidates SAP SuccessFactors

The next screen WI|| tell you to check Open your email, find tth message from the Click on “View Profile” to finish
your email to verify and activate your State pf Vermont, and click on the link inside creating your profile.
account. to verify your account.
Career Opportunities: Create an Account o . e
Your account has been verified.

Activation Email Sent

You've successfully created your account, but it's not activated yet.

A link to activate your account has been sent to {@egmail.com. If you don't see it, please check
your spam felder or add SOV.RecruitmentDONOTREPLY@vermont.gov to your "safe list] From: State of Vermont <system@successfactors.com>
Date: Wed, Dec 11, 2019 at 10:46 AM

To send the activation link to your email again, click the Resend button. Subject: Account Verification - State of Vermont Careers site
To: <! @gmail.com>
7~ VERMONT

P L 3

Thank you for creating an account on tate of Vermont Careers site. Your user name is your

email: “Com.

Please Click Here to verify your account.

Thank you,

Talent Acquisition Team

State of Vermont | Department of Human Resources

careers.vermont.gov | dhr.recruitment@vermont.gov 10
(855) 828-6700




CREATING AND MANAGING

YOUR ACCOUNT/PROFILE

Candidate Profile Sections/Upload Documents 1. After you have verified your account and
clicked on the “Click Here" button, you can
finish creating your profile. You will see this
screen that has the various sections of your
profile. They are all expandable and
collapsible by simply clicking their blue bar.

2. The first Place you want to go is the "My
Documents” Section, where you can upload
your resume and other documents you feel
relevant (cover letters, etc.) — It is very
important you have a resume uploaded

» Search Options an

» Jobs Applied

. If you are on a mobile device to be able to build your profile that puts
» Saved Applications a a o
(phone or tablet), and you your experiences in the best possible
_ don't have your resume on light. See our site for help on creating a
> Previous Employment your device, you will need to resume, it's easy!
NENE B CEUME @ ({712 3. You have 3 choices to upload documents
» Education online file storage services from:
Dropbox or Google Drive in ’ . .
s cortietionerticd * S e Eragess . Vel @&l — 1. Device (your _computer or device)
v wy Socuments always begin your profile on 2. Dropbox (online file storage — you
a mobile device and then will need to have an account and be
» COUISESCOnERN Accepted File types: DOCK, PDF, CSV, Image and Text (MSG, PPT and XL complete it later, on your logged in)
desktop computer where you 3. Google Drive (online file storage —
resume is stored. you will need to have an account
and be logged in)
0 © Upload from Device
Upload from Device
L e Bt < Upload from Dropbox e
Upload from Google Drive
» Search Options and Privacy UP|'DEI'2| from GDDg|E Dirive 1




. CREATING AND MANAGING
#~—~ VERMONT YOUR ACCOUNT/PROFILE

Your Candidate Profile

Understanding the Difference
between Documents in yOU" In your candidate profile, you can upload a resume and a cover letter, but you can also
Candidate Profile and your upload a different resume or cover letter on a job application.

Application

Job Application without a different resume or cover letter

Your candidate profile is the foundation of your
account. All the information in your profile is a If you decide not to upload a resume or cover letter different from your profile

part of each application that you submit. This resume/cover on a job application, the resume/cover in your profile will be
includes your resume and any other documents attached to the application for hiring manager review.

that you upload to your profile, your contact

information, and the work and education history i ] ]

that you have entered. Job Application with a different resume or cover letter

Most hiring managers expect to see a cover letter
with your application. You can upload a general If you decide to upload a resume or cover letter different from your profile resume,

cover letter (not recommended) to your profile or the new resume/cover will be attached to this application AND they will replace the
upload a unique one for each application that you resume and/or cover letter in your profile.

submit.

When you upload a cover letter or resume to an

application, the last one submitted is visible on Your Candidate Profile (Updated)

your profile and will be shared if your application
is forwarded to other hiring managers.

Once you have submitted an application, changes
that you make to your profile or to a new
application will not affect an existing application.
When you upload a new cover letter to your next
application, although that letter is the one now on
your profile, it does not replace the one on your
earlier application(s).

The Graphic on the right will show you the different
scenarios.

Your candidate profile will now have the “new” resume or cover letter you used in the
application. If you complete future applications, the same process will occur if you
decide to upload new resumes or cover letters.

Changing Resumes or Cover Letters on your When your Candidate profile is

Candidate Profile forwarded to another Hiring Manager
If a hiring manager forwards your profile to another
hiring manager because they feel you may be a good fit
for their need, the last cover letter/resume submitted
will be the one sent to the receiving hiring manager

If at any time you decide to change or delete the
resume or cover letter on your candidate profile, they
WILL NOT replace or delete any resumes or cover
letters in any of your job applications.



CREATING AND MANAGING

~#~~ VERMONT YOUR ACCOUNT/PROFILE

Profile Information 1. Next is the Profile Information Section. If you
upload a resume, many of the fields may be
prepopulated based on contact information
on your resume. It is always good to verify
that information for accuracy.

2. There are other required questions (with a
red *) you will need to complete.

Profile Information

" First Name " Lest Name St You will get an error if you try to save your
william Meirs profile and these required fields are not
complete.
Preferred Name * Email Address * Primary Phone
* Street Address Street * City
Essex ot
* Postal Code * Country * State
05452 United States v No Selection v

* ou 16 years of e you legally authorized to work in the United your spouse, roommate, domestic partner
7 il union partner, any relative of any
Yes ¥ foregoing, or any relative of yours work for the State
Yes v of Vermont?
Mo v
* Have you ever worked, or applied for work, for the * Have you ever signed a legally binding agreement
State of Vermont under another or different name? stating that yo

will not apply for or accept

employment
Mo v of Vermont?

B L}

13



CREATING AND MANAGING

YOUR ACCOUNT/PROFILE

Search OptIOI‘IS and Pr“’acy/JObs Applled 1. The search options section will allow you to
opt in to permit the State of Vermont to
v Search Options and Privacy contact or notify you if a job that seems to
match your profile exists. It also has a link to
Hear more sbout career opporiunies the Data Privacy Statement that you should
review.
Q 2. If you have applied to positions already,

“Jobs Applied” will have a number beside it
with how many you have applied for and
current status. We will discuss more in the
“managing your applications” section later in
this document.

3. If you had saved applications to complete at
a later time, they would show up in the

v Jobs Applied (3)

Family Services Worker HRIS Specialist @ Q 3 @ Q . .
UNITED STATES UNITED STATES Saveq AppI!cat|ons' section. We.W|II. d|s§uss
Nithdrawn By Candidate Application received more in the ‘managing your applications
0812312018 section later in this document.

v Saved Applications (1)

Environmental Analyst Il
UNITED STATES
09/20r2018

14



CREATING AND MANAGING

YOUR ACCOUNT/PROFILE

Previous Employment and Education If you uploaded a resume, the system will have

extracted or “parsed” your resume work history
and education. You should always review for
+ Previous Employment accuracy.
1. For Previous Employment, you are required
to indicate your start and end dates except

* Present Employer? * Company Name * Title for positions you indicate as a “Present
Employer,” then just the start date is
Yes A State of Vermont Talent Acgu required.
o] 2. For Education, you are not required to
rom Date End Date

indicate any start or end dates.

0s/01/2016 [ MM/DDAYYY [ 3. If you manually add a previous employer or
education, but either did it inadvertently or
decided you don't want to include it, you

v Education need to click the remove button or you
will get an error and not be able to save
your profile if all the required fields were not
completed.

Field of Study/Major Schoo Degree

Web Development Full Sail University Bachelor's Degres (2.8, BA, ¥

From Date End Date Graduated?
MM/DDAYYY [ MM/DDAYYYY [ Yes T

15



CREATING AND MANAGING

~#~~ VERMONT YOUR ACCOUNT/PROFILE

Certifications, Continuing Education and Saving your Profile 1. The last two sections are where you can put
in any special certifications/licenses or
courses you have taken. These may be

™ ICertifications/Licenses =+ beneficial to show your qualifications for a
position.
* Even if these are on your resume,
here are ne items in this section. they will most likely not be parsed
into these sections when you upload
2 Add your resume, so make sure you do
open these sections and complete
by manually adding the information.
2. Lastly, you need to save any of the changes
v Courses/Continuing Education you make. It's a good idea to save after you
complete a section in case your computer
crashes or you close the browser window. If
are na items in this section. that happens, your information will not be

saved.
Save a

16



7~ VERMONT APPLYING FOR JOBS

™

The Job Posting and Apply Button SAP SuccessFactors
. - 2 Creste A ] ¢ ol
Title: x
T Tne «  When you've found a job that
Department interests you, click the job title on
waarks the job listing page (your search
S results page) to view.
Hourty Rate: 1 A new page (shown here) will display
the specific details of the position.
Overview Carefully read the details of the
position, especially the minimum
TRTTREIOS qualifications, before applying.

Navigate to the far right of the
screen of the job posting and select
the "Apply” button.

Lrviroomentyl Facton




7~ VERMONT APPLYING FOR JOBS

Reviewing Your Candidate Profile and Completing Job Specific Section

* My Documents

» Profile Information

» Previous Employment
5 Education 1. You will be directed to update your

candidate profile for the job. You will be

brought to your candidate profile page (you

3 o et St will be prompted to log in if you aren't
already.)

2. Once you have completed or
-Specific Information > reviewed/updated your candidate profile,

you will need to fill out some job specific
information.

» Certifications/Licenses

Application '

fyou did not upload a resume, please use this area to list all relevant work experience/job responsibilities
relevant to this position.

Answer size should be 1024 characters or less.

Do you wish to claim Veterans' Preference?

f Yes, please review the categories below, determine the one that applies to you and choose the corresponding Veterans' Preference points

18



7~ VERMONT APPLYING FOR JOBS

Reviewing Your Candidate Profile and Completing Job Specific Section

1. After you have completed the required job-

Application Certification specific areas of the application, you will
need to e-sign and date the form.

By submitting this application, | certify that all information | entered is correct and complete to the best of my knowledge. | understand that the State of Vermont 2. You W||| alSO need to answer a|| the

may verify information, and that untruthful or misleading answers are cause for rejection of this application, or dismissal if employed with the State of Vermont Qualifications Questions inClUding Whether

" Typed Signature: " Today’s Date: you attest that you meet all the minimum

\ MM/DDAYYY gualifications for experience and education

this position requires.
3. Once that is complete you can either save
your application to complete later or simply
Qualifications Questionnaire apply (we will review saved applications in
the “managing your applications” section in
this document.)

Typed Signature is required

ave you carefully read the minimum gualifications for this position and do you attest that you possess the required education and/or experience to meet the specified
qualifications?

Yes

No

* Do you have a Commercial Driver's License (CDL)?
Yes

No

= Are you available to work nights and weekends, up to 16 hour shifts?
Yes

No Save Apply

19



MANAGING

JOB APPLICATIONS
AND OFFERS

Saved Applications As we mentioned earlier, you can save an

application and go back and complete it later.

: . You can also take other actions too.

v Saved Appllcatlons “} 1. Inyour Profile, expand the saved
applications section and click on the “Saved
Application” box you wish to review

2. You will see that application and all your
Profile and Job Specific Information

3. From here you can:

UNITED STATES *  Work on the application more and

09/20/2018 save and close if you need to come

back to it again before applying
+ Complete your application and

% My Documents apply [

. Delete-the-Application
Delete the Application

Environmental Analyst Il

» Profile Information

» Previous Employment

7~ VERMONT | careers

» Certifications/Licenses
% Courses/Continuing Education

» |ob-Specific Information

View Profile 9 Save Apply Delete Application

Environmental Analyst Il (1439)

20



MANAGING

JOB APPLICATIONS
AND OFFERS

Managing Job Applications

As we mentioned in the last section, there is a
| section that indicates the jobs you have

, applied to. When you expand that section, you
v Jobs Applied (3) will see any jobs applied to and the current
status of your application.

1. You can click on any of the boxes to view
Family Services Worker HRIS Specialist yourjob application
7 UNITED STATES t LI“"IED S_'*TEdS 2. From here you have the choice to Update
Nithdrawn By Candidate Application receive . . .
082012015 S your'appllcatlon or withdraw your
application.

HRIS Specialist (1185) e

> My Documents
> Job-Specific Information

View Profile Update Withdraw Application

21



MANAGING

JOB APPLICATIONS
AND OFFERS

Changing Application Information
; MBesmene If you are notified by DHR that your application
» Profile Information is incomplete or you would like to make a
change to the application, you may follow the
» Search Options and Privacy
steps on the left to make those changes only
when you are in “Application Received”
status. (Add, edit or delete resumes or other

~ Jobs Applied (1)

BleprinforHoskth documents, change your screening question
pmister responses, etc.) After your application has been
sopicstn e moved to the next step (“Review”) you will not
S be able to make any further changes. Make
sure to click update button to save your
changes!
» Saved Applications IMPORTANT NOTE: The changes you make to
the application do not update your candidate
S e profile, only the specific application you are
editing.
poplcation 1. From your candidate profile, expand the
R “Jobs Applied” Section
i — st 1@ matintorcom 2. Select the position you would like to
Primary Phone change (again, must be in “Application
Essexjt Received” status)
i ickilemiomity 3. Make your edits
o 4. Click “Update” to save your changes

Update Withdraw Application

22



MANAGING

JOB APPLICATIONS
AND OFFERS

Updatlng Your Appllcatlon 1. Ifyou are a finalist for a position, you
Please Update your State of Verment Application & & will get an email notification from the
o system that you need to update your
application with certain information.
State of Vermont «systemsuc 11:44 AM (Sminutes 2g0) Yy 4w The notice will look something like
e v Jobs Applied (3) the email on left.
27~ VERMONT 2. When you log back into the system,
September 20, 2018 Family Services Worker HRIS Specialist Uneler yOl:Ir e A'pplled" szl of
e e NTen Sraree D Stares your profile, you will see a status of
i Withdrawn By Candidate @ Undate application “Update application.” If you click that
;ZZTS;%E?HQ this email because you are a finalist for our job opening, HRIS Specialist, Job 09/20/2018 09/20/2018 bOX yOU W|” be taken to that Specific
job application.
3. You will see some required fields
(have a red *) that are blank or
require a selection. The reason for
this update request is to allow the
To upda State of Vermont to perform pre-
. 9* Job-Specific Information employment checks such as Criminal
History and Tax Compliance as
Please . . .
highlighted in yellow on sample
F, email in step 1.
Additional Application Questions 4. When you have updated all the

required fields, make sure and click
imprisoned, placed on probatien or under the “"Update” button on bottom to
upervision, or fined for any violation of any law save and that will notify us you have
' updated your application so we can
proceed to next steps.

¥=a, HiEs i Update withdraw Application
q 23

*In the past flwe (5) years, have you been convicied

Inctuding sbar vehilcle wislations




MANAGING

JOB APPLICATIONS
AND OFFERS

Managing Job Offers
State of Vermont Offer of & @
Employment Inbox x

Bill Meirs <system@st. & 1:04 PM (19 minutes age) Ty

7~ VERMONT

September 20, 2018
Dear William,

An offer for HRIS Specialist. Job Req ID # 1185 is now pending in your
online applicant account with the State of Vermont. Please login to your
account as soon as possible to view and accept your offer. Attached find
instructions for viewing and accepting your offer.

Please do not hesitate to contact me with any guestions about this.

Thank you,
Courtney Nelson
Department of Human Resources

% Jobs Applied (3) (D)

HRIS Specialist
UNITED STATES

Pending Offer

09/20/2015

Pending offer acceptance @

SAP SuccessFactors

v Pending Offer Acceptance

4]

The Hiring Manager will contact you to
make a conditional offer of employment.

1. The first step in the formal Offer
process is an email notification you
will receive that informs you that you
have an online offer letter in the
system that needs to be reviewed.
(See sample on left.)

2. You will need to log into your
account. In your “Jobs Applied”
section you will see an alert symbol
which means you have something
you need to take action on. Click the
section to expand.

3. You will see a job that has the
pending offer acceptance. Click the
box to continue.

4. You will see a new section called
“Pending Offer Acceptance,” click to
expand and you will see a link to
view/accept your offer.

24



MANAGING

JOB APPLICATIONS
AND OFFERS

Managing Job Offers

My Offers @

1. You will be brought to your online
offer letter.

2. Here you can accept, decline or email
us if you have a question.

3. When you click to "Accept Offer,”

HRIS Specialist (1185) - Pending

Location Montpelier
Offer Date 09/20/2018

| your status will be updated that

indicates you have accepted your

offer. Human Resources and your

Decline Offer |

Offer Letter & Print & Download

Hiring Manager will get notification

Email Recruiter |

of your acceptance. You will then be

7~ VERMONT

Thursday, September 20, 2018
Dear William:

am pleased to offer you the HRIS Specialist position with Administration Agency. This letter confirms the conditional verbal offer and acceptance we
discussed recently.

This position is Pay Grade 22 and you will start at Step 1. Should you choose to accept the position, your base salary for this position will be
$[[JOB_APPLICATION_CUSTOM11]] per hour.

contacted by your hiring manager
about the onboarding plan for your
start!

4. After accepting your offer, click
“Home" on the left navigation menu.
Once on home page, click “Sign Out”
on right hand side of menu.

L vERVONT

HOME 0B SEARCH JOB MANAGEMENT PASSWORD MANAGEMENT MY PROFILE MY OFFERS

HRIS Specialist (1185) - Accepted -

Location Montpelier
Offer Date 09/20/2013

Offer History

HRIS Specialist (1185) Montpelier 08/

N}
g
IS}
o

Accepted View Offer

SAP SuccessFactors

Offer Letter @

Accepted 09/20/2018

Job Search Job Management My Profile

25



JOINING THE

TALENT COMMUNITY
AND JOB ALERTS

Joining the Talent Community

o o If you are interested in a career at the
/\’\VERMONT ’ Careers ki State of Vermont, but don't see the job
you're interested in, you can always join
our talent community to be notified

about upcoming opportunities and new
job postings that match your interest.

1. From our home page “Join Our
Talent Community” section, simply
type in your email address to get
started.

2. Fill out the required details to create
your account.

3. Click the link to accept the Data

Career Opportunities: Create an Account : PI’.iVaCy and Consent Statement that
will pop up.
Already a registered user? Login credentials are case sensitive 4. Click ‘Create Account’ Button.

*E Address: -
mall Addre vtskier0000@none.com

* Retype Email Address: vitskier0000@none.com & N . - - -
— Motification: Receive new job posting notifications

#Choose Password:

?)

+ Password accepted ¥ Hear more about career cpportunities

*Terms of U@

Create Account e’

*Retype Password:

PR—— SAP SuccessFactors *

e

*First Name:




JOINING THE

7~~~ VERMONT TALENT COMMUNITY
AND JOB ALERTS

Joining the Talent Community

> VERMONT | Careers

----------------------------------------------------------------------------------------------- add information that we use to match
your experience to upcoming positions

5 Wiy L =T I = TRl ) W s ila .
Thank you. You have successfully created/updated your profile. Y a1 elkw areeiia ol el G @

positions or from job categories. See
next.

Back to Job Listing  View Profile

SAP SuccessFactors ()" 27



JOINING THE

TALENT COMMUNITY
AND JOB ALERTS

Creating Job Alerts » Occasionally, you may not find the
job you want in your search. In this
example, there are no open jobs in

gory or location the Science, Technology,

Technology, Engineering and Mathematics when they are posted. Engineering and Math category.

* You can create a job alert to notify
you when there are open positions
in this category. If you are already
logged into your profile, you will get
confirmation of modification to your
alert preferences. If you aren't
logged in, you will need to do so
before setting the job alert.

* You can also create an alert from a
specific job posting that you may be

Watch jobs in this category interested in, but may not be in the

right location, etc.
Send me alerts every| 7 day
<~ VERMONT | C
Send me alerts every| 7 days Q /\\a a re e rS

»
»

Receive emails by subscribing to jobs matching Science,

g 1U most recent Jjobs posted Dy

y State of Vermont are listed below for your convenience

Thank you. You have successfully created/updated your profile.
Title: Family Services Worker

Application Deadline: 9/6/18 Back to Job Listing  View Profile
ReqID: 1191

Department: Children and Families
Location: Essex, US

28



Managing Job Alerts

JOINING THE

TALENT COMMUNITY
AND JOB ALERTS

7~ VERMONT

(Motor Vehicle Customer Service Rep), 5602
Maintenance, Skilled Trades

admin

Create New Job Alert @

View Profile

science, Technology, Engineering. Mathematics

@ 7
7
7

7

My Profile
Candidate Profile o siers
My Offd Job Alerts |
Welcome! Thank you for expressing an interest in job opportunities with the State of Vermont. J -
Settings
Please create your Candidate Profile below by completing the following simple steps:
Job Alerts Frequency Actions

=}

@
=}

ol
=}

®

SAP SuccessFactors

To manage your job alerts, on the
front of your Profile page click the
“options” dropdown menu in upper
right and select ‘job alerts.’

On this page you will see any alerts
you have created. The Frequency
column indicates how often you
requested the system to send you
an alert notification by email (7=
every seven days.)

The actions column gives you
options to view the alert which will
show any jobs that match the
alert’s search criteria or you can
delete the alert.

You can also create a new alert.

29



